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Research Paper

Forms, Rules and Guidelines for writing a paper in MLA style

Fall 2015

Use only 8 1/2  x 11 inch white paper  (standard size)

Double-space the entire paper including your name and date at the top of the page

Margins

1-inch top, bottom, left and right 

Please note that you will have to change the settings on many computers for the left and right margins.

Font

For this class, use only 10, 11 or 12-point font.  Times New Roman or Times. 

Heading and Title

Do not use a title page.

At the top left corner of your paper list:

Your Name

Course and Number   (English 12)

Instructor’s Name

Date Paper is Due

Centered Title of Paper


Body of Paper (indented first line, of course).  Everything is double-spaced and there are 

no extra spaces before or after the title of your paper.  Do not underline your title, use quotation 

marks, or type it in all capital letters.  Do not bold your title.  If you place an extra space between 

paragraphs, do not indent paragraphs.

Page Numbers


In longer, more formal papers, you will be required to place your last name as a header in the upper right corner of every page.  This is an option for this class; it does help in the case that your pages become separated.  You must number every page, however, in the upper right corner beginning with the second page (don't print "1" on the first page – start with "2" on the second page.)  If using Word, go to Insert, select page numbers and then do not check the box next to "show number on first page."
Staple your paper with one staple.  Do not use a folder or other method unless directed to do so.

Internal Documentation

Use internal documentation for papers for this class.  After summarizing a fact from an outside source, or after using a direct quotation, you must give reference to the source you used.  Any information taken from a source other than your own general knowledge, no matter how small, must be referenced.  (And a little inside hint-, the more sources you use and the longer your works cited page, the more impressive you paper looks, generally.  Also, lots of internal citations can help lengthen a paper when you are trying to meet a length requirement.)   

If you have several consecutive sentences all from the same source, use one parenthetical citation after the last one in the list.  New paragraphs “start over” concerning references.  The minimum is to have only citation at the end of each paragraph.

Example:


For example, assume this sentence came from a book written by Jones.  This sentence again refers to the book by Jones.  The third sentence refers to Jones’s book as well.  Finally, the last sentence of the paragraph refers to Jones (Jones  210-213).


This sentence also refers to Jones, but since it is in a new paragraph, it needs a new citation  (Jones 213).  This sentence refers to Smith, a different source  (Smith 400).  This sentence refers back to Jones (Jones 100).  “This is a direct quotation from Smith”  (Smith 300).  All direct quotations have a citation at the end of the sentence, without exception.  

When using internal documentation, also known as parenthetical documentation, you simply use the first word (usually someone's last name) or words (perhaps an article title) of the source's listing in your works cited page.  

For example, if the following was listed in your Works Cited page:

Jackson, Michael.  Dance Like Me.  Harrisonburg: SHS Writes, 2005.

When referring to the above source in your paper, you would use "Jackson," since it is the first word of the works cited entry.  

If no author or editor is given:

"Argentina."  World Book Encyclopedia, vol. A.  New York:  Harcort, 1998.

In your paper, you would use "Argentina" with your internal documentation.

Multiple Authors and Repeated Names

If your source has more than one author or editor, then list up to three last names.  If you have four or more authors, list only the first name (everyone else gets left out).  The name/s that appears in your internal documentation should identically match the last name that appears in your works cited page at the end of your paper.  For example, if you cite “Smith 300” at the end of a sentence, I should be able to look up more information about “Smith” by looking in your works cited page and finding Smith alphabetically.  If you have two or more sources with the same name, you have to distinguish between the two in your parenthetical citations.  For example, if you use the following two books in your paper:

Cross, Matt.  Spotswood Students Steal "S's."  Harrisonburg: SHS Writes, 2005.

Cross, Matt.  Spotswood Students Stop Stealing "S's."  Harrisonburg:  SHS Writes, 2008.

In your paper, after you cite the first source, your parenthetical remarks should look like this  (Cross, Matt.  Spotswood Students Steal "S's."  44).  Should the next sentence refer to the second source, your citation should look like this  (Cross, Matt.  Spotswood Students Stop Stealing "S's"  99).  After your first reference to the source, you can shorten the title   (Cross, Matt.  Spotswood Students Steal…  45).  

Do not use a “p.” to indicate page numbers, simply use the number.  The punctuation for the sentence goes outside of the last parenthesis.  

Long Quotations


Direct quotations that are at least two full lines when typed are set off differently than “normal” quotations.  Double indent the quotation from both the left and right margins and single space the quotation.  Include the internal documentation immediately after the last word of the quotation, as you would normally.  

