
Course Information: 
 
PA 7325 Survey of Public Affairs 
Fall 2006 
 
Thursdays 7-9:45 PM Cohort T-Th 
Class Location:  WSTC 1.224 
 
Professor Contact Information: 
 
Dr. Douglas J. Watson 
Office Westec 1.206 
Douglas.watson@utdallas.edu
972-883-4907 
 
Course Pre-requisites:  Members of Ph.D. in Public Affairs Fall 06 Cohort 
 
Course Description:  PA 7325 serves as the introductory course to the Ph.D. 
program in Public Affairs.  It is a survey of major issues in public affairs arranged by the 
major categories of study contained in the Ph.D. curriculum.  As your cohort proceeds 
through the program, you will study in more depth each of the major categories, so this 
course is designed to give you an introduction to each of the topics.  This is a seminar, 
which means that you will play a major role in researching and presenting information 
and opinions both as an individual and as a group member.  All of you have solid 
educational backgrounds and professional standing in your careers in public affairs and 
are expected to contribute to the success of the class.   
 
During the semester, faculty members will speak to the class on their research interests.  
This accomplishes two objectives: 1) you will have a chance to meet faculty members 
and understand something about his or her research agenda; and 2) they will share 
specific knowledge in the field of Public Affairs.  Faculty members’ schedules do not 
permit a perfect match with the topic of each session, but we believe it is important for 
you to meet the faculty in this introductory course.    
 
Student Learning Objectives:  This course will provide students with an overview 
and understanding of the broad field of public affairs.  As part of that objective, we will 
discuss the dynamic nature of public and non-profit organizations in today’s quickly 
changing environment.  In addition, we will read and discuss both classics and recent 
publications in the field of public affairs.   
 
 Specifically, by the end of the semester, you should:   
 

 Have an understanding of the broad field of public affairs with an emphasis on the 
four sub-fields emphasized in the Ph.D. program in Public Affairs. 
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 Have knowledge of the challenges of organization, leadership, and management 
in public and non-profit organizations. 

 
 Recognize the constraints that public managers and policy-makers face in dealing 

with the complex social issues that face American society. 
 
Expectations of You as a Student in the Class:  To maximize the opportunities 
for a productive class, each student is expected to do the following: 
 

 Attend all classes and be on time.  If you cannot attend class or are going to be 
late, please let me know by e-mail or phone in advance.   

 Complete all assignments on time. 
 Make an active contribution to the class discussions. 
 Submit work of doctoral-level quality. 

 
Course Requirements: 
 
Discussion Group Member: You will be a member of a four or five person group. The 
group to which you are assigned is listed at the end of the syllabus.  There are two 
functions of the groups- weekly short papers/discussions and book reviews. 

 
 Weekly Assignments- There are weekly assignments for the groups listed on the 

syllabus by group number.  Each group will have ten separate assignments from 
the assigned books and journal articles.  As a group member, you are expected to 
come to class with a short written summary (two to three pages) of the assigned 
work and be prepared to discuss the assignment as a group member.  You will 
turn in the assignments at the end of the discussion.  You will receive a grade of 
one to five points for each one, along with feedback from the professor.  Of 
course, you are responsible for reading all of the assignments on the syllabus and 
should be prepared to ask questions or offer opinions on the readings other than 
the ones that your group is responsible for that class period.    

 
 Book Reviews as Group Projects:  Each group is assigned two books to review 

during the semester.  The assignments are listed later on the syllabus.  Please note 
the date on the syllabus when your group’s presentations are due.  Your group’s 
assignment is to read each book carefully and develop a high quality Power Point 
presentation for the class, including handouts of the presentations.  Since there are 
four or five members on the team, you should meet to discuss a fair division of 
the work.  In your presentation, please include a summary of the main points in 
the book and your group’s determination of its contribution to the field of public 
affairs.  For Power Point presentations, you will be expected to use the protocol 
for Power Point included at the end of the syllabus.  The presentations should 
appear as one work and not the compilation of four or five different ones. 
 



Individual Work Products: There are two assignments that you will do on your own.  
One is a series of three short papers (not more than three to five pages) of peer-reviewed 
journal articles.  The second assignment is for the research paper.  

