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American Nicaraguan School
A Concise Guide to MLA Style

The information presented in this style guide reflects the current trend in most North American
post-secondary institutions. This guide is a summary of the Modern Languages Association
(MLA) Handbook for writers of Research Papers — the style used by most writersin the
humanities. Other similar guides are used in other fields—for example the American
Psychological Association (APA) style guide which is used by writersin science and socia
science.

Thisis not acomplete guide, but it does outline some general principles that should be used in
formal writing by ANS students. For more detailed instructions, consult the MLA Handbook
(availablein the ANS Library).

Information in this document is primarily from:

Gibaldi, Joseph. MLA Handbook for Writers of Research Papers. 6 ed. New York: Modern Language Association

of America, 2003.

Other resources used to prepare this guide:

Avery, H., et al. Thinking it Through: a Practical Guide to Academic Essay Writing. 2™ ed. Peterborough: Trent

University Academic Skills Centre, 1995.
How to Plagiarize. Pamphlet. North Hastings High School Library.

Publication manual of the American Psychological Association, 4™ ed. Washington D./C.: American Psychological
Association, 1994,

Schmidt, S. “My ‘heart and soul’ taken by UBC: author.” National Post 10 June 2002: A12.
Trenton High School Style Guide. Trenton Ontario: Trenton High School, 1999.

Walker, J. and Taylor, T. The Columbia Guide to Online Style. NewY ork: Columbia University Press, 1998.

Compiled by Jason Adel Sonneveld
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Proper Writing Style

All formal essays should be written in the active voice. An example of a sentence written in the
activevoiceis: “Thegirl shovelsrhetoric.” Written in the passive voice, the sentence would
read “ Rhetoric is shoveled by the girl.” Notice in the active voice that the subject (girl) of the
sentence is acting, and in the passive voice the subject (rhetoric) is being acted upon.

Similarly, you should write in the present tense, not the past tense, unless the event to which
you are referring clearly happened in the past. The following example illustrates the importance
of carefully considering the tense of verbs. “Most experts agree that the attack on Pear| Harbor
brought the U.S. into thewar.” Thefirst part of the sentence is written in the present active
voice, but the reference to Pearl Harbor iswritten in the past tense because it clearly refersto an
event that occurred in the past.

There are many different guides to the mechanics of writing. Students at ANS should consult the
MLA Handbook for Writers of Research papers— 6™ edition (available in the ANS library for
guidelines on spelling, punctuation, capitalization, use of foreign spellings, abbreviations, ect. A
brief overview of commonly used ANS/MLA style conventions follows:

British vs. American spelling
ANS students should use the American spelling for words.

use of numbers
In general, spell out numbersthat can bewritten in one or two words (one,
thirty-six, one hundred) and use numerals for other numbers (2 1/2, 201, 1 987).
There are some exceptionsto this rule, such as addresses, dates, decimals,
fractions, monetary units, temperatures, and clock times.
For currency figures— use the dollar sign ($) with numbers written as figures
(eg. $750 000) and the word “dollars” for numbers which are spelled out (eg. nine
dollars).
Never begin a sentence with anumeral. (Eighteen sixty-seven was a year of
profound change rather than 1867 was a year of profound change.)
If your paper frequently uses scientific or statistical data, quantities should be
expr%d according to the rules of the Systéme Internationa d Unités (S):
symbolsfor scientific units should be used in place of full names
when used in conjunction with numerals (12 kg), and full names of
units should be used in conjunction with written numbers (twelve
kilograms)
symbols should not be used to start a sentence (Centimeters of rain
fell not cmof rain fell)
symbols of units are never pluralized (12 kg not 12 kgs)
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use of titles
Titles of books, movies, and newspapers that are used in the body of an essay
should be underlined, or initalicsif aword processor is used (It is generally
agreed by critics that the author’s best novel is Aliens Among Us.) Titles of
works published within larger works, like magazine and newspaper articles, short
stories, poems, and song titles should be enclosed in quotation marks (Smith
caught the journalistic world' s attention with her exposé “Is Y our Neighbor a
Kleptomaniac?’, which appeared in The Weekly World News.)

language
A serious scholarly paper should be written in serious scholarly language. Avoid
using clichés, slang terms, email short forms, jargon or colloquial expressions.
Do not writeyour essay in thefirst person (1) or the second person ( you )—
write only in the third person. Do not use contractions such ascan’'t or she'll in
formal writing (unlessthey are part of adirect quotation). Use the complete
phrase instead (cannot, she will). Avoid using phrases like “thereader...” (asin
“the reader will clearly see the significance...”) or “This essay will prove that...”

punctuation
Pay attention to punctuation: common mistakes like misuse of apostrophes and
exclamation marks will detract from your essay! Check with your instructor for
clarification or consult the MLA Handbook.
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Plagiarism

