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All fields of research agree on the need to document scholarly borrowings, but documentation conventions vary because of the different needs of scholarly disciplines.  The Modern Language Association (MLA) style for documentation is widely used in the humanities, especially in writing on language and literature.  Generally simpler and more concise than other styles, MLA style features brief parenthetical citations in the text keyed to an alphabetical list of works cited that appears at the end of the work (MLA Handbook 7th ed.).
MLA style has been widely adopted by schools, academic departments, and instructors for over half a century.  The association’s guidelines are also used by over 1,100 scholarly and literary journals, newspapers, and magazines and by many university commercial presses.  If your teacher or professor chooses a different style of formatting for your writing (APA, Chicago) then you are required to follow your instructor’s guidelines (MLA Handbook 7th ed.).

Is your paper easy to read?  The goal of any research style is clarity of communication. “Effective writing depends as much on clarity and readability as on content” (Gibaldi 42).

MLA style has a unique title page.  The block information at the top of the first page, the title page, is highly stylized – a trademark of MLA style.  Follow this exactly; do not innovate.
1. Typed on one side of plain white paper, 8 ½ by 11 inch

2. Typed in 12 pt. black font throughout paper

3. Use only Times New Roman or Arial fonts

4. Double-space entire paper, never single space at any point

5. Never double-double space between paragraphs

6. Margins are 1 inch – top, bottom, left and right

7. Name, teacher, period & date in upper left hand corner
8. Student’s last name and page number in upper right hand corner, ½ inch down

9. Each paragraph indented (tab once or five spaces)
10. Original title centered: do not have this in bold, underlined, italicized, etc.

11. Underline book titles, do not italicize
12. NO Footnotes!  You will be using in text citations to reference what is noted in your Works Cited page

Double-space



HOW TO CREATE A SOURCE CARDS (3X5)
In order to document the original source of the information for your Works Cited page, use 3X5 source cards as soon as you begin to read and research.  Done carefully, this step will make writing the Works Cited page a simple task of transferring the title, author, publisher, page numbers, etc.

You are required to follow your teacher’s instructions if they differ from these guidelines. For each of these source cards you must begin by noting in the top right hand corner of the card: Source Card along with the number of the source.  If you are writing a research paper on two novels, each novel will have its own source card.  If you are using multiple biographies and literary criticisms, then each of these secondary sources will have its own source cards numbered accordingly.  Refer to the Works Cited portion at the end of this guide for how to write the correct citation.  
                                                                Single Author Books Example





HOW TO CREATE A NOTE CARD (3X5) AND AVOID PLAGIARISM
Each card should contain only one piece of information so it can be sorted and rearranged later when organizing your outline and writing your paper.  Each note card needs to have the corresponding number in the upper right hand corner to connect with the source card it accompanies.  For example, your first source will be noted as the number 1.  All note cards that follow this source card 1 will have noted the number of the source card, colon, and the number of each note card (1:1,1:2, 1:3, etc.)

There are three different kinds of notes:  Direct Quotations, Paraphrased Information, and Common Knowledge.

1) A Direct Quote (DQ) is copying someone’s ideas word-for-word without making any changes.  These words need to have quotation marks around them to show it is in fact someone else’s.  These need not be words in quotes (dialogue) in the original text.
2) A Paraphrase (PA), or indirect quote, is a borrowed idea which is not common knowledge but translates into your own words.  Since this is not a direct quotation, you will not have quotation marks around the words.
· If you take the time to paraphrase when writing the note card and then paraphrase the paraphrase when writing the paper, you will not have words which should have been put in quotations because they are your own words.  But remember, the idea is still the property of the author and must conclude with a parenthetical citation.
3) Common Knowledge (CK) is information you find in many sources because it is commonly known.  Consider the following CK:

· If most people knowledgeable in the field accept the idea as fact

· If few experts would dispute the idea

· If the exact idea can be found in a minimum of three resources on the subject

· For example, it is commonly known that Toni Morrison won the Nobel Prize for literature in 1993 and that during her lifetime Emily Dickinson published only a handful of her poems.
 After you compile your DQ, PA or CK on a note card, write at the top of the card a topic heading that defines your information (social issues, themes, family background, writer’s purpose, etc).  You will most likely change some of these headings later on when you learn more.  Writing topic headings is a way for you to categorize your notes when sorting the cards.  This is how you format and write an outline.  
After each DQ, PA, or CK, write the page number.  You should also include a short commentary (your analysis), or explanation, detailing the significance of why you wrote down the information.