For example, Tom in Tennessee Williams’ “The Glass Menagerie” displays his frequent irritation of his mother’s constant direction and suggestions for improvement in the following selection:



“I haven’t enjoyed one bite of this dinner because of your constant 



directions on how to eat it.  It’s you that makes me rush through meals 



with your hawk-like attention to every bite I take.  Sickening—spoils 



my appetite—all this discussion of –animal secretion—salivary glands



—mastication!”  (Williams  1028).

Mrs. Wingfield’s intentions of attempting to improve the lives of her children are heartfelt and honest, but she fails to see the negative effects of her poorly timed advice.

Section Titles

Occasionally, you are required to write a paper that covers several different topics that are loosely related.  Instead of trying to write smooth transitions between the topics, it is often easier for the writer and the reader to use section titles.  Section titles, or headings, work well for group project papers and are required for these papers.
A few rules to follow:


Keep the heading flush with the left margin.


Bold the Title


Keep all Titles Parallel (for example, all one word nouns, all Adjective- Nouns…)


You may use an extra space before a heading if you wish, but no extra spacing after (just the regular double spacing).

For example:

Time Period


Blah blah yadda yadda.  

Author Background


Blah blah blah  yadda.

Critical Analysis


Yadda Yadda Blah.

Group Analysis


Blah blah blah.

General Things

· Avoid grammatical errors and spelling errors.  

· Do not use the passive voice.  

· Do not use first person (“I”) or  “you." 

· Do not use contractions (won’t, don’t can’t)

· Do not begin sentences with "Here is/are," "There is/are," "It is" or “However.”

· Proofread your paper before turning in the final copy.  

Works Cited Page


Refer to the MLA book or online guides for specific questions regarding the format of citations.  I have listed a few of the most common citations below.  You may either underline or italicize titles, but you must be consistent with whichever you select.  Title the page “Works Cited.”  Use “reverse indentation,” the first line of the citation is flush with the left margin and all subsequent lines of the same citation are indented.  Think of indentations as opposite to normal paragraphs.

Works cited entries should be doubled spaced.  Always double-spaced between entries or, double space everything on the page.

A great resource is www.easybib.com.
Ask Mrs. Bean if you get confused and need help!

The following formatting information was taken from the JMU Online MLA source, updated 2009, and from:

MLA Handbook for Writers of Research Papers, Seventh Edition.  New York:  The Modern Language 
Association of America, 2010.  Print.

Book with one author

Last, First.  Title Underlined or in Italics.  Where published: Publisher, year.  Print.

Lopate, Phillip.  The Art of the Personal Essay.  New York: Anchor-Doubleday, 1994.  Print.

Gaskell, Elizabeth. North and South. Oxford; New York: Oxford UP, 1998. Print. 

Book by more than one author

Follow the order in which the authors are listed on the title page of the book, or, list the authors alphabetically.

Last, First and First I. Last.  Title.  Where published: Publisher, date.  Print.

Lunsford, Andrea, and John J. Ruszkiewicz. Everything’s an Argument. 2nd ed. Boston: Bedford/St. 

Martin’s, 2001. Print. 

** in your paper, list both last names in your parenthetical documentation, example:


this is the end of my sentence  (Lunsford and Ruszkiewicz 22).  **

Book by more than three authors

Jacobs, Mark, et all.  Title.  City: Publisher, year.  Print.

Book by an editor

Last, First, Ed.  Title.  City published: Publishing Company, year.  Print.

Book with No Author

Encyclopedia of Virginia.  New York:  Somerset, 1993.  Print.

An Introduction, a Preface, Foreword or an Afterward

Borges, Jorge Luis.  Foreword.  Selected Poems, 1923-1967.  By Borges.  Ed.  Norman Thomas Di 


Giovanni.  New York:  Delta Dell, 1973, xv-xvi.  Print. 

Doctorow, E. L.  Introduction.  Sister Carrie.  By Theodore Dreiser.  New York:  Bantam, 1982.  
v-xi.  


Print.

Elliott, Emory.  Afterword.  The Jungle.  By Upton Sinclair.  New York:  Signet, 1990.  342-50.  Print.

A Translation

Dostoevsky, Feodor.  Crime and Punishment.  Trans.  Jessie Coulson.  Ed.  George Gibian.  New 
York:   
Norton, 1964.  Print. 

Corporate Author

American Medical Association.  The American Medical Association Encyclopedia of Medicine.  New 
York: Random, 1989.
Print.

Work in an Anthology

Last, First name of Author.  Title of work.  Title of Anthology.  Ed.  First Last.  City:  Publisher, year, 
page-numbers.  Print.