Plagiarism isthe act of presenting someone else’'swordsor thoughtsasyour own. To
plagiarize means to copy word for word or to paraphrase without giving credit to the author. If
you use someone else’ swords, or copy directly without documenting, you are plagiarizing. At
itsworst, it involves presenting some else’ swriting as your own. To quote the plagiarism policy
of the University of British Columbia, “[plagiarism is] the most serious academic offence a
student can commit...Plagiarized work is not your own. Plagiarism destroys the integrity of
your research and is a misuse of academic freedom... Plagiarism isirresponsible and dishonest,
and your reputation as a scholar will be irreparably blemished” (Schmidt 2002). Plagiarismisa
form of theft and fraud. Student writers can be subject to severe penalties when charged, ranging
from amark of zero on the assignment to suspension or expulsion in extreme cases. Professiona
writers have had their careers ruined by accusations of plagiarism.

Plagiarism can include complete plagiarism, where a student submits someone else’ s complete
essay astheir own, and cut-and-paste plagiarism, where a student pieces together sentences,
paragraphs or information form different sources into an essay.

Paraphrasing (or re-writing some else’'swork in your own words) isalso considered
plagiarism if you don not acknowledge the source of the original material. Quotation marks
may not be necessary, but the origina source must be indicated with a par enthetical citation (a
reference to the original source enclosed in parentheses) in the text.

Matters of common knowledge (the approximate circumference of the earth, or the fact that
Shakespeare was associated with the Globe Theatre) need not be acknowledged.

Note that merely including a sourcein thelist of workscited does not in itself constitute
acknowledgement of derived materials. Acknowledgments must be made at appropriate places
in your writing, or in endnotes.

Instructors are adept at recognizing plagiarized work; they are familiar with your own writing
style and can usually recognize work that is not your own. Teachers also have access to internet
search engines which look for work plagiarized from the web.

The English Department at ANS maintains records of all students charged with plagiarism.
Records are transferred to successive English courses the student enrollsin.
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Plagiarism is:

guoting the exact words said or written by another person without using
guotation marks and indicating the source of the passage.

Plagiarism:

Secrets from other people’ swives are a necessary luxury in modern life. But no man should have
a secret from his own wife.

Not plagiarism:

“ Secrets from other people’ swives are a hecessary luxury in modern life. But no man should
have a secret from his own wife” (Wilde 488).

using ideasor factsfound in someone else’s work without indicating where
they were found (even if paraphrades).

Plagiarism:

The violence of the Iliad can be overpowering, yet Homer makes that
violence coexist with humanity and compassion.

The worst tornado outbreak in history occurred in Oklahoma in May
2001.

Not plagiarism:

As Robert Fagles points out, “ The violence of the Lliad can be overpowering, yet Homer makes
that violence coexist with humanity and compassion” (14).

The worst tornado outbreak in history occurred in Oklahoma in May
2001 (Rabkin 125).

paraphrasing someone else’ swords or ideas. This example was actually
involved in a plagiarism case at the University of British Columbiain 2002
(Schmidt 2002).

Plagiarism:

Original : Itisagood idea to bring photos of your parents, siblings,
cousinsjust to prove that you ‘belong’ to a family.

Plagiarized: If you bring along photos of you with your parents, siblings, grandparents and
other relatives, you will be able to demonstrate that you do indeed ‘belong’ in some family.
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Evaluating Sources of Information

Don't trust everything you read. The fact that there is awebsite or journal devoted to your topic
does not mean that the author knows what he or sheistalking about. You must consider the
reliability of al sources before you use them to support your theses. A credible source should:
- properly refer to its own sources. The sources of information in the book or
website should be readily apparent, and the author or authors should be clearly

identified.

be respected by expertsin the field as an authoritative source of information on the
subject. The source should be subject to some form of expert review or

editorial control. A source backed by a respected institution carries more authority —
universities, government agencies and most non-profit organizations are usually reliable
sources of information.

Internet Websites as Sour ces of | nfor mation

Many websites may contain information that is not accurate for documentation. Some
universities and colleges do not accept research obtained from websites other than that of
government department or recognized educational institution. Before deciding to use
information from the internet in aresearch essay, consider:

QUALITY:

UNBIASED:

EXPERT:

RELEVANT:

CORRECT:

Can you access the site easily? Isit easy to navigate and read? Do the
linkswork? Are graphics and fonts easy to see?

Isinformation presented without bias which favors a particular point of
view? Or, if the site is designed to give information about one side of an
issue, it this clear?

