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1. Purpose. This document, Documentation of Written Work prescribes procedures for the
proper documentation of written work, establishes responsibilities, and establishes procedures for
periodic review and change of the document. The policies and procedures within this document
have been approved by the Superintendent upon recommendation by the General Committee and
the Academic Board.

2. Applicability. The policies and procedures in this document apply to all academic
submissions for cadets at the United States Military Academy.

3. Procedures for Initiating Changes. The procedures for initiating changes to Documentation of
Written Work and the timeline for annual review are provided in Section XI of this document.

4. Availability. This document is available as follows:
a. Public Folder:

Public Folders/All Public Folders/fUSMA/Dean/Academic Affairs/Documentation

b. On-line: http://www-internal.dean.usma.edu/staff/aad/DWW/index.htm

5. Proponent. The proponent for this document is the Academic Affairs Division, Office of the
Dean (MADN-AAD), x7786. The proponent for reviewing proposed changes to Documentation
of Written Work is the Ethics Sub-Committee of the Faculty Council.

6. Update. This document includes the 13 December 2006 Amendment specifying the Dean’s
Acknowledgement Statement Policy (Appendix 1).
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Syl
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Section I: Academic Integrity

1. At the United States Military Academy, character development spans all three programs that
comprise the Cadet Leader Development System—the Academic Program, the Military Program,
and the Physical Program. The Cadet Honor Code, “A cadet will not lie, cheat, steal, or tolerate
those who do,” governs all aspects of cadet life, whether in the barracks, in the classroom, on the
athletic field, or away from West Point.

2. FM?22-100, Army Leadership, focuses on seven values that help soldiers deal with the diverse
roles in which they might find themselves in this complex modern age. These values—Iloyalty,
duty, respect, selfless service, honor, integrity, and personal courage—form the bedrock of Army
life. As a preparatory step to entering the Army, the West Point experience revolves around
character development and the inculcation of the Army values. Although each program of the
Cadet Leader Development System focuses on a different educational aspect of the West Point
experience, they are all concerned with character development and as such are all anchored in the
Army values.

3. In the academic realm, integrity is paramount, yet it is nothing more than an extension of the
integrity that should inform one’s life as a cadet, as a soldier, and as a citizen. It means doing
what is right, both legally and morally, in life and in one’s studies. Academic integrity is simply
one form of personal integrity—it represents personal integrity in academic and scholarly
pursuits.

Section II: USMA Policy: Good Scholarship Demands Proper Documentation

1. As students and scholars, we often combine our own ideas with those of others. Indeed,
this is the principle upon which research and critical thinking are based. Acknowledging our
sources—the ideas, words, data, products, and contributions of others—is our responsibility as
scholars and a service to our readers. As we build on the scholarship of others, we add to the
community of knowledge. Documenting our sources clearly and in accordance with the
standards of our academic disciplines and professions allows future scholars the opportunity to
build on our work and the scholarship and assistance of others. Acknowledging sources is our
obligation as scholars, an obligation that is both expected and customary in academic
scholarship.

2. The principles of good scholarship demand that each writer provide correct and
complete information regarding the sources of information and ideas. Through the process
of documentation, writers identify contributing sources used and acknowledge any assistance
received. Although different academic disciplines may use different formats for displaying
documentation, all adhere to the basic principles that writers must document all sources and
assistance and acknowledge ideas not their own.

3. Proper documentation identifies the sources of borrowed ideas and quotations, to
include all assistance in the preparation of homework. These sources may include, but are
not limited to, books, periodicals, films, the Internet, and discussions. Other cadets and
instructors whose conversation or assistance contributed to the content of the paper or project
must also be identified through documentation. The requirement to document applies as well to
interviews and group-study sessions. Cadets should keep track of all sources used, to include the



help of other cadets, so that complete and accurate information will be at hand when preparing
notes and bibliographies. If in doubt about what should be documented, cadets should consult
their instructors. If the instructor is not available, cadets should document the source in question.