 
 Journal articles: You will select from peer-reviewed journals three outstanding 

articles that have been published within the past decade on the subject of the 
readings.  You will be expected to write a thorough review of not more than four 
pages of the journal articles you select, including your opinion of the author’s 
arguments and research, as well as the article’s relevance to the subject under 
study.  Note the deadlines listed below for each of the three journal reviews.  On 
occasion as time permits, you will be called upon to present your reports to the 
class.  All the journals that you use must be peer-reviewed and at least one review 
must come from Public Administration Review.     

 
 Due Dates for Journal Article Reviews: 
 
 1st-  September 7 
 2nd-  October 5 
 3rd-  November 2 
  

 Research Paper:  A major requirement of the course is the development of a 
high-quality research paper.  The paper will be approximately 5000 words on a 
topic covered in the course.  You will write a several hundred word proposal on 
your topic and submit it to me by September 14.  In the proposal, explain why you 
have chosen this topic and how you plan to research the topic.  The topic must 
address a major issue in Public Affairs, such as the ones that are included in the 
course.  The paper should be carefully written following closely the requirements 
for style listed at the end of the syllabus.  Once your topic has been approved, you 
may begin your research.   

 
In the second part of the semester, you will develop a presentation for the class on 
your topic.  The dates of the presentations are listed on the syllabus.  I will 
attempt to group the presentations that have common themes so that your report 
will be part of a three or four person panel similar to those conducted at 
conferences for scholars.  You will have a maximum of 20 minutes to make your 
presentation for which you may use Power Point or other A/V aids, if time 
permits.  However, you should not read your presentation to the rest of the class 
under any circumstances.   

 
The paper will be due to me no later than November 16.  If you desire feedback 
on your paper during the semester, please present segments to me for review and 
feedback.  These reviews will not be graded and will serve only as advice to you 
in completing a high quality paper.  Your goal will be to produce a paper 
considered worthy enough to be submitted to a scholarly journal for peer review.    

 



Grading:  Your grade will be calculated based on your ability to earn a maximum of 
200 total points.  There are no exams in this seminar, so your individual work products 
and your participation in group discussions/presentations will constitute your grade.  I 
will ask each student to evaluate the contributions of the other members of his/her group 
at the end of the semester.  If group members identify you as a “free rider,” your grade 
will be affected.  In order to earn an A in the course, you will need to have at least 180 
points; for a B, you will need 160 points.  You will not be eligible for full credit for 
assignments that you turn in late.  If you miss more than two classes, your final grade 
may be affected. 
 
 Individual Work: 
 

Research Paper/Presentation     80 points 
  Journal Article Reviews (3)      30 points   
 
 Group Work:   
 

Weekly Assignments/Discussion Group Participation (10) 50 points  
  Group Book Reviews (2)     40 points 
 
Required Textbooks and Materials:  There are two required books and a course 
packet: 
 
 Shafritz, Hyde, and Parkes, Classics of Public Administration, 5th edition 
 Goodsell, The Case for Bureaucracy, 4th edition 
 Course Packet available at Off-Campus Books 
 
UTD Required Content for Syllabus: 
 
Student Conduct & Discipline 
 

The University of Texas System and The University of Texas at Dallas have rules and regulations 
for the orderly and efficient conduct of their business.  It is the responsibility of each student and 
each student organization to be knowledgeable about the rules and regulations which govern 
student conduct and activities.  General information on student conduct and discipline is contained 
in the UTD publication, A to Z Guide, which is provided to all registered students each academic 
year. 
 
The University of Texas at Dallas administers student discipline within the procedures of 
recognized and established due process.  Procedures are defined and described in the Rules and 
Regulations, Board of Regents, The University of Texas System, Part 1, Chapter VI, Section 3, and 
in Title V, Rules on Student Services and Activities of the university’s Handbook of Operating 
Procedures.  Copies of these rules and regulations are available to students in the Office of the 
Dean of Students, where staff members are available to assist students in interpreting the rules and 
regulations (SU 1.602, 972/883-6391). 
 
A student at the university neither loses the rights nor escapes the responsibilities of citizenship.  
He or she is expected to obey federal, state, and local laws as well as the Regents’ Rules, 
university regulations, and administrative rules.  Students are subject to discipline for violating the 



standards of conduct whether such conduct takes place on or off campus, or whether civil or 
criminal penalties are also imposed for such conduct. 