      DQ Note Card



        PA Note Card


  
A Thesis must be one sentence, and is generally the last line of the introduction paragraph.  A thesis statement for a research paper provides BOTH the main point and how you will prove it through the research (list how you will prove in the order you will prove it).  The thesis controls what you will include in the paper.  Only include research in your paper that reflects your thesis.  
What does divided mean?


Your one sentence is a combination of one dependent clause (a phrase/incomplete sentence) and one independent clause (a grammatically correct complete sentence that can stand alone).  


Each clause has a purpose, thus the term divided is applied to this statement.  One clause tells the reader the overall main point you plan to prove.  The other clause tells the reader what and in what order you will use as support to prove the main point.  You, the writer, can decide which clause fills which purpose.
EXAMPLE:


Because of his life, his survival of the Holocaust, and his vision for humanity, Elie Wiesel and his work Night vividly display the serious traps possible regarding the potential of human evilness.

[Because of his life, his survival of the Holocaust, and his vision for humanity] is the dependent clause portion of this divided thesis.  It is a phrase, not a complete sentence.  It serves the purpose of listing in order the three ways the writer plans to support/prove the main point brought up in the independent clause that follows.

[Elie Wiesel and his work Night vividly display the serious traps regarding the potential of human evilness.]  This is an independent clause, thus a full sentence that could stand alone.  The purpose of this clause is to tell the reader the main point of your paper overall.


After you have completed your research, you need to organize a plan for writing.  First sort your note cards into various piles to correspond with the arrangement of your divided thesis.  After thinking through your discoveries, identify some divisions, both general and more specific ones.  Additional research will allow you to change some of these divisions as new ideas present themselves, and others become less significant.
OUTLINING:







The outline format is quite specific and standardized.

Roman numeral sections are called divisions.  Levels

are the indented steps down.  Remember that an outline

must have at least two items at each level.
Here is one method detailing how to format information 

in an outline.  However, it is required that you follow

your teacher’s guidelines.  It helps to organize the 
various numbers and letters according to how the
sentences will most  likely correspond to your essay.  
For example, Roman numerals can signify the topic 
sentence of that particular body paragraph, upper case 
letters can signify the context sentences of the paragraph, 
the numbers can signify the concrete detail sentences 

of the paragraph, and the lower case letters can

signify what will be your commentary sentences.

The most solid proof that a literary work does what you say it does is textual evidence.  These are words and sentences you can cite from a story, poem, play, or novel you are discussing.  If you say that a character is evil, can you quote a passage in which he clearly says, does or thinks something evil, or a passage in which a reliable narrator discusses, or even thinks about, his evil?  The strongest support you have as you discuss a literary work is the text of the work itself.

1.  Do not overuse quotations.  The style of your writing will be better if you incorporate quoted phrases into your own sentence structure rather than writing a sentence and then quoting an entire sentence or poetic line.

BAD:  Richard Cory was very polite.  “He was a gentleman from soul to crown.”  Also he was good-looking, even regal-looking.  He was “clean favored and imperially slim.”

GOOD:  Richard Cory was very polite, “a gentleman from soul to crown.”  Like a handsome king he was “clean favored and imperially slim.”

2.  Do not stack quotes (using two quotes consecutively).  Your commentary should bridge the two.

BAD:  Richard Cory had everything going for him.  “He was a gentleman from soul to crown.” “And he was rich – yes, richer than a king.”
GOOD:  Richard Cory had everything going for him.  Not only was “he a gentleman from soul to crown;” he was also “richer than a king.”