Can you tell who the author is? Is he/she aqualified expert? Isthe author
reputable? |sthe website produced by areputable source? (eg: .gov,
.edu, . org)

Isthe information easy to understand? Isit about your topic? Are pictures
and diagrams clearly explained? What isthe site’' s intended audience?

Isthe information correct? Are spelling and grammar correct? Can the
information be verified through other sources?

Be skeptical when consulting internet sources. If you are not sureif an internet sourceis
appropriate, consult your instructor or teacher-librarian before using it.
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Format of the Essay

Typing your manuscript

Y our essay should be composed on aword processor, using the following guidelines:

use only Times New Roman or Arial font, in 12 point type size, black ink

use only white 8 %2 x 11 inch paper, printed one side only unless otherwise instructed

do not justify the right margin, and disable the automatic hyphenation feature of the
word-processor

double-space the whole essay, including quotations and works cited

leave amargin of oneinch on al sides of each page, |eft justify paragraphs (right ragged)
indent the first word of each paragraph one-half inch (one tab stop)

every page should have a running header in the upper right corner, one-half inch from the
top and flush right. The header consists of the author’ s last name and the page number
(eg: Johntson 2). Do not insert ap, pg, page, or a period or hyphen in the header. The
automatic page numbering feature of your word processor will do this automatically and
save time and effort.

When using WordPerfect or Word, this feature is accessed from the Insert menu under
Header g/footers.

Title

Y our essay does not require atitle page. Instead, put the following information on page one,
starting at the top margin, flush left:

your name

your instructor’s name

the name of the course

the date

Thetitle of your essay follows, centered on the page. Choose your title carefully — it catches the
attention of the reader and sets the tone for your paper. (Example: Poor title: Lovein The
Merchant of Venice. Effectivetitle: Love games. The Triangular Love Relationshipsin The
Merchant of Venice). Do not underline your title or put it in quotation marks, capital |etters or
italics, or place aperiod after it.
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An example of the first page of an essay follows:

Johnston 1

Jane Johnston
Ms. Bodie
World History 11
8 May 2004
Borden’s Dilemma: The 1917 Crisis
In 1917, the Borden government passed the Conscription Bill to draft
soldiersto fight in Europe in the Great War. The war was not vital to
Canadian interests, and Canada had already contributed its fair share to the
British war effort. Furthermore, the war was extremely unpopular in Quebec.
However, the young Dominion had barely developed a foreign policy
independent of the “mother country” and the Prime Minister could not avoid a
potentially disastrous entanglement in a war overseas.
And so begins the second paragraph, where in the typical five-

paragraph, mind numbing, expression limiting format dictates that one discuss

the first of the three supporting statements carefully crafted to give

credence to the, undoubtedly visionary, opinion of the author. Soon

a“demonstrative or illustrative quotation” (Burg 2001) will be inserted to

prove the proof.
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Tables and illustrations in the Text:

A table consists of data or numbers arranged in an orderly display or columns and rows. A
figureisany other type of visual material: graph, photograph, drawing, pie chart, map, ect.
When using these, place them as close to the part of the text which refers to them (but not
before), and include areference to the table in the text to direct the reader (The per-capita widget
consumption statistics shown in table 1 indicate...).

Tables are introduced with alabel Table followed by an Arabic numeral (1,2,3) to identify it,
and a caption with a brief description of the table’'s contents, both typed flush left on separate
linesimmediately below thetable. The source of the information in thetableisincluded ina
caption immediately below the table. The caption should be formatted as the information would
appear in the Works Cited list but including the page number. Tables should be double-spaced
throughout like the rest of the text, with dividing line as necessary. Example:

The per-capita widget consumption statistics shown in Table 1 indicate that the

economy of Burkina Faso is unusually dependent on the world-wide widget market.

Tablel

Per-capita Widget Consumption by City, 2002-2004

Widget consumption
City
(1000s)
Wahoo, Nebraska 45
Medicine Hat, Alberta 12
Ougoudougou, Burkina Faso 347

Source: United States Department of Commerce. International Tradein

Widgets. Washington: Government Printing Office, 2004. page 14.

Thiswould imply that a spike in the spot-market price of widgets would have a
serious impact on the gross domestic product of Burkina Faso compared to that of

Canadaor the U.S.
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A figureisidentified by a caption immediately below theillustration, typed flush left. The
caption includes the label Figure (usually abbreviated to Fig.) followed by an Arabic numeral,
followed by atitle which describes the illustration and its source. The source should be
formatted as the information would appear in the Works Cited list but including the page number.

If you have located a graphic image using an internet search like Google and wish to includeit in
your paper as afigure, you must include the original source of the image in the caption. Google
displays this information with the heading “Below is theimage in its original context on the
page:”, followed by the URL of the original source. Usethisorigina source information in the
figure s caption.

