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A NOTE ON WRITING A MUMA CASE REVIEW TECHNICAL NOTE

A technical note is a publication that provides supporting information for one or more case studies. Most commonly, it provides background information at a deeper level than might be possible within a Muma Case Review (MCR) discussion case. For this reason, such notes are normally constructed as companions to MCR cases.

Topics where a technical note might be appropriate include industry studies, explanations of specific technologies, descriptions of theories or research that might be relevant to a case, and economic or cultural analysis of a particular region—just to name some possibilities. MCR case studies may refer to companion technical notes, or the notes may be totally independent of the case for which they were developed.
Muma Case Review (MCR) technical notes use the same formatting styles as MCR discussion cases. Because the subject matter of technical notes can vary substantially, however, there is no recommended or prescribed organization, with two exceptions. First, the title of the note should always begin with “A note on”. Second, the introductory section, following the title, should provide an overview of the contents of the note. Ideally, this should be kept under a page but, unlike MCR cases, this is not a requirement.
This note, which also serves as a template for creating technical notes, will quickly summarize contexts under which technical notes might be appropriate. It will then cover the stylistic aspects of MCR notes.

What is a Technical Note?
A technical note is, essentially, a white paper on a particular topic. To be considered for publication in MCR, it should be relevant to a particular MCR discussion case or, possibly, of likely relevance to future MCR cases. Technical notes can be of particular use in courses or contexts that use case studies but do not have an assigned textbook providing background information on the contexts being encountered in the cases that may be unfamiliar to participants. 

Examples of areas where technical notes are often appropriate include:
· Industry studies

· Technology descriptions

· Summaries of research findings or theories

· Analysis of a region or culture

A technical note should be self-contained and should not refer to the companion case that motivated its development. This increases the likelihood that it could fit with other cases that are developed in the future.
Writing an MCR Technical Note
MCR technical notes are considerably more flexible with respect to writing style than MCR discussion cases. Before developing a note, however, potential authors should always consider whether such a note is needed.
When to Write a Technical Note

Almost any topic appropriate for a technical note could be included in the body of a discussion case. Thus, there is no hard rule regarding when to develop such a note. Most commonly, development would be motivated by one or more of three reasons:

1. Two avoid repetition when two or more cases require the same background context.

2. To keep an individual case from becoming too long.

3. To allow the same case to be used with participants having different backgrounds. 

With respect to the last of these reasons, consider a case study dealing with an organization’s IT strategy. Students in an MIS master’s degree program might not need supporting background for a case dealing with network architectures. The same case, however, might bewilder students in an MBA program unless background on this topic was available. Having a technical note on the topic might allow an instructor to use the same case in both context.
Writing Style

There are no hard and fast stylistic rules for writing MCR technical notes. There are some general guidelines that may help authors writing their initial notes:

· A technical note is, most likely, being used as an alternative to a textbook. Writing should be clear and the objective should be to inform the reader. Technical notes often parallel content that would be covered in classroom lectures.
· A technical note is not a research article. While such notes may (and should) be based on research conducted by the author during the development of the note, the technical note would generally not be the most appropriate outlet for introducing new theory or reporting new empirical findings. It can, however, be an appropriate outlet for summarizing and synthesizing research findings.
· A technical note should be as self-contained as possible. While references and additional sources of information may be provided in the note, participants should not be expected to read these in order to understand the note itself.

Avoid Plagiarism and Copyright Violation

Because technical notes often report the work of other researchers or analysts, plagiarism and copyright violation are a source constant concern. The two issues are related, but not identical:
· Plagiarism is taking another individuals ideas or expression of those ideas without proper attribution.

· Copyright violation is making copies of work owned by another individual without permission, whether or not permission is given.

Exhibit 1 discusses the two concepts with text copied from a case study. It also provides a demonstration of how the two concerns can be avoided. First, it is not plagiarized because it clearly identifies the source of the text. It is also not copyright violation because the source, the case repository Informing Faculty, specifically provides permission to copy. Many open access outlets, such as the Muma Case Review, and most government sites provide such blanket permission to copy.

In the event that a source does not provide general permission to copy, there are three approaches that can be used to avoid copyright violation:

· Use only a small amount of the content, and clearly cite its source. There is a fuzzy concept known as “fair use” that exempts this type of copying. Generally, if you are only copying a small amount of the content (in percentage terms) and there is no likelihood of economic damage to the owner through loss of revenue, fair use is likely to apply. MCR would generally be concerned about copying as much text as presented in Exhibit 1 under fair use.
· Obtain permission from the copyright holder. This is particularly important where images are concerned, because it is rare that you are only using part of an image.