 
Academic Integrity 
 

The faculty expects from its students a high level of responsibility and academic honesty.  Because 
the value of an academic degree depends upon the absolute integrity of the work done by the 
student for that degree, it is imperative that a student demonstrate a high standard of individual 
honor in his or her scholastic work. 
 
Scholastic dishonesty includes, but is not limited to, statements, acts or omissions related to 
applications for enrollment or the award of a degree, and/or the submission as one’s own work or 
material that is not one’s own.  As a general rule, scholastic dishonesty involves one of the 
following acts:  cheating, plagiarism, collusion and/or falsifying academic records.  Students 
suspected of academic dishonesty are subject to disciplinary proceedings. 
 
Plagiarism, especially from the web, from portions of papers for other classes, and from any other 
source is unacceptable and will be dealt with under the university’s policy on plagiarism (see 
general catalog for details).  This course will use the resources of turnitin.com, which searches the 
web for possible plagiarism and is over 90% effective. 

 
Email Use 

The University of Texas at Dallas recognizes the value and efficiency of communication between 
faculty/staff and students through electronic mail. At the same time, email raises some issues 
concerning security and the identity of each individual in an email exchange.  The university 
encourages all official student email correspondence be sent only to a student’s U.T. Dallas email 
address and that faculty and staff consider email from students official only if it originates from a 
UTD student account. This allows the university to maintain a high degree of confidence in the 
identity of all individual corresponding and the security of the transmitted information.  UTD 
furnishes each student with a free email account that is to be used in all communication with 
university personnel. The Department of Information Resources at U.T. Dallas provides a method 
for students to have their U.T. Dallas mail forwarded to other accounts. 

Withdrawal from Class 
 

The administration of this institution has set deadlines for withdrawal of any college-level courses. 
These dates and times are published in that semester's course catalog. Administration procedures 
must be followed. It is the student's responsibility to handle withdrawal requirements from any 
class. In other words, I cannot drop or withdraw any student. You must do the proper paperwork 
to ensure that you will not receive a final grade of "F" in a course if you choose not to attend the 
class once you are enrolled. 

 
Student Grievance Procedures 
 

Procedures for student grievances are found in Title V, Rules on Student Services and Activities, 
of the university’s Handbook of Operating Procedures. 
 
In attempting to resolve any student grievance regarding grades, evaluations, or other fulfillments 
of academic responsibility, it is the obligation of the student first to make a serious effort to 
resolve the matter with the instructor, supervisor, administrator, or committee with whom the 
grievance originates (hereafter called “the respondent”).  Individual faculty members retain 
primary responsibility for assigning grades and evaluations.  If the matter cannot be resolved at 
that level, the grievance must be submitted in writing to the respondent with a copy of the 



respondent’s School Dean.  If the matter is not resolved by the written response provided by the 
respondent, the student may submit a written appeal to the School Dean.  If the grievance is not 
resolved by the School Dean’s decision, the student may make a written appeal to the Dean of 
Graduate or Undergraduate Education, and the deal will appoint and convene an Academic 
Appeals Panel.  The decision of the Academic Appeals Panel is final.  The results of the academic 
appeals process will be distributed to all involved parties. 
 
Copies of these rules and regulations are available to students in the Office of the Dean of 
Students, where staff members are available to assist students in interpreting the rules and 
regulations. 

 
Incomplete Grade Policy 
 

As per university policy, incomplete grades will be granted only for work unavoidably missed at 
the semester’s end and only if 70% of the course work has been completed.  An incomplete grade 
must be resolved within eight (8) weeks from the first day of the subsequent long semester.  If the 
required work to complete the course and to remove the incomplete grade is not submitted by the 
specified deadline, the incomplete grade is changed automatically to a grade of F. 

 
Disability Services 
 

The goal of Disability Services is to provide students with disabilities educational opportunities 
equal to those of their non-disabled peers.  Disability Services is located in room 1.610 in the 
Student Union.  Office hours are Monday and Thursday, 8:30 a.m. to 6:30 p.m.; Tuesday and 
Wednesday, 8:30 a.m. to 7:30 p.m.; and Friday, 8:30 a.m. to 5:30 p.m. 
 