3.  Always introduce your quotations.  Never “drop” or “float” quotes.  Make sure you don’t confuse the work’s author with the narrator, speaker, or character.  You should name the character who is speaking, or thinking, and provide a context for the quotation.

BAD:  Poet Andrew Marvell describes fear of death like this:  “But at my back I always hear / Time’s winged chariot hurrying near.”

GOOD:  The speaker is fearful of death, and feels as if he can always hear “Time’s winged chariot hurrying near.”

BAD:  The neighbors suggest that the lottery be abandoned.  Old Man Warner says, “There’s always been a lottery.”

GOOD:  When a neighbor suggests they abandon the lottery, Old Man Warner responds, “There’s always been a lottery.”

4.  Use a variety of verbs to introduce quotes in which you have a character speaking.  Avoid using “he says.”  Try: he responds, he feels, he shouts, he claims, he believes, he wants, he describes, or any other verbs you feel are appropriate to the context and the quote.
BAD:  Conrad says, “Swimming doesn’t mean anything to me anymore.”

GOOD:  Conrad informs his coach that “swimming doesn’t mean anything to [him] anymore.”

5.  Work the quotation comfortably into your own sentence structure.
BAD:  “Darkened by the gloomiest of trees” is a quote that shows just how frightening the forest looks.

GOOD:  The forest, “darkened by the gloomiest of trees,” is a frightening place.

6.  Alter the punctuation and capitalization to conform to your sentence structure.  Also paraphrase to shorten the length of quoted material.
Original Lines:  He was a gentleman from soul to crown.


              Clean favored and imperially slim.

Integrated Quote:   Richard Cory, “clean favored and imperially slim,” was from head to toe a gentleman.

7.  If for clarity or sentence structure you must alter a quotation, place the alteration in brackets.
Original Lines:  With Heaven above and faith below, I will yet stand firm against the devil.

Altered Lines for smooth integration:
a. Goodman Brown claims that “Heaven above and Faith below, [he] will yet stand firm against the devil.”

b. Goodman Brown hoped that “with Heaven above and Faith below, [he would] yet stand firm against the devil.”

8.  If you omit material in the middle of a passage in order to be more concise, mark the omission by three periods (called an ellipsis) with a space between each (. . .).  There is no need to use these at the beginning and end of your quotations, even if you don’t use the beginning or end of the sentence.  It is understood that you are lifting passages from a longer work.

Montresor reveals that when it came to “painting and gemmary, Fortunato . . . was a quack.”

9.  Avoid shifting verb tenses when integrating quotations.  Although we must write about literature in the present tense, literary works often use other tenses.  You will need to be careful when integrating quotes into your own sentence structure.

BAD:  When Rita sees Johnny’s relaxed attitude, “she blushed like a wave of illness.”

GOOD:  When Rita sees Johnny’s relaxed attitude, she blushes “like a wave of illness.”

10.  Because we have to stay true to the quote as it appears in the source text, we must include the spelling error in our quotation to inform our reader that the error was the original author’s and not our own. We can simply add the bracketed phrase [sic] to indicate the error was in the source text.

EXAMPLE:  “The elefant [sic] was fascinating.”


Transitional devices are like bridges connecting one thought to the next.  Using transitions effectively creates a paper that flows smoothly rather than one with abrupt jumps or breaks between ideas.  We commonly use transitions to begin topic sentences, context sentences, and concluding sentences.

Depending on the transitions used, and there are several types, you can lead your reader forward to build on an idea or thought.  Other transitions allow the reader to compare ideas or draw conclusions from preceding thoughts.

