The Anthropology Department Style
1) Basic principles: 

a) In-text citation style: Author (year: page#) format, e.g. (Marx 1964:57). 
b) References: see “Dept. Paper and Thesis Style” available on Dept. website under “Info”

2) Guidelines for the References Cited section:

a) General format of information to be included in full references: Family name, given name. Year of publication. Title. Place of publication: Publisher. This is the style of major American publishers of anthropological books, such as the University of California Press and Harvard University Press.

b) Works should be listed in alphabetical order, by author’s family name. Do not put numbers before each work.

c) Titles: Book and journal titles should be italicized. Chapters in edited books or articles in journals should not be italicized, but given in quotation marks (except Chinese titles, which do not require quotation marks). For articles or chapters in edited volumes, the word “In” is capitalized and not in italics.

d) Unknown information: In the case of an author who is unknown, use Anon. If date of publication is unknown, use n.d. (meaning “no date” or date unknown).

e) For a thesis in English, Chinese references should be listed in alphabetical order together with the English references. Use romanization plus Chinese characters for the author’s name, but the title of an article or a book should only be in characters and an English translation (romanization is not necessary).

f) For a thesis in Chinese, Chinese references should be either in order of number of strokes or according to Pinyin alphabetical order. English references should be listed separately.

3) The finer points of the Department style:
a) Double spacing should be used, except for quotations, footnotes, references and captions, which may be single-spaced or double-spaced (be consistent). 
b) Block quotes must be indented on the left; indentation on the right is optional. 

c) No spaces before punctuation (commas, colons, periods/full stop, etc.) and one space after them.
d) Rules for capitalization in titles: Capitalize all words except: 

i) Articles: a, an, the

ii) Coordinating conjunctions: and, but, or, for, nor, yet, so etc.

iii) Prepositions: on, at, to, from, by, in, against, among, between, etc.

iv) The “to” in infinitives. 

e) In addition to the Chicago Manual of Style, I also recommend Ng, Petro Pak-tao (2003), Effective Writing: A Guide for Social Science Students. It is written for Chinese speakers, so the second half of the book focuses on common errors native Chinese speakers tend to make in writing English. The ASA style he describes is very similar to the Department style. It is a reference book worth owning to improve your English paper writing.
4) Paper Dos and Don’ts:

A paper should have proper formatting, or you disrespect the reader. There are many alternative styles, and it is hard to argue one is better than another. Still, consistency of style is one thing all can agree is important. Sometimes, we are not even aware of some features of layout, so naturally we will be inconsistent and, wrong. This checklist is designed to help students be consistent. It also helps teachers avoid having to repeat themselves on papers. 

File:
1. Be sure there are page numbers. Learn to set the page numbering so the title page (if you must have one—I prefer you save paper) is not “page 1” but the first page of text is page 1.
2. Do not force text to a new page by using many hard returns. Use the “page break”: Control+Return.
3. Use 1” margins, or 2.5 cm. For a thesis, use a wider margin on the binding page, as required.
4. In general, use New Times Roman font, unless there is a good reason. 
5. Make sure you do not write roman letters in “Chinese fonts.”  Text like this is in the wrong font. 
Paragraphs:
1. Indent each paragraph by 0.5 inches or 2 cm. Do not do this with tabs but with the ruler line, by defining the “Normal” style of paragraph.

2. Do not add extra line space between paragraphs. It is not necessary or appropriate with indented paragraphs.

3. Under no circumstances should there be tabs or spaces in a second row of text (without a hard return); use “Hanging indent” and not tabs to make the first line longer on the left side.

4. Use tabs (and set them in the ruler line) to make columns line up perfectly.

5. Use “decimal tabs” to make numbers line up on the units. In other words,


don’t do this
or this
do this

1780.2
1780.2
1780.20


12.50
12.50
12.50


109
109
109
Headings:

1. Use headings and subheadings to make the organization of your paper clearer.

2. Do not let headings and subheadings become widows (by themselves on the last line of a page).

3. Control the spacing before the headings and subheadings by setting the spacing “before paragraph” in the Styles menu.
Punctuation:
1. Periods (full stops) go after the citation in a sentence, but before it in indented blocks.

2. Learn how to use a semi-colon; it is a very useful form of punctuation.

3. There is no space after a hyphen. Write Radcliffe-Brown, not “Radcliffe- Brown”.  In Word, if you put two hyphens like this -- with no spaces, Word will automatically convert it to an em dash—this is what an em dash looks like.

4. Block quotes are not in quotation marks. They are single spaced and indented from the left margin.

Spelling:
1. Use a standard Romanization for Chinese, preferably Yale for Cantonese and pinyin for Mandarin.

2. Use a consistent spelling, e.g. either US or UK spelling.  Set the document for one country’s spelling, so the spell check will alert you to many typos and spelling errors.
5) Graduate School info on thesis: http://www.cuhk.edu.hk/gss/internal/Research.htm
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