The following is an example of afigureincluded in the body of an essay:

Newton’s masterwork was never intended for a mass audience. Asthetitle page

indicates, the Principia was written in Latin and directed at an educated reader (Fig. 3).

Fig. 3

Origina Title of Newton’s Principia Mathematica

Source: www.lib.udel.edu/.../ science/newton.html. Philosophiae Naturalis Principia

Mathematica. London: Joseph Streater, for the Royal Society, 1687.
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Quotations

A direct quotation is a passage that has been borrowed from another source and used word-for-
word in an essay. Quotations can be effective, but should be used sparingly — excessive use of
guotations detracts from the overall quality of your own writing. A quotation should only be
used when it is necessary to illustrate a point, or when the quoted passage is particularly
interesting, well-written or witty.

Direct quotations must be accurate. The quotation must follow the wording, spelling, and
interior punctuation of the original source, even if the source isincorrect. If any incorrect
spelling, punctuation, or grammar in the source might confuse the reader, insert the word [sic],
underlined and bracketed, immediately after the error in the quotation. (The Senator replied “ |
ain’'t got nothing [sic] tosay”. Screfersto an irregularity or grammar mistake that is part of the
original document.

Quotations shorter than four typed lines in your manuscript should be included in the text of the
essay and enclosed in quotation marks. The punctuation at the end of the sentence should appear
after the citation.

Block quotations (quotationslonger than four typed lines) should be set apart from the text
by indenting only the left side one half inch (one TAB stop) from the regular margin. Do not
indent the first line of block quotations. If the quotation contains more than one paragraph,
indent the first line of all paragraphs in the quotation. Block quotations should not be enclosed
in quotation marks. Since the end punctuation of ablock quotation represents that found in the
original source, your parenthetical citation should appear after the end punctuation. Block
guotations should be double spaced like the rest of the essay.
Example:

Before the battle, Tamburlaine gives an impassioned speech to rally the troopsto his
cause:

Forsake thy king and do but join me,

And we will triumph over all the world.

| hold the Fates bound fast in iron chains,

And with my hand turn Fortune' s wheel about

And sooner shall the Sun fall from his Sphere,

Than Tamburlaine be slain or overcome. (Tamburlaine 1.2.367-372)
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Quoting Verse (plays, poems, lyrics, religious texts):

When citing works written in verse (some plays, poems, song lyrics & other non-prose works),
the line structure of the original work should be indicated in the quotation. If the material isless
than forty words, the line breaks are indicated with aslash [/].
Example:

“ And to these courteous eyes oppose amirror, / Where they shall see time's deformity.”

If the materia is more than forty words, it should be treated as a block quotation (see above).

Quotation Marks

1. Intext:
Use double quotation marks[“ 7] for quotationsin text. Use single quotation
marks[* '] within double quotation marks to set off material that in the original
source was enclosed in double quotation marks. For example:
The witness testified when asked about the crime, “ | heard her say
‘I didn’t know it was loaded’ while she ran down the stairs.”

2. Inblock quotations. (any quotationslonger than four typed lines):
Do not use any quotation marks to enclose block quotations. Use double
guotations marks [* "] to enclose any quoted material within ablock quotations.

3. With other punctuation:
Place periods and commas within closing single or double quotation marks. Place
other punctuation marks inside quotation marks only when they are part of the
guoted materia. If aparenthetical reference intervenes, the final punctuation goes
outsideit. Example:
Writes the Pope: “ To err is human, to forgive, divine.”

Writes the Pope: “ To err is human, to forgive, divine” (68).
4. Toconvey irony:
Quotation marks may also be used to convey irony. For example, in the statement

Heisa“genius’ all right the word “genius’ in quotation marks indicates that the
person was in fact not acting like a genius.
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Omitting Material:

Usethree dlipsis points (...) within a sentence to indicate that you have omitted material from
the original source. Use four points to indicate any omission between two sentences. Thefirst
point indicates the period at the end of the first sentence quoted, and the three ellipsis points
follow. Do not use ellipsis points at the beginning or end of any quotation unless, in order to
prevent misinterpretation, you need to emphasize that the quotation begins or ends in mid-
sentence.

Inserting Material:

Use brackets[ ], not parentheses (), to enclose material inserted in a quotation by some person
other than the original author. For example:

“ The plane wreckage was found 100 km east of Ougoudougou [the capital of Burkina Faso].”

In this case, the material in brackets was not part of the origina quotation, but has been added for
clarification.

Adding Emphasis:

If you want to emphasize aword or words in a quotation, italicize the word or words.
Immediately after the italicized words, insert within brackets the words [italics added] — enclosed
in square brackets. For example:

Roosevelt bellowed, “We have nothing to fear but fear itself.” [italics added]

Thisindicates that the italics were not part of the original quotation, but have been added by the
author of the essay for emphasis.

