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Writing in Proper MLA Format


Today we are going to learn how to write a paper in proper MLA format. This is the format you should use on all formal writing assignments (handwritten or typed) in this class unless I tell you otherwise. Beginning today I will automatically take points off any formal writing assignment that is turned in without proper MLA format. 


Your margins should be set at one inch on all sides. Your default font should be set at 12 pt. Times New Roman (or a similar font). You should also make certain your paragraph settings are arranged so that the entire paper is double spaced. Finally, you should be certain that you have set your computer to left justify only. 


Once you have gotten your computer set up properly you are ready to begin typing. The first thing you will want to do is insert you page numbering. Your last name and the page number should appear in the upper right hand corner of every page. In order to accomplish this you will need to select “Header and Footer” from the “View” menu. Change the justification to right justify. You should now type in your name and space one time. At this point you can click the automatic insert page number function on your header and footer toolbar. It looks like this: #. Now your name and the correct page number will automatically appear on every page of your paper.

The next item that should appear on your paper is the heading. The heading should read as follows: name (first then last), teacher name, course title, and date (day, month, year format). This should not be part of the header/footer. It should, however, begin on the first line of your paper and be double spaced. Don’t forget that this should also be left justified. 


The next item should be your title. The title should be centered and in the same font and size as everything else in your paper. You should only underline, italicize, or put into quotation marks the appropriate literary titles. You should not underline, italicize, or put into quotation marks the entirety of your title. 


Finally you are ready to begin your paper. You will need to state your thesis clearly and concisely within the first several lines of your introductory paragraph. Within the body of the paper you will need to prove your thesis that you present in your introductory paragraph. Often times in order to prove your thesis you will quote from a source. Don’t forget to introduce your quote as well as explain why it is significant. When you quote or paraphrase you will have to cite the source you use as well as provide a bibliographic entry. I will not be going over how to do this within the text of this paper because it is very extensive. I have several sources to which you can refer in my classroom on how to write a paper in MLA format. The most accurate and comprehensive of these is the MLA Handbook for Writer’s of Research Papers: Sixth Edition. 

MLA Format for Websites
A reference for a website should follow this model:

Author’s last name, first name.  “Title of article.”  Name of home website.  Date listed, if any, that the article was published on the site. Date you accessed the article.  <URL in angled brackets>.  

You may not have all of the information asked for in the model.  In that case, skip to the next item.  Authors are often not given for websites, and the Works Cited entry then begins with the article title.

EXAMPLE: The following information appears at the top of this website:


At the end of the website, the following date appears:

July 24, 2001

At the bottom of the printout, you will find:

http://www.csustan.edu/English/reuben/pal/chap10/welty.html        November 9, 2001




[URL]



         

  [date you accessed the article]
The entry on the Works Cited page will look like this:

Reuben, Paul P.  “Chapter 10: Late Twentieth Century--Eudora Welty.”  Perspectives in American Literature: A Research and Reference Guide.  24 July 2001. 9 Nov. 2001 <http://www.csustan.edu/English/ reuben/pal/chap10/welty.html>.

Note: If the website does not provide the date of publication, use the abbreviation “n.d.” (“no date”) after the name of the website:

“Job Competencies, Soft Skills and Competency-Based Performance Management.”  Corporate Perspectives, Inc.  n.d. 6 Feb. 2002. <http://corporateperspectives.com/cbl.html>.
	BOOKS [5.6]

Author. Title of Book. City of Publication: Publisher, Year.


· This is the basic format for a Works Cited entry. 

· Take the title from the title page, not the cover. 

· The author's name should be written Last Name, First Name. 

One Author [5.6.1]

Brinkley, Alan. The Unfinished Nation. New York: Knopf, 1993.

Editor or Compiler [5.6.2]

· If the person named on the title page is the editor or compiler, rather than the author, add a comma then the abbreviation "ed." or "comp." 

Carpenter, Allan, comp. Facts About the Cities. New York: Wilson, 1992.


Kreider, Jan F., ed. Handbook of Heating, Ventilation, and Air Conditioning. Boca Raton: CRC, 1993.

Two or More Authors [5.6.4]

· List the names in the order they appear on the title page. 

· Only the first author's name should be reversed: Last Name, First Name. 

· Use a comma between the authors' names. Place a period after the last author's name. 