The contact information for the Office of Disability Services is: 
The University of Texas at Dallas, SU 22 
PO Box 830688 
Richardson, Texas 75083-0688 
(972) 883-2098 (voice or TTY) 
 
Essentially, the law requires that colleges and universities make those reasonable adjustments 
necessary to eliminate discrimination on the basis of disability.  For example, it may be necessary 
to remove classroom prohibitions against tape recorders or animals (in the case of dog guides) for 
students who are blind.  Occasionally an assignment requirement may be substituted (for example, 
a research paper versus an oral presentation for a student who is hearing impaired).  Classes 
enrolled students with mobility impairments may have to be rescheduled in accessible facilities.  
The college or university may need to provide special services such as registration, note-taking, or 
mobility assistance. 
 
It is the student’s responsibility to notify his or her professors of the need for such an 
accommodation.  Disability Services provides students with letters to present to faculty members 
to verify that the student has a disability and needs accommodations.  Individuals requiring special 
accommodation should contact the professor after class or during office hours. 

 
 
 
Religious Holy Days 

The University of Texas at Dallas will excuse a student from class or other required activities for 
the travel to and observance of a religious holy day for a religion whose places of worship are 
exempt from property tax under Section 11.20, Tax Code, Texas Code Annotated. 



The student is encouraged to notify the instructor or activity sponsor as soon as possible regarding 
the absence, preferably in advance of the assignment.  The student, so excused, will be allowed to 
take the exam or complete the assignment within a reasonable time after the absence: a period 
equal to the length of the absence, up to a maximum of one week. A student who notifies the 
instructor and completes any missed exam or assignment may not be penalized for the absence. A 
student who fails to complete the exam or assignment within the prescribed period may receive a 
failing grade for that exam or assignment. 

If a student or an instructor disagrees about the nature of the absence [i.e., for the purpose of 
observing a religious holy day] or if there is similar disagreement about whether the student has 
been given a reasonable time to complete any missed assignments or examinations, either the 
student or the instructor may request a ruling from the chief executive officer of the institution, or 
his or her designee. The chief executive officer or designee must take into account the legislative 
intent of TEC 51.911(b), and the student and instructor will abide by the decision of the chief 
executive officer or designee. 

Off-Campus Instruction and Course Activities 

Off-campus, out-of-state, and foreign instruction and activities are subject to state law and 
University policies and procedures regarding travel and risk-related activities.  Information 
regarding these rules and regulations may be found at the website address given below.  
Additional information is available from the office of the school dean.  
(http://www.utdallas.edu/Business Affairs/Travel_Risk_Activities.htm) 

 
 

These descriptions and timelines are subject to change at the discretion of the 
Professor. 

Course Schedule: 
 
 August 17 Introduction to the Course 
 
  McDermott Library:  Dr. Ellen Safley 
 

August 24 Classic Readings in Public Affairs 
 

  Shafritz, Hyde, and Parkes (SHP) 
   Wilson, Ch. 2     Group 1 
   Goodnow, Ch. 3    Group 2 
   Weber, Ch. 7     Group 3 
   White, Ch. 8     Group 4 
 
   Faculty Speaker:  Dr. Doug Watson 
 

August 31 Classic Readings in Public Affairs 
     

Shafritz, Hyde, and Parkes 
   Brownlow Commission, Ch. 11  Group 5 
   Simon, Ch. 17     Group 1 



   Waldo, Ch. 18     Group 2 
   Lindblom, Ch. 22    Group 3 
  
   Faculty Speaker:  Dr. Don Arbuckle  
 

September 7 Privatization and Public-Private Partnerships 
  
  Shafritz, Hyde, and Parkes 

  Moe, Ch. 45     Group 4 
 Course Packet  

   Savas, Ch. 7     Group 5 
Savas, Ch. 11     Group 1 

   Goldsmith and Eggers, Ch. 1   Group 2 
 
   Faculty Speaker:  Dr. Doug Kiel  
   Book Review 1: Group 1 
   First Journal Article Review Due 
 
 September 14 Productivity and Performance in the Public Sector 
 

In the Course Packet: 
   Ammons, “Productivity Barriers…”   Group 3 
   Van Wart,  “Public Sector Values…”   Group 4 
   