4. The Academy will not tolerate failure to document properly all assistance in the
preparation or revision of homework. Failure to adhere to the principles of good scholarship
will normally result in a reduced grade on that particular assignment. Failure to follow the
directions specified in this pamphlet may result in disciplinary action under the provisions of
USCC SOP. Any attempt to deceive or to gain unfair advantage through deception will be
subject to the sanctions of the Cadet Honor System.

5. Cadets must know, understand, and adhere to the requirements for proper
documentation in order to practice good scholarship and avoid the following serious
consequences.

a. Scholarship. The appropriate sanction for poor scholarship is a reduced grade. In order
to assess scholarship and determine an appropriate grade, the instructor must grade that portion
of a cadet’s work that reflects the cadet’s own ideas and analysis. If a cadet’s submission
consists primarily of the work of others and reflects little of the cadet’s own thought, the quality
of scholarship is denigrated and a grade cut is appropriate. Documentation distinguishes clearly
one’s own work from that of others. If that distinction is missing or if it is poorly done, making
it difficult for the instructor to distinguish original from borrowed ideas, the instructor may
decide to lower the grade. Finally, in any submission, the instructor must grade the cadet’s
communication skills. If by omission or through incorrect or insufficient documentation a cadet
fails to document clearly his or her sources, that cadet has failed to demonstrate good
communication skills, and a grade cut may be appropriate.

b. Discipline. An appropriate sanction for failure to follow instructions is disciplinary
action. Cadets who do not document in accordance with instructions fail to execute an important
assigned duty, similar to a failure to turn in an assignment on time. These important professional
standards are in addition to scholarship issues and therefore require military corrective action.
Professional standards for cadets are enforced in accordance with USCC SOP. It is the cadet’s
professional responsibility to give appropriate credit to the ideas of others. Just as we respect the
physical property of others, we also must respect the intellectual property of others. If cadets fail
to show the proper respect for others by not documenting assistance from them or fail in their
duty to follow instructions concerning documentation procedures, they may be subject to
disciplinary action.

c. Honor. Any attempt to deceive or to gain unfair advantage through failure to document
will be subject to the sanctions of the Cadet Honor System. A cadet's intentional use of incorrect
or insufficient documentation to disguise his or her reliance on the work of others is an example
of such an attempt. Proceedings by the Cadet Honor System are separate from, and may be in
addition to, academic and disciplinary sanctions for poor documentation.

6. The policies, principles, and directives contained in this pamphlet supplement related
material in The Little, Brown Handbook and course-specific handbooks and references that
provide guidance on documenting the ideas, words, data, products, assistance, or
contributions of others in the submission of homework in all courses offered by the
academic departments, DMI, and DPE.



Section III: Key Definitions and General Guidance
1. Documentation

a. Definition. Documentation identifies the sources of ideas, words, and data obtained from
another person or the products of another person to such a degree of specificity and accuracy that
an observer knows clearly what ideas, words, data, and products to attribute to the authoring
cadet and what ideas, works, data, and products to attribute to sources other than the authoring
cadet.

b. Documenting Correctly. Cadets will follow scholarly procedures and document in
accordance with the directions of this pamphlet, The Little, Brown Handbook, and other
discipline-specific guidance provided them by their instructors. The documentation format used
must be appropriate to the assignment and the discipline, as directed by the cadet’s instructor.
No matter what documentation format or style is used, however, the documentation must leave
no doubt about the source of ideas, words, data, or products of another person or about the
specific nature and source of the collaboration or assistance received during the completion of
the assignment.

c. Writing and research handbooks. These handbooks, which cadets receive in their plebe
year and keep throughout their course of study at USMA, offer general guidance and discipline-
specific examples on how to document sources. Previously, the Academy has used The Little,
Brown Handbook as its principal reference for this purpose. While the choice of handbook may
periodically change to better serve cadets’ academic needs, the fundamental requirement to
document accurately remains constant. As scholars, cadets are responsible for using current
handbooks and the most up to date documentation guidance these handbooks provide.

2. Plagiarism

a. Definition. Plagiarism is the act of presenting as one’s own, whether accidentally or
deliberately, the ideas, words, or data obtained from another person or the products of another
person. Plagiarism includes copying, paraphrasing, or using the analysis, conclusions, or
assessments of another person without clear, specific, and explicit reference.

b. Avoiding Plagiarism. Cadets must identify another person's ideas, words, data, or
products, whether published or not, oral or written, through accurate and clear documentation.

