Citing a book by one author:

Dover, John.  Education and You:  A Guide to College Life.  U Tennessee P,  2001.

* Use a colon to separate a main title from a subtitle.

* Abbreviate the words "university" and "press" without the use of a period.

* To cite a source with more than one author you invert the name of the first author and place a comma after it.  Do not invert the names that follow.

Citing sources with the editor as the author:

Goldstien, Mel K., ed.  Computers and Writing:  Practice and Quick Guides.  New York:  Invisible UP,  2005.

* If more than one editor, invert the name of the first editor and place a comma after it.  Do not invert the names that follow.  Place eds. at the end of the names.

Citing sources from an encyclopedia and/or almanac:

Smart, Heis.  "World War II."  Encyclopedia of American History.  1998 ed.

*See your handbook for more information about citing these types of works.  How much information is revealed in the citation depends on the particular reference and how well known it is.

Citing sources from a weekly magazine or newspaper:

Stressed, Joe.  "How Writing Papers Affects the Body."  Student Weekly 17 June 1983:  50-55.

* All months except May, June, and July are abbreviated.

* Volume numbers are not needed because specific dates are given.

Citing from a daily newspaper:

Pickle, Betsy.  "Movies Worth Your Buck."  The Knoxville News Sentinel 20 Jan. 1999, final ed.:  B12.

* If the article is an editorial, simply add the word “Editorial” after the article title.

Citing from a monthly magazine:

Lee, Sara.  "Shoes With a Kick!"  In Style Nov. 2002:  101-105.

Citing from a television program:

"The World of Apes."  Dateline.  Narr. Stone Phillips.  Dir.  Sally Jesse.  NBC. 5 July 1991.

* “Narr.” is short for “narrator.”

Notice:

Many examples of works cited references are illustrated in this handout, but not all possible references are included.  For more examples see the Keys for Writers Handbook, the Harbrace Handbook and the MLA Handbook.

MLA IN-TEXT CITATIONS
See the Keys for Writers or Hodge’s Harbrace Handbook for full information on this system for referring to sources.

Note: All material used, whether it be quoted, summarized, or paraphrased, must be credited to your source in the method described below.

The goal of this system is to include references in the essay or research paper and to make them as brief as possible.

· The reference is given after the material used and enclosed in parentheses.  The reference is usually inserted before a punctuation mark, most often a period or comma. 
· Only two items are usually needed: a brief reference to an entry in the Works Cited page—usually the last name of the author—and the specific location of the material in that source. 
Example:  (Miller 42-3).  In this example, the author’s last name is followed by the page numbers.

· If the author of the source has already been given in the sentence, there is no need to duplicate that information. 
Example:  Suzin Miller argues that “the military could not have foreseen the problem” (15).

· The number given is assumed to be a page number, therefore “page” or “p.” is not required.  If, however, any confusion may exist, use “p.”.  If some other method of locating parts of a text is used—lines in a poem, for example, or act, scene, and line numbers in a play—use the appropriate designation. 
Example:  For most poems, (l. 7) or (ll. 7-10).

Example:  For many plays, (2.6.120-33).  The lines quoted come from Act 2, Scene 6.

· If a work has more than one author, include both their last names in a reference. 
· If you refer to more than one work by an author in your paper, be clear about which work you are referring to by including the first major word(s) in the title. 
Example: (Miller and Stein, Paving 28)

· When your source is electronic (database or website), you need not include page numbers in the citation. 
How to Do Note Cards
  


I.  Record the following information on these cards:

A. Basic information about the reference source you are using

B.  Important research material you think you will need for your research paper - these are the notes you will take from books, magazine articles, etc.
C.  The page number where you found that material, preferably in the left hand margin - if there is no page number listed, use np for no page number
D. D.    A topic label at the top of the card that sums up the basic subject of the information on the card - this is useful for organization purposes later

  

II.  Basic information - 

  

A.  Always put one idea and page per note card - do not mix topics or sources on note cards

B.  Write notes in fragment form - do not copy entire paragraphs

C.  Always write in ink

D.  Do not write notes on the back of the card

E.  Write your name on the back of each card

F.  Use a rubberband to hold the cards together
III.   Methods of note taking

  

A.  Summarize - when you want to record the general idea of large amounts of material

B.  Paraphrase - when you require detailed notes on specific sentences and passages, but not the exact wording

C. C.    Quotation - when you believe a sentence or passage in its original wording makes an effective addition to your paper - be sure to use quotation marks

D.  

IV.  Code each card with the author's name, or part of the title of the reference source - follow format in note card example section 


V. These note cards contain the indexed information you find during your research.  They are the backbone of your paper, and if you do not do them correctly, you will have a disorganized, poorly written paper.

VI.  These rules come from the ELCO Research Paper Format Booklet.  A variety of formats exists.  For example, there is MLA for Modern Language Association of America, APA  for American Psychological Association, etc..  Some colleges and universities use their own format.  BE PREPARED TO BE FLEXIBLE! 

 
VII.  Examples of format:

  


A. Sample bibliography card # 1
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B. Sample note card #1
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C. Sample bibliography card # 2
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D. Sample note card # 2
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· Consider your Works Cited page as a real, honest-to-goodness page--part of your essay. It should have your name on it, and it should be numbered.


· Listings are alphabetical by last name. However, in the case when an author is used more than once (such as Kinnell, p. 617), alphabetize by title (notice that "Milk" comes before "Poetry"). Ignore articles such as "a," "an," and "the."


· Adhere to punctuation and capitalization standards exactly.
  

· Notice that the Works Cited page is compiled by using the sample bibliographical entries. If you cannot find an example by using the sample essay's Works Cited page, you should refer to this section.


Entries differ in format. There are entries for books (with one or more authors), works in an anthology (a work which contains readings from a number of authors), translations, works in a series (an example would be if you used one book in a Time/Life series), magazines, journals, newspapers, encyclopedias, pamphlets, dissertations and theses, radio and television programs, records, and even interviews. If you find a source that is not mentioned in your handbook, chances are it is available in The MLA Style Manual. A copy of this book is located in the Writing Center. 

 Each entry shows an example of how it is to be set up for your Works Cited page.  

· Make your Works Cited page as you go along, on 3 x 5 notecards. When you get ready to write your Works Cited page, simply alphabetize the notecards.
  

· Make sure that if you photocopy source material that you write down all the bibliographical information you will need right then! You will frequently find that although page numbers are shown on the photocopy, the author's name, the publisher, or other information will not be there. Journal and magazine formats differ from each other. Some journals come out quarterly, while magazines may be more likely to be monthly. You must have the issue number or volume number, the month or time of year (spring, fall, winter, summer) in addition to the page number. Make sure you write down any Web addresses (URLs) right away, and find the full information you need. You may have to return to the home page to find the author's name, for instance.
  

· You will probably have to hunt for some information in your documentation. Author's names, for example, are not always at the beginning of an article. Sometimes they are at the end. Sometimes, too, you'll find that the article is an editorial, in which case you cite it as one.
  

· In your handbook, note the acceptable abbreviations which are used in documentation.
  