Integrating Quotations into Your Writing

1. Do not place a quotation in a sentence all by itself.

Weak: Hisfather probably worked as a construction man because of the
scar on hishand. “The hand that held my wrist was battered on
one knuckle.”

Better: The hand that was “ battered on one knuckle” probably belonged
to a construction man.
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Integrating quotations into your writing (continued)

2. Donot use a quotation asthe grammatical subject of averb.

Weak: “Oneclam summer night he went home a put a bullet through his
head” isironic because we associate this time of year with life and
inner peace.

Better: Richard Cory’ s suicide occurs at an ironic time since we
associate a“ calm summer night” with life and inner peace.

3. Donot call deliberate attention to the quotation by using wordssuch as“line” or
“sentence’ or “quote’.

Weak: Theline“We people on the pavement looked at him”
demonstrates how people look up to mentors to achieve their goals
inlife.

Better: The “people on the pavement” looked up at Richard Cory asa
mentor who could help them achieve their goalsin life.

4. Do not tack a quotation onto theend of a phrase or clause. You may likely writea
better sentenceif you paraphrase.

Weak: Roethke allows the reader to feel the boy’sfear by “I hung on like
death” and emotional need to be loved by “Still clinging to your
shirt.”

Better: Roethke conveysthe boy’ s fear as he hangs on “like death” and

his simultaneous need to be loved as he clings to his father’s shirt.

5. Changethetense of verbsin quotesto maintain consistency. Remember you use
present tense to write about literature.

Weak: Thomas Wolfe clearly identifies Dick with atiger by revealing
“he was as cunning and crafty asacat.”

Better: Thomas Wolfe clearly identifies Dick with atiger by revealing
“he[is] ascunning and crafty asacat.”
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Documenting Sources of Information

When you write an essay or report using information gathered from your research, you must
indicate to your readers exactly what information was used in your essay. Thisisdonein two
ways:

by indicating the sour ce of the information in the text of your essay. Insert abrief
parenthetical citation (i.e. an acknowledgement enclosed in parentheses) wherever you
use someone else’sinformation. Usually, the author’s last name and the page number are
all that is needed in a parenthetical citation. The punctuation at the end of the sentence
occurs after the citation. For example:

The question of the relationship of individuals to the state has been debated for aslong as we have records
of human debates (Boaz 131).

by compiling alist of all the sources of information used in thewriting of the essay.
Thislist istitled Works Cited and appears on a separate page at the end of the essay. It
includes more detailed information on each source of information.

The parenthetical reference at the end of the passage above indicates to the reader that the
information was taken from page 131 of awork by an author named Boaz. The reader can then
find more information about the source (such as the title, publisher, and date of publication) by
consulting the Works Cited list at the end of the essay.

If the author’ s name is mentioned in the text of the essay, then it is not necessary to repeat it in
the parenthetical citation. A page number aloneis sufficient. For example:

Miller defends the propagation of national myths as the grounds for obligations to the socialist
state (286).
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Examples of Properly Cited References

Whether paraphrasing or quoting an author directly, you must credit the source in the body of
you essay. The following examples show you how to cite references properly with parenthetical
citations.

Direct quotations:

For adirect quotation in the text, give the author and page number in parentheses. Paragraph
numbers may be used in place of page numbers for electronic texts. The punctuation at the end
of the sentence should appear after the citation. The following example shows a parenthetical
reference to a direct quotation enclosed in the body of the text:

As some scholars have pointed out, “ Lady Oracle exposes the sinister side of America’s own opiate of the

masses’ (Smith 11).

Paraphrased material:

Paraphrased material must also be cited in the text, even if you don not quote it directly. Again,
you should show the author’ s surname and a page reference. For example:

France invited Belgium to help with aid in the Caribbean and Africa, and Belgium acted without hesitation
(Swift 126).
Workswith no author:

If the source has no author, the official title or a shortened version containing in thetitle' sfirst
few words moves to the author position. Do not use the words Anonymous or Anon. Ignore the
words A, An or The at the beginning of a parenthetical citation. The title should be underlined or
italicized. For example:

We must look at the price system as such a mechanism for communicating information

(Knowledge In Society 567).

If the work cited has no author but comes from a source with an editor, then the name of the
editor is used in the parenthetical citation.
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Workswith multiple volumes:

If the information comes from a multivolume work like an encyclopedia, there is no need to
include the volume number in the parenthetical reference as long as you supply this information
in the Works Cited list. Articles from encyclopedias should be treated like other print sources
and cited by author’s surname, or by title if no author is listed.