Section IV: Implementing Definitions and USMA Policy Guidance

1. Application of Documentation Policy. The USMA documentation policy, as outlined in this
pamphlet, applies to the submission of homework in all courses offered by the academic
departments, DMI, and DPE. In addition to the standards for documentation outlined in The
Little, Brown Handbook, the USMA has established specific policy guidance relating to
homework, collaboration and assistance in formal and informal groups, copying, and common
knowledge.



2. Homework

a. Definition. Homework is all written work done outside of class and submitted to a
faculty member to complete the requirements of an academic course.

b. Policy Guidance.

(1) Cadets must document all homework following the rules outlined in this pamphlet,
The Little, Brown Handbook, and discipline-specific guidance provided by instructors.

(2) No matter how carefully they document, cadets may expect a reduced grade for:
inadequate research; excessive reliance on a single source or sources; excessive use of the
verbatim or paraphrased work of a source; submitting a document that has been extensively
rewritten by another person; copying a solution from a source not one’s own; or merely
repeating, without evidence of individual thought, the ideas, words, data, or products gained from
any source.

3. Collaboration and Assistance Received in Formal and Informal Groups

a. Definitions.

(1) Collaboration means the process of working in a joint intellectual (i.e., ideational)
effort with one or more persons in either a formal or an informal group.

(2). Assistance received means help or aid received in the completion of homework.

(3) A formal group is a group designated by an instructor in an academic department,
DML, or DPE for a specific project or requirement of that department.

(4) An informal group is any group that does not meet the definition of a formal group.

b. Policy Guidance.

(1) The Academy encourages cadets to collaborate, receive assistance, and consult
others when doing homework because, in many cases, discussing homework assignments
enhances the learning process.

(2) The requirements for documenting collaboration and assistance received in
completing homework in a formal group are different from the requirements for documenting
collaboration and assistance received in an informal group. Cadets should refer to and follow the
implementing provisions in Section VII of this document.

4. Copying

a. Definition. Copying means to reproduce by any means, either exactly or with few or
insignificant shifts, additions, deletions or changes, the words, works, data, drawings, or products
of another person, no matter the form of the source or the method of copying. For example,
copying may be accomplished by or through handwriting, typing, taking dictation, sketching,
drawing, or using electronic means.



b. Policy Guidance.

(1) Cadets must document copying on all homework. Because the material copied is
the work, words, data, or product of another person, the material copied, in whatever form and by
whatever means, is considered a source that demands appropriate documentation.

(2) Excessive reliance on copied material, even if properly documented, is discouraged
by all academic disciplines. Without significant analysis or integration into the homework
assignment, copying on homework will merit little or no academic reward in most cases.

5. Common Knowledge
a. Definition.

(1) Common knowledge is defined in The Little, Brown Handbook and includes basic
facts in a particular subject or discipline, folk literature, and commonsense observation.

(2) In addition, USMA extends this definition of common knowledge for a specific
homework assignment to include ideas offered in or out of class by the instructor who has given
the cadet the assignment. In addition, common knowledge for a specific homework assignment
includes ideas offered in class by cadets when discussing the subject of the assignment. At the
discretion of the instructor and by department policy, common knowledge may include the ideas,
including formulas, contained in course texts. (Note that specific words within texts, when used
verbatim or with insignificant changes, are never considered common knowledge.)

b. Policy Guidance.

(1) Cadets need not document common knowledge.

(2) When cadets are unsure whether certain facts or ideas can be considered common
knowledge, they should consult The Little, Brown Handbook and their instructor.

(3) If a cadet cannot easily make a determination about whether a fact or idea is
common knowledge, the cadet should document the source.

(4) Because the words of a text can never be considered common knowledge, cadets

must document specific words taken from course texts by placing the words in quotation marks
or indenting the quoted material, as appropriate in the documentation style being used.

Section V: Policy Standards for the Preparation of Documentation
1. Homework Submissions

a. All Homework, except Homework consisting of Computer Source Code or Problem Sets.