To Add/Compare:  and, again, and then, besides, equally important, finally, further, furthermore, nor, too, next, moreover, additionally, likewise, in fact, compared to

To Show Exception:  yet, still, however, nevertheless, in spite of, despite, of course, once in a while, sometimes, in contrast, instead, still

To Emphasize or Conclude:  definitely, particularly, obviously, in fact, indeed, in any case, absolutely, positively, naturally, always, forever, never, emphatically, unquestionably, undoubtedly, undeniably, without reservation, certainly

To Contrast:  whereas, but, yet, on the other hand, however, nevertheless, on the contrary, in comparison, where, up against, balanced against, although, conversely, meanwhile, after all, in contrast, although this may be true

To Show Time:  immediately, thereafter, soon, within hours, finally, then, later, previously, formerly

To Give an Example:  for example, for instance, in this case, on this occasion, in this situation, to illustrate, to demonstrate, in addition, furthermore

To Prove:  because, for, since, for the same reason, evidently, furthermore, moreover, besides, in fact, in addition, that is, clearly

To Show Sequence:  next, then, following this, at this time, now, after, afterward, subsequently, finally, consequently, previously, before this, simultaneously, concurrently, thus, therefore, hence, soon

To Summarize or Conclude:  ultimately, because, despite, although, in brief, on the whole, accordingly, thus, as a result, consequently, finally, undoubtedly


When proofreading your essay, correct the following errors to improve on the style of your paper.

1. Understand that the English we speak and the English we write are two separate issues: DO NOT WRITE THE WAY YOU TALK!  Avoid using slang and overused expressions/clichés unless they are in quotes, and even then use them sparingly.

2. Do not misspell words.

3. Capitalize proper nouns, titles of books and articles.

4. Avoid awkward or unclear sentences.
5. Rarely ask questions in your writing.

6. Show, not tell.

7. Do not use contractions (don’t, won’t, etc.) unless it is in a direct quote.

8. Do not end sentences with prepositions or with “it,” “is,” or “be.”

9. Do not open paragraphs with quotes unless it is in the hook of your introduction.

10. Do not drop or float quotes.  Always integrate quotes with your own writing and paraphrase when needed.

11. Never use “a lot”; there are much better ways to express this

12. Never use vague or weak words (good, bad, things, nice, really, big, small, always, never, guy, etc.)

13. Never use first person pronouns when writing a literary essay (I, me, my, we, us, our, you).  The fact that your name is on the paper implies that the thoughts are yours.

14. Never begin an essay with “there is/are/was/were”; never begin a paragraph with these either and try never to start a sentence with them – they are always passive and very weak choices (In this essay…)

15. Spell out all numbers below one hundred and all abbreviations (exceptions: Mr., Mrs., Ms., Dr.).
16. Write about an author’s life in the past, but when describing his/her writings, use the present tense; literature is always referred to in present tense (example: Mark Twain WROTE Huckleberry Finn.  In the novels he WRITES about a boy’s struggle between right and wrong).

17. Never write in sentence fragments.

18. Never write in run-on sentences.

19. Do not write in passive voice; opt for the active voice whenever possible.  Avoid use of the “To Be” Verbs: am, is, are, was, were, has, have, had.  Active Voice:  The subject is performing the action.  Rearrange the sentence so that the subject comes before the verb.

20. If the essay is based on a book(s), be sure to cite both the title(s) and author(s) in the introductory paragraph; never cite them in the first sentence.

21. Do not refer to the author by first name beyond the introduction paragraph; refer to him/her by last name only.

22. Punctuation of your published title must be accurate.  Rules:  Published book title, plays, published magazine or newspaper are underlined.  Names of articles, short stories, poems and song lyrics punctuated in quotation marks.

23. Do not begin a sentence with So, This, or Well.
24. Parenthetical citations must come after each DQ or PA, and must follow the MLA guidelines.

25. Do not use key words twice in the same sentence or paragraph; work on using different words or using the word once while combining the sentences to eliminate wordiness.  Limit specific word use to 3X per paragraph.
26. Avoid beginning different sentences in a paragraph with the same word.

27. Do not use a person’s name or pronoun (he, she, it, they) excessively in a paragraph to the point of repetitiveness.

28. Do not use overblown words that you do not understand for the simple reason that they are “big words.”

29. Make sure to use appropriate transition words when needed: topic, context, and concluding sentences.

30. Avoid phrases like: this shows that, this quote, this essay, the reader, the writer, the author, I think, this book, in my opinion, in this story, or any other phrase that sounds similar to these.

31. Cited information in your essay must include the citation in parentheses after the quotation marks, followed by a period.