· Rewrite or create your own version of the content, then cite the source. Since a copyright covers the expression of an idea, if you express an idea in your own way, you have not violated the copyright. By citing the original source (e.g., “adapted from [the source]”), you avoid the risk of being accused of plagiarism.
Formatting an MCR Technical Note
MCR technical notes should be written using the MCR technical note template (this document). The easiest way to start a new technical note is to open up a copy of the template and save it under a new name. If the note is based on existing content that is to be copied in (see comments on plagiarism above), extra care may be required.
Moving Content into the Template

When you paste content into an MS-Word document, the original formatting tends to travel with the paste. This tends to create documents inconsistent with the template styling. Generally speaking, the best way to address this is to copy using the Edit|Paste Special|Paste as Text option in MS-Word (or the paste icon with the A in it). The text can then be formatted as “Normal” and headings, italics, and other formatting can be applied.
Basic Formatting

The basic formatting styles used in MCR technical notes are Heading 1, Heading 2, Heading 3, Heading 4, Exhibit and Normal. Heading 1 is used for the title of the note only. Heading 2 is used to identify the start of a section; Heading 3 is used for sub-headings; Heading 4 is sub-sub headings. Each exhibit begins on a new page, using the Exhibit style. Normal is used for body text. Authors lacking access to MS-Word can approximate these in their formatting, but should contact the editor-in-chief for instructions.
Optional Sections
After the summary section, three additional sections can optionally be included:

· Authors: A section with photos and brief biographies of the case authors. Authors preferring not to supply that information with their initial submission can omit it.

· Acknowledgements: A brief section acknowledging grants and reviewer contributions.

· References: A section listing references in the technical note. This section is required only if the document had a large number of references. In most technical notes, few academic references may be necessary and they can be specified as they are made. When a reference section is included, it needed to conform to the APA standard.
Exhibits

As a general rule, non-text and text with special layout (such as tables) are placed in the exhibit section, at the end of the note. While this requirement sometimes forces the reader to flip back-and-forth between text and exhibits while studying the note, it dramatically reduced the challenge of formatting.

On some occasions, it makes sense to place certain figures and tables in the body of the note itself. The circumstances where this was considered appropriate are presented in Table 1, along with formatting directions. It is always acceptable to use exhibits instead of embedded tables/figures, however.
	Table 1: Embedding Figures and Tables within the body of a case

	Type
	When Appropriate to Embed
	Formatting Directions

	Table
	When material being described can be more compactly presented in table form, AND

When the material has been prepared by the case writer and does not need to be sourced, AND

When the material is better considered while the note is being read, rather than being studied later.
	· Tables should be labeled numerically
· Table caption should appear on top row, with left right and top borders removed

· Column headers should be bold, white and on a 50% shaded background

· Font size may be reduced down to 10 points

· Should never break over a page

	Figure
	When the material does not require careful study (such as picture or graphic such as shown in Figure 1), AND
When the material has been prepared by the author and does not need to be sourced, AND

When the figure clarifies what is described in the text.
	· Figures should be labeled numerically
· Figures should be embedded in a two row, one column table

· The caption should be placed in the second row, with left right and bottom borders removed

· Captions should be as descriptive as possible, even if requiring more than one line.


Exhibits are sequentially numbered and each exhibit started on its own page. They must be referenced in the body of the text itself. There were no special formatting requirements for the material in exhibits. Because such material often came from web sites, it frequently varies in font, structure and layout. Trying to make it uniform could actually reduce the authenticity of the note. Normally, it made sense to identify the source of an exhibit. This could be done by placing:


Source:  whatever makes sense…
under the exhibit.

Generally speaking, static image files (e.g., .jpg, .gif, .png) are the best choice for complex graphics used in the exhibits. Using line drawings—such as might be pasted in from PowerPoint—often caused problems when resizing. Images from other Microsoft products, such as PowerPoint and Excel, can be transformed into image files by right clicking them and using “Save As Picture” or “Save As” (earlier versions). When doing this, it also makes sense to retain the original file, since the needs of publication—particularly in book form—sometimes made it advantageous to regenerate some images from their original source. 
Conclusions
An MCR technical note is a white paper that is developed to provide background for one or more cases. While the structure is flexible, adapting to the nature of the content, it should be developed using this template.
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 Exhibit 1: Plagiarism
In simple terms, plagiarism is taking credit for someone else’s work (Merriam Webster dictionary). First, presenting someone else’s ideas as your own, and second, not giving credit to the source (Merriam Webster dictionary). In the U.S., teachers inherently assume that students should only turn in their own original work. However, with a plethora of readily available online information sources, it is inevitable that students will copy something, whether intentionally or unintentionally. 