(1) Homework submissions, except homework consisting of computer source code or
problem sets (discussed in Section V.1.b and Section VIII of Documentation of Written Work),
will include a title page, the text or the finished assignment, and documentation as appropriate.

(2) Homework submissions that include the documentation of ideas, words, data,
products, collaboration, or assistance of another person require documentation through the use of
notes (i.e., footnotes, endnotes, or parenthetical notes within the text) and a bibliographic page
(e.g., Bibliography, Sources, Works Cited, Reference List).

(3) If parenthetical documentation is used within the text, a “Notes” page will be
required in order to document any collaboration or assistance received in the completion of the

homework assignment.

b. Homework consisting of Computer Source Code or Problem Sets.

(1) Homework submissions consisting of computer source code or problem sets will
include the text or the finished assignment and appropriate documentation. (See Section VIII.)

(2) Homework submissions consisting of computer source code or problem sets require
the documentation of ideas, words, data, products, collaboration, or assistance of another person.
At the direction of their instructors, cadets may use the internal documentation formats described
in Section VIII of Documentation of Written Work.

(3) Homework submissions using the internal documentation formats described in
Section VIII may or may not require a bibliographic page. Instructors will advise cadets when a
title page is not required. When in doubt, cadets should include a bibliographic page as part of
their homework submissions.

2. Documentation Formats

a. The Little, Brown Handbook supports a number of disciplinary-specific formats for
documenting sources: Modern Language Association (MLA) style; Chicago Manual of Style
(Chicago); American Psychological Association style (APA); and the Council of Science Editors
or CSE (formerly the CBE). The Little, Brown Handbook provides general guidance and a
selected number of specific examples in each of the four styles. Guidance and examples cover
the format of both the note itself and the corresponding bibliographic entry.

b. The academic department, course director, or instructor will identify the appropriate
format to use for specific homework assignments. Cadets are responsible for knowing which
format to use in a given course and for using it correctly and consistently throughout the
homework assignment. Cadets must use the appropriate format for both notes and bibliographic
entries.

c. Cadets should follow the directions and examples provided in their composition course
handbook when formatting documentation for any homework assignment.

(1) When the The Little, Brown Handbook does not provide a relevant example, cadets
should consult their instructors for guidance on how to document the specific source in
accordance with the standards of the selected formatting style.



(2) When cadets are unable to consult with their instructors to determine how to
document a specific source, cadets should make a logical determination as to the appropriate
information to include in the citation, place information in a logical sequence, and use a
punctuation system that closely follows the examples in The Little, Brown Handbook for the
specific documentation style. In such cases, a cadet must provide sufficient information to allow
his or her reader to locate or evaluate the source the cadet used in completing the homework
assignment.

d. Departments and instructors may issue supplementary material drawn from the full
reference documents supporting the MLLA, Chicago, APA, or CSE documentation styles.
Materials may be provided in a reference document prepared by the department, provided in-
class for a specific homework assignment, provided by the instructor to a cadet for a specific
research assignment, or placed on the department’s web site or server. Departmental
supplements may also be posted in public folders: Public Folders/All Public
Folders/lUSMA/Dean/Academic Affairs/Documentation.

3. Computer Source Code and Problem Sets
a. Documentation within the source code of a program will take the form of comments
(nonexecutable statements) embedded within the program or at the beginning of the program.

(See Section VIIIL.)

b. Documentation of problem sets may be included as endnotes, footnotes, or parenthetical
statements within the problem set itself. (See Section VIII.)

c. Instructors may require additional documentation in the form of endnotes and a
bibliography that reflects all sources documented in the source code of computer programs.

4. Electronic sources

a. Documentation of electronic sources will include the same basic information used in
documenting printed materials as well as additional information to identify the type of electronic
medium and locate the electronic source.

b. Documentation will include the date of access for sources drawn from the Internet,
World Wide Web, and other electronic sources or the publication date for an electronic source

such as a CD-ROM.

c. Cadets will follow the guidance in The Little, Brown Handbook and supplemental
information in Section IX of this pamphlet.