32. Remember that introductions move from the general to the specific (your thesis) in about five to seven sentences and conclusions reverse that, moving from the specific (re-statement of thesis) to general in three to five sentences. 

A citation is a reference to the source of the material you are quoting.  Citations are found in parentheses at the end of a sentence that includes a direct quote, paraphrased material, or statistics and numerical data.
· If you are only citing one text, identify the author and the title of the text in the opening paragraph; thereafter, use only page numbers in your citation.

· If you are quoting from more than one text, you must identify the author and the page number each time you cite each author (exception: the Internet and some databases have no page numbers).

· If you use the author’s name in your sentence, you do not put it in the citation.

· If you are using more than one text by the same author, put the title of the work in the citation.

· The first time you quote any source, the parenthetical citation must include the author’s last name and the page number (Salinger 42).

· If the next quote is from the same source, simply cite the page number (234).

· If the next quote is not from the same source, cite this author and the page number (Morrison 24).

· The period marking the end of the sentence ALWAYS comes after the parentheses and NEVER inside the quotation marks” (59).
· If no author’s name given in source, use the title of the article of abbreviation of the title in quotations.
Treatment of Electronic Sources 

In text citations for electronic sources are treated in most respects as are print texts.  The only real difference occurs because electronic texts do not have page numbers (unless the source is in PDF format or otherwise mimics a print version of the source).  Sometimes, numbered paragraphs appear on an electronic source.  In such cases, use paragraph numbers instead of page numbers.  The paragraph number should appear in your citation following the abbreviation par.  If an electronic source includes section numbers or screen numbers, use those numbers after the word section or screen.  Most often the source will have no paragraph, section or screen numbers.  In such instances, include no number in the parentheses (Smith par. 4).  The URL should not be included in the citation; however, it needs to be in the works cited page.
Contemporary Literary Criticism

Criticisms need to be treated like any other book when creating the citation.  They need to include critic’s last name, title of the book shortened and underlined, along with the page number (Smith CLC 113).

BOOK WITH ONE AUTHOR
Crosskey, William. Politics and the Constitution in the History of the United States.  Chicago: University of 
Chicago Press, 1980.

BOOK WITH TWO OR THREE AUTHORS

Humphrey, Derek, and Ann Wickett.  The Right to Die: An Historical and Legal Perspective of Euthanasia.  New 
York: Harper, 1986.

SELECTION IN AN ANTHOLOGY OR EDITED BOOK

Gordimer, Nadine.  “The Bridegroom.”  African Short Stories.  Ed Chinua Achebe and C.L. Innes.  London:

Heinemann, 1985.  155-63.

ARTICLE IN A MONTHLY MAGAZINE
Pearce, Fred.  “Back to the Days of Deadly Smogs.”  The New Scientist Dec. 1992: 25-28.

ARTICLE IN A WEEKLY MAGAZINE

Loeb, Penny.  “The Ways of Washington.”  U.S. News and World Report 29 Mar. 1993: 25.

ARTICLE PRINTED IN A REFERENCE BOOK

Dembo, L.S.: “The Socialist and the Socialite Heroes of Upton Sinclair.”  Toward a New American Literary 
History: Essays in Honor of Arlin Turner.  Duke University Press, 1980.  Rpt. in Contemporary Literary 
Criticism. Ed. Tamara White.  Vol. 63. Detroit: Gale Research, 1991, 361-362.
ARITCLE IN A JOURNAL

Kessing, Roger M.  “Exotic Reading of Cultural Texts.”  Current Anthropology Vol. 30 (1989): 459-69.

ARTICLE IN A NEWSPAPER

Cocheran, J. Thomas.  “The Pork Barrel Project Helps People.”  New York Times 29 Apr. 1993: A30.

UNSIGNED ARTICLE

“Air’s Not Free.”  Press Enterprise 6 Jul. 1994.
ONLINE DATABASE

Westneat, Danny.  “This Week’s Trial Issue:  Is Microsoft a Monopoly?”  Seattle Times 25 Nov. 1998. 14 Apr.