If you are citing asingle work that appears in multiple volumes (e.g.: The History of U.S
Political Parties by Arthur M. Schlesinger, in four volumes) then you should include the volume
number as well as a page reference, separated by a colon. For example:

Between the years 1945 and 1972, the political-party system in the United States underwent
profound changes (Schlesinger 2: 45).

Workswith morethan one author:

A work with two author s should include the surname of both authors in the parenthetical
citation. Example: (Banner and Braden 23)

A work with three or more authors should list the first author’s surname followed by et al. (“and
others’). Example: (Barnhardt et al. 66)

Different authorswith the same surname;

If you are citing two different authors with the same surname, include the author’ sfirst initial in

the citation. Example: (A. Elliot 156)
(P. Elliot 234)

Different works by the same author:

If you cite two different works by the same author, they are distinguished in the parenthetical
citation by areference to the title or a shortened version of thetitle.

Example: (Gould, Anatomy 128)
(Gould, Physiology 345)

Corporateauthors:

A corporate author is an organization, institution, gover nment department or corpor ation
that publishes under its own name. Examples include organizations like the United Nations and
the United States Department of Energy. In the parenthetical reference, use the source's
corporate name followed by a page number. Shorten words that are commonly abbreviated (eg:
Natl. for National, U.S. for United Sates). Example: (U.S Dept. of Energy 245).
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Plays, poems, lyrics, and religious texts:

When citing plays, poems and other non-prose works (including song lyrics), it istraditional
to refer to thetitle of the work rather than the author in the parenthetical citation. If you are
citing a classic verse play or poem, omit the page numbers and use the division (act, scene, book,
part) and line numbers, with periods separating the various numbers. Use Arabic numerals (6,
14) rather than Roman numerals (1V, 111) unless the original work uses Roman numerals. For
example, the parenthetical reference (Tamburlaine 1.2.367-372) refersto the play titled
Tamburlaine, act one, scene two, lines 367-372.

If thetitle has already been mentioned in the body of the essay and it is obvious that the
borrowed material comes form thiswork, thetitleis omitted. Thetext citation then includes just
the division and line numbers. Example:

Hamlet seems resolute at first when he asserts, “ haste me to know't, that I, with

wings as swift / As meditation.../ May sweep to my revenge” (1.5.35-37).

Text citations for quotations from religious texts should show the book, chapter and verse(s).
Example: (Jeremiah 6.16-18)

Electronic and inter net sour ces:

Information taken form electronic sources like CD ROM databases or from internet websites
should be cited like print sourcesif possible. The parenthetical citation should include the
surname of the author or editor if thereisone, or the title of the document or website if no author
islisted. Since many electronic and internet documents lack page numbers, use paragraph
numbers, screen numbers or some other means of directing the reader to the appropriate location
if possible. Example:

The data from 1998 showed that the Gross Domestic Product had exceeded the
expectations of most economists (Economic Report par. 3).

Tablesand figures:

A table consists of data or numbers arranged in an orderly display of columns and rows. A
figureisachart, graph, photograph, drawing, pie chart, or other pictorial illustration. When
using these, the table or figure itself appears as close as possible to the section of the essay that
referstoit. Inthetext, acitation appears at the appropriate time directing the reader to relevant
table or figure. For example:

Data show that college students in different majors have significantly different

scores on thistest (see Table 1).
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The Works Cited list

The parenthetical citations that are included in the text of the essay to indicate the source is
keyed to a catalogue of your sources called the Works Cited list. Whereas the parenthetical
citation usualy includes only the author’ s name and the page number, the Works Cited list
provides the reader with detailed information about the sources of your information, including
full title, date of publication, and publisher.

The purpose of the Works Cited list isto formally document all sources which you have used or
consulted for your essay and to provide the reader with the information necessary to identify and
retrieve your sources.

All references cited in the text must appear in the Works Cited list; conversely, each entry in the
Works Cited list should be cited somewhere in the text to show where the information obtained
from that source was used. Thetext citation and the Works Cited list entry must be identical in
spelling and date.

The Works Cited list isfound on the last page(s) of your essay. It appears as anew page at the
end of your essay and is paginated with a running page header like the rest of the , and has
the title Works Cited centred at the top of the page. It should be doubled O spaced, with no extra
spaces between entries. Thefirst line of each reference is typed flush left and subsequent lines
indented on tab stop. Thisfeatureis called a hanging indent and can be done automatically on
most word processors; in Word under format/paragraph menu.
Example:

Barber, Scott. How to Surf Like a God and Sll Live to Write Home About It. New

York: Haughty Muffin, 2005.

Works cited are alphabetized by the author’ s surname, or by title if the work has no author
(ignoring any initial A, An, The). DO NOT NUMBER WORKS CITED OR GROUP THEM
UNDER HEADINGS. In general, the reference has three main parts, separated by periods, as
follows:

Author’'sname. Title. Publication information.