Section VI: Complying with Documentation Standards
1. Documentation Standards

a. Cadets must acknowledge another person’s ideas, words, data, or products, whether
published or not, oral or written, through accurate, clear, and properly formatted documentation.



Correct, sufficient, and honorable documentation identifies the sources of ideas, words, and data
obtained from another person or the products of another person to such a degree of specificity
and accuracy that an observer knows clearly what ideas, words, data, and products to attribute to
the authoring cadet and what ideas, works, data, and products to attribute to sources other than
the authoring cadet.

b. Standards of good scholarship and research require cadets to acknowledge their sources
by using procedures that result in correct, sufficient, and honorable documentation.

2. Failure to Comply with Documentation Standards

a. Incorrect Documentation. Documentation that fails to follow the appropriate and
prescribed formats for acknowledging sources is, at a minimum, incorrect documentation.
Incorrect documentation constitutes a failure in scholarship and a failure to follow the written
instructions of The Little, Brown Handbook and Documentation of Written Work. An instructor’s
finding that a cadet incorrectly documented a homework assignment will normally result in a
lower academic award for that assignment and may also result in disciplinary action.

b. Plagiarism. As stated in II.2 above, plagiarism is the act of presenting as one’s own the
ideas, words, or data obtained from another person or the products of another person. Plagiarism
includes copying, paraphrasing, or using the analysis, conclusions, or assessments of another
person without clear, specific, and explicit reference. As The Little, Brown Handbook points out
plagiarism may be accidental or deliberate. Plagiarism may result from a lack of clear and
specific reference to the originating source; in other words, plagiarism may result from
insufficient documentation. When a cadet plagiarizes on purpose, deliberately presenting
material as the cadet’s own in order to deceive or gain unfair advantage, the cadet has acted in a
dishonorable manner. This dishonorable behavior is deliberate plagiarism reflected in
dishonorable documentation.

(1) Insufficient Documentation. Insufficient documentation is documentation that fails
to provide the degree of specificity and accuracy of attribution that enables an observer to know
clearly what ideas, words, data, and products to attribute to the cadet submitting the homework
and what ideas, words, data, and products to sources other than the authoring cadet. Insufficient
documentation also prevents the instructor, a cadet, or other scholar from knowing where to find
the source for further research or education. Insufficient documentation constitutes a failure in
scholarship and a failure to follow the written instructions of Documentation of Written Work.
Insufficient documentation will result in a lower academic award and may also result in
disciplinary action.

(2) Dishonorable Documentation. If an instance of insufficient documentation leads a
reader to believe that the cadet intends to deceive or to gain unfair advantage, the insufficient
documentation may be dishonorable documentation. Cadets who use the ideas, words, data, and
products of others and who fail to document sufficiently and clearly the sources of the material
they have used cannot avoid arousing suspicions that they have acted in a dishonorable way. If
an instance of insufficient documentation suggests that the cadet intended to deceive or gain
unfair advantage, the instructor may suspect that the cadet has deliberately plagiarized and has
presented dishonorable documentation. In cases of suspected dishonorable documentation,
instructors will follow the guidance of DPOM 2-4.




c. Inference of Intent to Deceive. Intent to deceive or gain an unfair advantage may be
inferred through circumstance. Circumstances include the degree of similarity between the cadet
document and an undocumented source, the degree of cadet reliance on the undocumented source
(the extent to which it was used), and the likely adverse consequence to the cadet's grade had the
source been properly and fully documented.

Section VII: Specialized Guidance: Documenting Collaboration and/or Assistance
1. Policy Standards

a. Cadets must document collaboration or assistance received during the completion
of homework.

(1) The principles of good scholarship demand that each writer provide correct and
complete information regarding the sources of information and ideas. These sources include
discussions with other cadets and instructors whose conversation or assistance contributed to the
content of the paper or project.

(2) Through clear, sufficient, and honorable documentation, cadets will cite the ideas of
others gained through discussion. Through clear, sufficient, and honorable documentation,
cadets will cite specific assistance received from others in the completion of homework
assignments. Such documentation will include a description of the extent and content of the
collaboration and assistance received.

b. Cadets must provide specific information about collaboration or assistance received
during the completion of homework.