1999 <http://www.seattletimes.com/news/technology/html198/mier_12598.html>.
LIBRARY DATABASE

Rosenheck, Robert. “Editorial: Homelessness in America.”  American Journal of Public Health 84 (Dec 1994): 
1885-86. Magazines and Journal Articles.  UCI Lib., Irvine. 20 May 1999 <http://www.lib.uci.edu/>.

WORLD WIDE WEB

MLA Style. 1998. Modern Language Association. 26 June 1999 <http://www.mla.org/set_stl.htm>.

GOVERNMENT DOCUMENT

United States Library of Congress.  The Constitution of the United States of America.  Washington: GPO, 1982.

INTERVIEW

Douglas, Guy. Personal Interview. 5 Aug. 2002.


1. Provide complete bibliographic information in the correct MLA form for all sources you use in your paper.  If you consulted a source, but did not incorporate it into your paper, do not cite it.

2. Start your Works Cited list on a new page and number it as though it were a page in your paper.

3. Entries in the Works Cited page should be arranged alphabetically by the authors’ last names.  If no author is provided for any source, use the title to alphabetize, ignoring first words like the, a, an.
4. Double-space within and between entries.  Never single-space or double-double space.
5. Follow standard spacing after all punctuation (i.e. leave only one space after a comma or colon, leave two after a period).

6. The first line of entry should start even with the left hand margin.  If the entry runs more than one line, indent remaining lines on tab (or five spaces).
7. All margins for the Works Cited page should be set at 1” top, left, right and bottom incorporating the 12 pt font consistent throughout your paper.

8. Type Works Cited, centered and one inch down from the top.  The first letter of each word is capitalized.  Not all letters will be capitalized.  Do not underline, bold, italicize, or quote Works Cited.

9. When the name of the author or editor is repeated, use three dashes and a period.




Our school library has a resource online called Ebscohost.com.  If you find the research available on this site to be limited, go to the TOHS library and search the Contemporary Literary Criticisms in reference books.  You are expected to use both of these resources.  The city library is also a wonderful resource.

Ebscohost.com Access:

1. Go to tohs.org

2. Click on Lancer Library

3. Click on online resources

4. Click on Ebscohost.com

- i.d.: lancers (lower case letters)

- password: lancers (lower case letters)

Turnitin.com directions:

1. Go to Turnitin.com


10.  Submit an assignment

2. Click on New User


11.  End Wizard Login

3. Click on Student


12.  Log out

4. Create a User Profile


13.  Go back to Turnitin.com main page

- class id: _____________

14.  Log in using your password

  (provided by the instructor)

15.  Click on your period

-  password: ___________

16.  Click on submit

5.    Enter your email address

17.  Either upload the document or cut and paste it into the

6 Create your password


box, uploading the document is advised

7 Set up the secret question

18.  The screen will indicate that you have been successful

8 Enter your name



in submitting your paper

9 Read through the agreement 



Other websites my teacher ENCOURAGES me to utilize:

Websites my teacher DISCOURAGES me from using:
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Page Formatting Guidelines





Recording the Information





					 Source Card 1





Author’s last name, first name.  Title of book .  City of  


	Publication:  Publishing Co., copyright date.               





					  	       1: 8


Theme: Financial success





  	“Father agreed to finance me for a year and after various delays I came east permanently, I thought, in the spring of twenty-two” (48).





CM:  The protagonist wants to travel east to pursue his American Dream, but uses his father’s money to attain this.  This is in stark contrast with economically disadvantaged individuals who struggled with money to achieve happiness.


						       DQ





						       2: 3


Theme: Rebelling against society





	When Huck chooses to help Jim escape, he considers himself an outlaw.  Twain is using irony to show that an act frowned upon by society is really Huck’s only moral option (56).
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 Divided Parallel Thesis
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Center Original Title Here


										      1”


		A research paper is a formal essay that provides authoritative sources to  	  





establish or support the claims you make in your paper.  Generally, a works cited 





page provides bibliographic information that documents quoted sources in your paper.
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