The author’s name is reversed, with a comma after the surname. Henry Miller would be
listed as Miller, Henry. Give the author’s name as it appears in the original work —do not
abbreviate it or use initials unless the original source does so (eg: Eliot, T.S)

The title should be underlined, and written exactly asit appears on the tile page of the
original work, including any subtitles. Do not underline the period after the title.
Publication information should include, in thisorder: city of publication, publisher’s
name, and year of publication. Place acolon () after the city name, acomma after the
publisher and a period after the date. Use the most recent date and the first city listed.
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Sample Works Cited references

Some references, like periodicals, videos and internet web-sites, have specific requirements. The
following examples show you how to refer to most sources.
Books by one author:

Anderson, Steven. MLA Handbook for Writers of Research Papers. 5" ed. New York:

The Modern Language Association of America, 1999.

Bookswith two authors:
Banner, William, and Gordon Braden. The |dea of the Renaissance. Baltimore: Johns

Hopkins University Press, 1989.

Bookswith no author:

If abook has no author, use the editor’ s name if thereisone. If thereis no author or editor listed
on thetitle page, start the reference with the title. Do not use Anonymous or Anon. in place of
the author’ s name. These entries should be alphabetized by the title in the works cited list.
Example:

Rand McNally World Facts & Maps. New Y ork: Rand McNally, 2004.

Bookswith an author and an editor:

In works with an editor and an author, include the editor’ s name after the title, preceded by ED.
(“edited by”). Example:

Callahan, Joe. Roughing It. Ed. Harriet E. Smith and Edgar M. Branch. Berkeley:

University of California, 1993.
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Books by cor porate authors:
A corporate author is an organization, government department, institution or corporation that
publishes under its own name without identifying individual authors. These references should
use full name of the corporation author in place of the individual author. Example:

National Research Council. Beyond Sx Billion: Forecasting the World' s Population.

Washington: National Academy, 2000.

A work from an anthology:

An anthology is a collection of works (essays, short stories, poems, plays, etc.) by various
authors published together in one book. Anthologies usually have an editor or compiler who was
responsible for putting the anthology together. IN works taken from an anthology, the name of
the work (in quotation marks) follows the author’s name. The reference also includes the title of
the anthology itself and the editor’s or compiler’s name preceded by ED. (*edited by”) or Comp.
(“compiled by”). IN addition, you should include areference to pages where the work is found.
Example:

Allende, Isabel. “Toad' s Mouth.” A Hammock Beneath the Mangoes. Soriesfrom
Latin America. Ed. Tom Colchie. New Y ork: Plume, 1992: 83-88.
In this case, “ Toad' s Mouth” by Isabel Allendeisthetitle of the work being referred to in the
essay, and A Hammock Beneath the Mangoes, edited by Tom Colchieg, isthetitle of the
anthology. “Toad’ s Mouth” can be found on pages 83-88 in this anthology.

Pamphlets:

Pamphlets should be cited like a print source: they should be listed by author’s last name (or
corporate author), or by titleif it has no author. Example:

Nic. Ministry of Health. Dengue: The Low Down. Managua: UAC Printing, 2005.
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Articlesfrom encyclopedias, dictionaries or reference books:
If the article in the reference book you are citing has an author, then the work is cited like an
anthology. Include the article' stitle in quotation marks, and the reference book’ s title
underlined. Example:
Mohanty, J.M. “Indian Philosophy.” The New Encyclopedia Britannica. 15" ed. London:
Britiannica Publishing, 1987.
If the article does not have an individua author, start with the title of the articleitself. Example:
“ Azimuthal Equidistant Projection.” Merriam-Webster’s College Dictionary. 10" ed.
NewY ork: Dutton, 1993.

Articlesin scholarly journals:

A scholarly journal is a magazine intended for a specialized audience (eg. The New England
Journal of Medicine). Entriesfor journals are divided as follows:

Author’'s Name. “Titleof Article.” Publication information

Publication information includes the title of the journal (underlined), the volume number, the
year of publication (in parenthesis) followed by a colon (:), and the page numbers of the article.
Example:

Trumpener, Katie. “Memories Carved in Granite: Great War Memorials and Everyday

Life.” Queen’s Quarterly 112 (2000): 196-203.

Newspapers and magazines.
Newspapers and magazines are periodicals intended for mass consumption by an audience with
no specialized knowledge (examples : La Prensa, New York Times). These references should
include the author’ s name, the title of the article, the title of the publication, the exact date of
publication followed by a colon, and the section and/or page numbers of the article. If the article
does not have an author, start the reference with the title. Example:

Alaton, Salem. “So Did They Live Happily Ever After?” New York Times 27 Dec.