In Shafritz, Hyde, and Parkes 
 
Appleby, “Government is Different”   Group 5 
Gore, Ch. 43      Group 1 
  

   Faculty Speaker:  Dr. Scott Robinson 
   Book Review 1: Group 2  
   Research Paper Proposals Due 
 

September 21 Politics-Administration Dichotomy, Street Level Bureaucracy, 
and Representative Bureaucracy 

 
  In the Course Packet: 
   Svara, “Dichotomy and Duality: …”   Group 2 
   Montjoy and Watson, “A Case for Reinterpreted Dichotomy…” 
          Group 3 
  In Shafritz, Hyde, and Parkes   
   Lipsky, Ch. 40      Group 4  
   Krislov, Ch. 37     Group 5 
   
   Faculty Speaker:  Dr. Stephanie Newbold   
   Book Review 1: Group 3 



 
  
September 28 Issues in Human Resources 
 
  In the Course Packet: 
   Koenig, “Free Speech”    Group1 
          
  In Shafritz, Hyde, and Parkes 
   Follett, Ch. 14      Group 2 
   Roethlisberger, Ch. 15    Group 3 

McGregor, Ch. 17     Group 4 
    

Faculty speaker:  Dr. Euel Elliott  
  Book Review 1: Group 4 
 
 October 5  Issues in Non-profit Management  
 
  In the Course Packet: 
                                    Excerpts from Alexis deTocqueville, Part 22             Group 5 
                                    Filer Commission Report, Opening Chapter              Group 1  
                                    Salamon, The State of Nonprofit America, Ch. 1       Group 2 
                                    Ott, “Economic and Political Theories of the …”      Group 3 
                                                                        
  Faculty Speaker:  Dr. Alicia Schortgen 
  Book Review 1: Group 5   
  Second Journal Article Review Due 
 
 October 12  The Value of Government 
 
  Goodsell, The Case for Bureaucracy     
   Chapter 1     Group 4 

Chapters 2-3     Group 5  
Chapter 4     Group 1 
Chapter 5     Group 2 
Chapter 6     Group 3 
Chapter 7   Everyone read; no reports 
 

Faculty Speaker: Dr.  
  Book Review 2: Group 1  
 

October 19  Leadership in Public and Non-profit Organizations 
 
  In the Course Packet: 
   Van Wart, Ch. 1    Group 4 
   Van Wart, Ch. 5    Group 5 
   Van Wart, Ch. 6    Group 1  



   Van Wart, Ch. 11    Group 2  
   Svara, “Facilitative Leadership…”  Group 3 
  
  Faculty Speaker:  Dr. Brian Berry  

 Book Review 2: Group 2 
 
October 26  Management and Organizational Analysis 
 
 Shafritz, Hyde, and Parkes 
  Barnard, Ch. 12    Group 4 
  Simon, Ch. 17     Group 5 

Kaufman, Ch. 30    Group 1 
  Levine, Ch. 38     Group 2 
  Allison , Ch. 39    Group 3 
  
 Faculty Speaker: Dr. Simon Fass    
 Book Review 2: Group 3 

    
November 2  Decision-making 

 
  Shafritz, Hyde, and Parkes 
 

Merton, Ch. 13                                                Group 4 
                                    Appleby, Ch. 16                                              Group 5 
                                    Selznick, Ch. 19                                              Group 1 
                                    Lindblom, Ch. 22                                            Group 2 
  

Faculty Speaker:  Mr. Ted Benavides 
Book Review 2: Group 4 

  Third Journal Article Review Due 
 
 November 9 Social Policy  
  
  In the Course Packet:   

Scotch, Ch. 1       Group 3 
Scotch, Ch. 2      Group 4

 Jargowsky, “Studying Neighborhood Poverty” Group 5 
 
  Faculty Speaker: Dr. Richard Scotch 
  Book Review 2: Group 5 
  Research Paper Presentations/Panels 
 

November 16  Course Wrap-up  
 
  Research Paper Presentations/Panels 
  Final Research Papers Due 
 



 
Assigned Books to Review: 