Plagiarism includes a range of activities, from blatant and direct copying of passages to rewriting someone else’s ideas in your own words without attribution, also sometimes known as “patch-writing.” (USF Library) First time writers often plagiarize unwittingly. Even though the student researched the ideas and organized them himself, by using another’s words without attribution, it is still plagiarism. (USF Library) Borrowing a passage, changing the first and last sentences, and creating a coherent whole does not change the fact it is not the student’s own thoughts and ideas (USF Library). 

While it is not plagiarism to quote a substantial portion of a published work (so long as the source is identified), it may be copyright infringement. Although they are related and may happen simultaneously, plagiarism and copyright infringement are not the same thing. Copyright protects authors and publishers from losing money for their work, and they have the right to sell and lease copyrights to allow others to reproduce their work. Copyright infringement reduces the publisher’s profits, but it is not plagiarism. SV-POW Blog gives four examples to distinguish between plagiarism and copyright infringement. In essence, not attributing the author’s ideas is plagiarism, but not getting permission to publish large amounts of another’s published work is copyright infringement.

The U.S. Copyright Office defines copyright violation as taking someone else’s copyrighted work and reproducing, distributing, performing, publicly displaying, or making into a derivative work without permission. “A copyright protects works of authorship, such as writings, music, and works of art that have been tangibly expressed” (US Patent & Trademark Office). US Legal Code lists a multi-prong standard to determine whether an author has crossed the line from fair use quoting to blatant copyright infringement. The Patent Office states:

Under the fair use doctrine of the U.S. copyright statute, it is permissible to use limited portions of a work including quotes, for purposes such as commentary, criticism, news reporting, and scholarly reports. There are no legal rules permitting the use of a specific number of words, a certain number of musical notes, or percentage of a work. Whether a particular use qualifies as fair use depends on all the circumstances. See FL 102, Fair Use, and Circular 21, Reproductions of Copyrighted Works by Educators and Librarians.
Penalties for plagiarism (if detected) in education can be severe. As a student, penalties vary based on the severity of the offense and the circumstances. It is usually up to an instructor’s discretion whether to escalate the issue and potentially destroy a student’s academic career. This decision is rarely taken lightly. Punishments range from a simple warning all the way up to expulsion and academic censure. (USF policy). 

Publishers who infringe copyright or plagiarize published works can be sued for damages and lose their reputation as a reputable source. Although such cases may sometimes be hard to pursue, they are a black mark on a publisher’s record. Plagiarism and copyright infringement are considered a form of intellectual theft. 

Although researchers and students may not realize it, academic journals sell subscriptions to libraries and schools. If they publish copyrighted and/or plagiarized works, then, as publishers, they are at risk for litigation. Reviewers are supposed to catch these problems before they occur, but it’s not always easy. No one can possibly read the millions of articles published every year in every journal. Therefore, not every case of plagiarism or copyright infringement is caught. A journal that allows plagiarism may lose its reputation as an authoritative source in its field, and thus, paid subscribers.

Although spotting plagiarism is often easily done by a reader familiar with the writer’s style, there are different options available to find plagiarism automatically and check that sources are properly cited for quoted material. In fact, some of these software keep an extensive database of previous student papers (in addition to formal published works) to catch students who are resubmitting old works. Because instructors do not always change assignments from one semester to the next, these software tools attempts to catch cheating by checking for previous work. 

Another issue is self-plagiarism. In self-plagiarism, an author does not properly cite his own work. Since it is technically his own ideas, the student owns the rights to his own work. However, academic policies state that students shall not receive double credit for the same work in two separate classes or assignments (without instructor’s approval). In academia, there is some debate whether self-citation is necessary or is in fact blatant self-promotion. The number of citations of a work increases the article’s impact factor. Impact factor is used in tenure and promotion decisions and is sometimes more important than number of publications. Although self-citing artificially inflates an author’s impact factor, it avoids the ethical dilemma of self-plagiarism. 

One well known plagiarism detection tool (and the one used in this case) is called TurnItIn. TurnItIn is free for instructors and commonly built into learning management systems for ease of use. TurnItIn checks against officially and unofficially published works online, including other student papers. The software gives the instructor and student a report of the percentage of material copied from other sources on any given assignment. Students can pay a small fee to check their assignment before submitting it. The fee is to reduce the likelihood that students will “game” the system. Other examples of automated tools include Plagiarism Checker, SPlat, TinEye, and Plagiarism Detect (Nabi 2012). SPlat checks for self-plagiarism and TinEye evaluates pictures and figures for reuse.

Source: Gill, T.G. and Connolly, A. (2014). Plagiarism and the class project. Informing Faculty, 2(1), 2-3. 
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