Rowe, Richard, and Larry Jeffus. The Essential Welder: Gas Metal Arc Welding Classroom Manual. Albany: 

     Delmar, 2000.

· If there are more than three authors, name only the first and add et al., or give all the names. 

Randall, John E., Gerald R. Allen, and Roger C. Steene. Fishes of the Great Barrier Reef and Coral Sea. 

     Honolulu: U of Hawaii P, 1997.

· If the persons named on the title page are editors or compilers, add a comma after the final name, then the abbreviation "eds." or "comps." 

Clute, John, and Peter Nicholls, eds. The Encyclopedia of Science Fiction. New York: St. Martin's, 1993.
Two or More Works by the Same Authors [5.6.3] 

When citing two or more sources by the same author, give the name in the first entry only. For the next entries, type three hyphens, add a period, and skip a space (---. ) then give the title. The three hyphens stand for the name(s) in the preceding entry. 

Scott, Susan. Exploring Hanauma Bay. Honolulu: U of Hawaii P, 1993.


---. Plants and Animals of Hawaii. Honolulu: Bess Press, 1991.

Second or Other Edition [5.6.14]

Author. Title of Book. Edition. City of Publication: Publisher, Year.
· If an edition is given, specify it by number (2nd ed.), name (Rev. ed.), or year (2004 ed.). 

Castro, Peter, and Michael E. Huber. Marine Biology. 4th ed. Boston: McGraw-Hill, 2003.

Corporate Author [5.6.6]

· Cite a book by corporate author when a group — such as an organization or association — rather than individual persons, is the author. 

Accredited Standards Committee Z49. Safety in Welding, Cutting, and Allied Processes. Miami: American 

     Welding Society, 1999.


College of Tropical Agriculture and Human Resources, University of Hawaii at Manoa. Growing Plants for 

     Hawaiian Lei. Honolulu: Coll. of Tropical Agriculture and Human Resources, Univ. of Hawaii at Manoa, 2002.

Government Agency as Author [5.6.21]

· Give the name of the government first, then the name of the agency. 

Hawaii. Office of the Auditor. Follow-up Audit of the Child Protective Services System. Honolulu: State of 

     Hawaii, 2003.

	ENCYCLOPEDIAS and REFERENCE BOOKS [5.6.8]

Author of Article (if given). "Article Title." Title of Book. City of Publication: 

     Publisher, Year.


· When citing familiar reference books, especially those that often appear in new editions, full publication information is not necessary. 

· Give the edition (if available) and the year of publication. 

· If articles are arranged alphabetically, volume and page numbers are not necessary. 

Lesko, Leonard H. "Pyramids." The World Book Encyclopedia. 2001.

· When citing less familiar reference books, give full publication information. Give the number of volumes for multi-volume sets. 

Fagan, Jeffrey. "Gangs and Drugs." Encyclopedia of Drugs, Alcohol and Addictive Behavior. Ed. Rosalyn 

     Carson DeWitt. 2nd ed. 4 vols. New York: Macmillan, 2001.

Basic In-Text Citation Rules

In MLA style, referring to the works of others in your text is done by using what's known as parenthetical citation. Immediately following a quotation from a source or a paraphrase of a source's ideas, you place the author's name followed by a space and the relevant page number(s).

Human beings have been described as "symbol-using animals" (Burke 3).
When a source has no known author, use a shortened title of the work instead of an author name. Place the title in quotation marks if it's a short work, or italicize or underline it if it's a longer work.
Your in-text citation will correspond with an entry in your Works Cited page, which, for the Burke citation above, will look something like this:

Burke, Kenneth. Language as Symbolic Action: Essays on Life, Literature, and Method. Berkeley: U of California P, 1966.
We'll learn how to make a Works Cited page in a bit, but right now it's important to know that parenthetical citations and Works Cited pages allow readers to know which sources you consulted in writing your essay, so that they can either verify your interpretation of the sources or use them in their own scholarly work.
Multiple Citations

To cite multiple sources in the same parenthetical reference, separate the citations by a semi-colon:

...as has been discussed elsewhere (Burke 3; Dewey 21).
When Citation is not Needed 
Common sense and ethics should determine your need for documenting sources. You do not need to give sources for familiar proverbs, well-known quotations or common knowledge. Remember, this is a rhetorical choice, based on audience. If you're writing for an expert audience of a scholarly journal, they'll have different expectations of what constitutes common knowledge.
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