 
Ostrom, Intellectual Crisis in American Public Administration    Group 1 

  
Rohr, To Run a Constitution      Group 2 

 
Waldo, The Enterprise of Public Administration   Group 3 

 
Mosher, Democracy and the Public Service    Group 4 

 
Donald Kettl, The Transformation of Government   Group 5 
 
Cooper, Governing by Contract     Group 1 

 
Singer, Corporate Warriors      Group 2 
  
Goleman, Boyatzsis, and McKee, Primal Leadership: Learning to Lead  

 with Emotional Intelligence    Group 3 
 

Dobel, Public Integrity      Group 4 
   
Adam and Balfour, Unmasking Administrative Evil, Revised Ed.  Group 5 

 

 

 

 

 

 

 

 

 

 



 

Information on Manuscript Formatting 

Papers should follow the style guidelines in the Chicago Manual of Style, 14th edition.  
Papers should be no less than 16 pages nor longer than 22 pages, including the endnotes, 
reference list, tables, figures, charts, and appendices. The page-size guideline is based on 
the U.S. standard 8.5x11 inch paper.  All material should be 12-point type, double-spaced 
on one side of the page with margins of one inch. Please do not use the autoformat 
feature in your word processing program and do not embed endnotes.  
 
An abstract of no more than 150 words should appear on a separate page, preceding the 
first page of the manuscript. The abstract should include the central question addressed 
by the article and the author’s findings and conclusions.  
 

Tables, Figures, Charts, Appendices 
Please keep tables, figures, charts, and appendices to a minimum. Your text may 
highlight and summarize the main points in a table but it should not duplicate the details. 
Each table or figure should be on a separate page at the end of the manuscript. Indicate 
placement of tables, figures, etc. in the text as follows: leave two double spaces after the 
last line of preceding text; insert the sentence, [Table (Figure) N here], and leave two 
double spaces before beginning the next line of text. 

Note that the words “table,” “figure,” “appendix,” etc. should be lowercase when referred 
to in the text. Zeros should be omitted before decimal points in tables. 

Please do not use heavy borders or shading. If the table, figure, or chart requires fill 
effects please USE PATTERNS instead of shading. 

Article Title and Section Headings 
The guidelines for article titles and section headings are as follows (please do not 
underline): 

Article title and principal subheads: 14-point roman type, title case, bold, and set on a line 
separate from the text. 
Secondary subheads: 12-point roman type, title case, bold, and set on a line separate from 
the text. 
Sub-subheads (run-in subheads): 12-point roman type, title case, bold and italic, run-in at 
the beginning of a paragraph, and followed by a period. 

Numbers 
Numerals or words: Spell out only single-digit numbers (1–9) and use numerals for all 
others. Use numerals for percentages and spell out percent (for instance, 9 percent). 
Centuries should be spelled out and lowercased. 
Decimal fractions: In the text, when a quantity equals less than 1.00, a zero appears 



before the decimal. (for example, 0.25). If the quantity is always less than 1.00, as in 
probabilities, correlation coefficients, and the like, a zero is typically omitted before the 
decimal point (p < .05, R = .10) 
 

Quotations 
Quoted matter that runs six or more typed lines or that involves two or more paragraphs 
should be set off as a block quotation; the quotation should start a new line, be set 
without quotation marks, and be set in 11-point type. Shorter quotations are run into the 
text and enclosed in quotation marks. Be sure to include page number(s) where quotation 
appeared. 

Quotation marks should be used to set off a word of unusual meaning or an unfamiliar, 
excessively slangy, or coined word the first time it is used. Quotation marks are 
unnecessary thereafter. Commonly known facts and proverbial, biblical, and well-known 
literary expressions do not need to be enclosed in quotation marks. 

Capitalization 
When in doubt, do not capitalize. Only acronyms, such as FEMA, should appear in all 
capital letters (after one spelled-out use). Civil, military, religious, and professional titles 
and titles of nobility are capitalized only when they immediately precede a personal name 
and are thus used as part of the name. Article and section titles of any kind should be 
capitalized in title case.  