2004: D1-D2.
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Citations for Online and Hectronic Sources:

Citations for sources like internet databases and websites in general should include the same type
of information as those for print media. In general, these citations have the following structure:

Author’sname. “Title of document.” Information about print publication if available.

I nformation about electronic publication. <Access information>.

Example:
Stowe, Harriet Beecher. “Sojourner Truth, the Libyan Sibyl.” Atlantic Monthly Apr.

1863:473-81. University of Virginia Electronic Text Centre. 19 June 2005

<http://etext.lib.virginia.edu/toc/modeng/public/StoSojo.html>.
Note that citations for electronic sources include two dates: the date of the original document is
included in the print publication information, and the date that the material was accessed
electronically isincluded in the electronic publication information. The access information
provides the compl ete network address or URL of the source.

Electronic data sources fall into many categories — some common examples are given below:

Online scholarly journals:
Many scholarly journals are available electronically. Y ou should include information about the
print version of the document (see “Articlesin scholarly journals’, above) as well asinformation
about the electronic source. The electronic source information should include the title of the site
(underlined), the date of electronic publication, and the name of the institution or organization
which maintains the site. Example:

Leki, Semir. “Artistic Creativity and the Brain.” Science 6 July 2001: 51-52. Science

Magazine. American Assn. for the Advancement of Science. 1 Oct. 2003

<http://www.sciencemag.org/cgi/content/ full/293/5527/51>.
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Online database:

Many magazines and newspapers are compiled in searchable databases. In citations for
documents obtained from these sources, you should include information about the name of the
database sand the name of the library or system which provided it, as follows:

Author’sname. “Title of document.” Information about print publication. Name of

database. Publisher of database. Name of library. Date access. <URL >.

Example:
Mathewson, Cristoper C. “Costa Rica: Days of Dissent — Was the President Directly

Involved with the Bust?’ Nica Times 12 Oct. 1998: 16-18. Nicaraguan Reference

Centre. EBSCO. University Centro America Library, Managua, Nicaragua. 3 Dec.

2003. <http://search.epnet>.

In this example, “ Costa Rica: Days of Dissent — Was the President Directly Involved with the
Bust?” Nica Times 12 Oct. 1998: 16-18 is the reference to the original print edition, Nicaraguan
Reference Centre. EBSCO refersto the name and publisher of the database, University Centro
America Library, Managua, Nicaragua. 3 Dec. 2003 tells the name of the library and the date of
access to the database, and <http://search.epnet> refersto the URL of the database.

Online encyclopedia:
On-line encyclopedias like Encyclopedia Britannica Online are cited like online scholarly
journals, but they frequently contain articles that have no author listed or no corresponding print
edition. If thereisno author, start with thetitle of the article. If thereisno print edition, follow
with the electronic publication information and the access information. Example:

“Fresco Painting.” Encyclopedia Britannica Online. 2002. Encyclopedia Britannica 8

May 2002 <http://search.eb.com>.
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Websites:
A citation for an internet website should include: the title of the site (underlined), the name of the
editor if there is one, any electronic publication information that is not part of thetitle (eg. name
of publisher, version number), the date of publication or the latest update, the name of the
sponsoring institution organization, and the date of access and URL. If you can not locate al of
thisinformation, include what is available. Example:

Si, Espana. Ed. Jose Felix Barrio. Vers. 3.0. May 2002. Embassy of Spain, Washington.

10 May 2002 <http://www.Si Spain.org/>.

Television or radio programs:
Information in this type of citation should include: title of episode or segment (in quotation
marks), title of program (underlined), name of the original broadcaster, call letters and city of

local station if any, and broadcast date. Y ou may include other information as necessary (eg:
narrator, director, performers, ect.) Example:

“Nifios.” Narr. Guillermo Mendez. Renacer. Televicentro De Nicaragua. Canal 2,

Managua. 28 May 2005.

Filmsand videos:
Film and video citations include the title (underlined), the director, the original release date, the
medium (video cassette, DVD), the distributor, and the year (if different from the origina release
date). Other information my be included as necessary (eg. writer, director, performers, ect.).
Example:

It's A Wonderful Life. Director Frank Capra. 1946. DVD. Republic, 2003.
Interviews:
If you have conducted a personal interview as part of your research, whether in person of by
phone or e-mail, you must include it as a source in your Works Cited list. Give the name of the

person interviewed, the type of interview (personal, telephone, e-mail) and the date of the
interview. Example:

Cruz, Penelope. Personal interview. 22 April, 2005.

For other citationsnot treated in this guide, consult the MLA Handbook (availablein the
ANSLibrary)
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A sample Works Cited pageis shown below:

Johnston 1
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