(1) Cadets will not provide general acknowledgments of assistance received; rather,
cadets will cite every instance of specific assistance. This requirement is in keeping with
standards of good scholarship, which demand that writers clearly identify the sources of ideas,
words, works, data, and products of others.

(2) Cadets will not use acknowledgment pages or general notes, such as “I read Cadet
Smith’s paper on the Battle of Saratoga” or “I discussed the Battle of Saratoga with Cadet
Smith.” Such statements do not allow the reader to know clearly what ideas, words, data, and
products to attribute to Cadet Smith and what ideas, words, data, or products to attribute to the
author of the homework assignment. If discussion with another person led the author of the
homework assignment to use ideas, words, data, or products belonging to another person, the
author of the homework assignment must document these at appropriate points within the
assignment.

(3) The responsibility to document fully collaboration or assistance received in the
completion of homework belongs to the cadet. The absence of any documentation declares that
the cadet drew on no sources in creating the homework assignment. Thus, instructors will not
require cadets to assert that they received no help. Homework without documentation is that
assertion.



c. When cadets work as members of a formal group, they do not need to document the
sources of ideas, words, products, or data obtained from other persons within the formal
group.

(1) A formal group is a group designated by an instructor in a department for a specific
homework project or requirement of that department. As such, the formal group has the status of
an individual entity in connection to the specific project or requirement for which the instructor
organized it. Therefore, individuals within that group need not document the sources of ideas,
words, products, or data obtained from other persons within the formal group.

(2) In completing the specific project or requirement, however, the formal group must
document the sources of ideas, words, data, and products obtained from any source outside the
formal group.

d. USMA policy allows the use of specific kinds of assistance without requiring cadets
to document this assistance.

(1) Cadets need not document certain types of assistance that do not affect the ideational
content of the cadet’s work.

(2) The Military Academy authorizes cadets to obtain the following types of assistance
without requiring cadets to document this assistance: editing by others for spelling, grammar,
and punctuation; the assistance of computer spelling and grammar checkers; the reviewing of
computer programs by others or by language compilers or interpreters for the purpose of
identifying and correcting programming language syntax errors; the editing for correctness of
mathematical calculations by others or by computer spreadsheets; and the use of equation-
solving programs.

2. Guidance: How to Document Collaboration or Assistance

a. Within the text, documentation of collaboration or assistance will be in the form of
endnotes or footnotes, except when documenting computer source code and sets of problems.

(1) Within the text, use a raised numeral (superscript) to indicate that there is a note
associated with a particular idea, word, work, data, or product.

(2) If using a documentation style that requires the use of endnotes or footnotes, the note
documenting collaboration or assistance will continue in sequence with other endnotes or
footnotes. When using endnotes or footnotes to document all sources, there will be no special
page for endnotes documenting collaboration and assistance.

(3) Cadets will follow the guidance in Section VIII when preparing documentation of
assistance and collaboration in the preparation of computer source code or in the completion of a
set of problems.

b. Even when using a parenthetical style of documentation (e.g., MLA or APA), cadets

must use footnotes or endnotes in order to document collaboration or assistance. In such cases,
cadets will use a “Notes” page.
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(1) In general, documentation of collaboration or assistance will follow the format for
using footnotes or endnotes in special circumstances. For example, The Little, Brown Handbook
describes three uses for footnotes or endnotes when using the MLA Style of documentation:
when citing a series of sources that, listed in a single parenthetical citation, would be intrusive;
when commenting on a source; and when providing information that does not fit easily within the
text, such as acknowledging another person’s assistance. (The APA Style allows for the use of
footnotes or endnotes in similar situations.)

(2) When using endnotes to document collaboration or assistance and when using
parenthetical notes for other documented sources, the endnotes should be on one page. Title that
page “Notes.” This page should be at the end of the essay and before the bibliography or
reference list. There should be corresponding bibliographic or reference list entries for instances
of collaboration or assistance listed on a “Notes” page. Format the entries on the “Notes” page
as appropriate for endnotes in the specific documentation style being used.

c. Endnotes or footnotes will follow the general format of the documentation style being
used, particularly the format for interviews (either published or unpublished). The endnote or
footno<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>