Calvino, Italo. “Cybernetics and Ghosts.” The Uses of Literature: Essays. Trans. Patrick Creagh. San 
Diego: Harcourt, 1982. 3-27. Print. 

Article in Reference Book

Last, First.  “Article Title.”  Source (Encyclopedia, ect.).  10th ed.  Ed. First M. Last.  4 vols.  City:  
Publisher, date.  Print.

Bean, Barbara. “Jane Eyre is My Hero.”  Novels for Students, 2nd edition.  Ed.  Dave J. Scott.  

Harrisonburg: SHS Writes, 2006.  Print.

Vassar, Andrew P. “American Western Novel.” Encyclopedia of the Novel. Ed. Paul Schellinger. Vol 1. 

Chicago: Fitzroy Dearborn, 1998. Print. 

Magazine Articles

Author’s name (last, first).  “Article Title.”  Magazine Title.  number of volume. issue number  (year):  
pages-pages.  Print.

Monk, Patricia. "Frankenstein's Daughters: The Problems of the Feminine Image in Science Fiction." 
Mosaic 13.3-4 (1980): 15-27. Print.
Bazell, Robert.  "Science and Society:  Growth Industry."  New Republic.  15 Mar. 1993:13-14.  Print.

Electronic format journal article from full text database

If you retrieve your article from an online source, you must indicate so!  You can copy the Gale Database citation directly into your paper, or format your citation to match the following:

Article Author Last, First.  "Article Title."  Journal Title issue number (year): pages – pages.  Datebase 
Title.  Web.  Location.  Date retrieved <URL>.

Vladiv-Glover, Slobodanka. “The Poetics of Pastiche in Eco’s Postmodern Detective Novel.” European 

Legacy 13.1 (2008): 59-81. Academic Search Complete. Web. 20 July 2009. 
Newspaper Article

Dalin, Damon. "A $7 Greeting Card? Yes, But Listen To The Melody It Will Play For You." Wall Street 

Journal 10 May 1983, eastern ed.: D37. Print. 

Dictionary

The Oxford English Dictionary.  2nd ed.  CD-ROM.  Oxford: Oxford UP, 1992.  Print.

Advertisement
Lufthansa. Advertisement. Time 20 Nov. 2000: 151.  Print.

Film
The Usual Suspects. Dir. Bryan Singer. Perf. Kevin Spacey, Gabriel Byrne, Chazz Palminteri, 


Stephen Baldwin, and Benecio del Toro. Polygram, 1995. Film.

TV Advertisement
Staples. Advertisement. CBS. 3 Dec. 2000.  Television.

Online Sources

Basic format:

Article Author.  "Article Title."  Website Title. Publisher, Date of Posting/Revision. Web.  Date you 
accessed the site.  <www.websiteaddress.com>.

Or – same thing just leave out the <www.websiteaddress.com>.  at the end

Felluga, Dino. "Pants." Guide to Pants. 28 Nov. 2003. Purdue University. Web. 10 May 2006.  
<www.website.com>.

Article Author – most of the time you will not have one of these, but look for the author of the specific section you are using (like author of an article on a newspaper's website)

Article Title – you generally WILL have one of these – this is the name of the specific section you are reading, the section or page you chose from the main homepage; this goes in "  "

Website Title – this is the title of the main page, the homepage; be sure to put it in italics or underline it

Publisher – look for the copyright date to find who published the website (who owns the copyright)


For my class, do not use a source that does not have a publisher.

Date of Posting/ Revision – use the copyright right date for this unless you can find a date for when the page was last updated; make sure you format all dates on  your Works Cited page in a consistent manner  (day Month year   or     Month day, year   -- just not a mix of both).

For my class, do not use a source that does not have a copyright date or last updated date.

Web – this means you looked at a webpage and not a source made out of paper – just put the word "Web." and nothing else

Date accessed – this is the date you actually looked at the website

Web address – this is optional; you can put the website if the page is hard to find. 

Entire website 
Eaves, Morris, Robert Essick, and Joseph Viscomi, eds. The William Blake Archive. Lib. of Cong., 26 

March 2009. Web. 20 July 2009. <http://www.blakearchive.org/blake/>. 
Or same thing – just skip the web address at the end.
An Article in a Web Magazine
Author(s). "Title of Article." Title of Online Publication. Date of Publication. Web.  Date of Access 
<www.url.com>.

For example:

Bernstein, Mark. "10 Tips on Writing The Living Web." A List Apart: For People Who MakeWebsites. No. 149 (16 
Aug. 2002). Web.  4 May 2006.  