Italics 
Italicize names of books, newspapers, and journals; please do not underline them. 
Italicize the names of plaintiff and defendant in the citation of legal cases. Italics are used 
for isolated words and phrases in a foreign language if they are likely to be unfamiliar to 
readers. Foreign words or phrases familiar to most readers and listed in Merriam-
Webster’s Collegiate Dictionary, 11th edition (for example, laissez faire) are not 
italicized if used in an English context. Italicize a word on its first occurrence; thereafter 
they are best set in roman. Italics may be used for emphasis and on the first occurrence. 

Citing Works within the Text 
To cite the works you used in developing your article, use the author-date system. For 
each work to which you refer, supply the author’s last (family) name, date of publication 
of the work cited, and a page number(s) if needed. There should be a reference list entry 
for every text citation. (**Please note, no punctuation is used between author name and 
date). For example: (Smith 1993, 24) or (Jones 1992, 37–40). 

If you refer to an author in the text, the publication date and page numbers are a sufficient 
reference. For example: As Johnson argues (1994, 17)… 

If a work has more than three authors, use the name of the first author followed by et al. 
For example: (Davidson et al. 1990, 27) 



If you cite more than one work by the same author produced in the same year, distinguish 
among the works with an alphabetical identifier after the date. For example: (Lowi 
1985a, 13; Lowi 1985b, 18). 

Assign letters to the dates of each work according to the alphabetical order of the titles of 
the works. For example: If you cite The City and Urban Policy by Smith and both were 
published in 1987, cite The City as (Smith 1987a) and Urban Policy as (Smith 1987b). 

If you cite an electronic source, include the author’s last name (or file name if author’s 
name is not available [for example, cgos.html]) and the date of publication or last 
revision (or date accessed if publication date is not available). 

Notes 
Please DO NOT use footnotes. Use endnotes to elaborate or comment on material in the 
text and place them at the end of the text under the subhead “Notes.” Notes should not be 
created by use of the footnote or endnote feature of the word processor. Endnote 
reference numbers in the text are set as superscript numbers—use the superscript feature 
under “Fonts” to insert endnote numbers. In the notes themselves, the numbers are full 
size (12-point roman type) and followed by a period. 

References 
Prepare a list of all the works you cite in the text and arrange them alphabetically by 
author’s last name (please include only the works that are cited in the text). If you cite 
more than one work by the same author, a 3-em dash replaces the name after the first 
appearance and the entries are arranged by the year of publication in ascending order 
(earliest to latest). If you cite more than one work by the same author published in the 
same year, arrange them alphabetically by title and distinguish them by putting an a, b, c, 
and so forth, following the year of publication. Titles and subtitles of books and articles 
in the references are capitalized headline style. Please include author’s full given name, 
instead of using initials. 

Examples of some of the more common reference list entries are as follows:  

Book, single author: 
Goodsell, Charles T. 1994. The Case for Bureaucracy: A Public Administration Polemic. 
3d ed. Chatham, NJ: Chatham House.  

Book, multiple authors: (only the first author’s name is inverted) 
Keehley, Patricia, Steven Medlin, Laura Longmire, and Sue A. MacBride. 1997. 
Benchmarking for Best Practices in the Public Sector: Achieving Performance 
Breakthroughs in Federal, State, and Local Agencies. San Francisco, CA: Jossey-Bass.  

Book, edited: 
Halachmi, Arie, and Geert Bouckaert, eds. 1995. The Enduring Challenges in Public 
Management: Surviving and Excelling in a Changing World. San Francisco, CA: Jossey- 
Bass.  



Chapter or selection in an edited book: (Please note: no quotation marks around 
chapter title. Please include page numbers.) 
Ingraham, Patricia W., and David H. Rosenbloom. 1992. The State of Merit in the 
Federal Government. In Agenda for Excellence: Public Service in America, edited by 
Patricia W. Ingraham and Donald F. Kettl, 274 - 96. Chatham, NJ: Chatham House.  

Journal Article: (Please note: no quotation marks around article title) 
Roberts, Alasdair. 1995. Civic Discovery as Rhetorical Strategy. Journal of Policy 
Analysis and Management 14(2): 291 - 307. ("14" is the volume number, "2" is the issue 
number, and "291 - 307" is the page range. If possible, please use issue number and not 
month.)  

Newspaper Article: (please note: page numbers are best omitted, section number or 
name may be included) 
Walker, Robert. 1995. Reality Strikes Mission to Planet Earth. Space News, August 28 - 
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