YLHS Style Guide (MLA 7™ Edition)

L. FORMAT OF THE PAPER

MARGINS

Except for your last name and page numbers in the top right, leave one-inch margins at the top and bottom and
on both sides of the text. Indent the first word of a paragraph one tab from the left margin. Indent set-off
quotations two tabs from the left margin.

SPACING
The paper must be double-spaced throughout, including quotations, notes, and the sources listed on your works
cited page.

HEADING AND TITLE OF PAPER

A research paper (or essay) does not need a title page. Instead, beginning one inch from the top of the page and
flush with the left margin, type your name, your teacher’s name, the course name and period (separated by a
comma), and the date on separate lines with double spacing between the lines. Double space again and center
the line. Double space between the title and the first line of the text. Do not underline or bold your title or
add quotation marks.
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Importance of Proper Formatting
Begin your paragraph one double-spaced line below your — —
title; the paragraph should begin with an indent. The paper’s heading 1

goes in the upper-left corner of the first page only. Use 1 margins all

around. Double space everything, including blocked quotes. Do not

justify the right margin.
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On all consecutive pages, place a header in the upper right-hand

corner; the header should include your last name followed by the page «— —
1”
«— — number. All the text on these pages should be double spaced. Do not
1”
add extra spaces between paragraphs. When you quote an author or use

her ideas, be sure to document your source correctly with a parenthetical

reference.

PAGE NUMBERS (HEADER)
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Number all pages consecutively throughout the manuscript in the upper right hand corner, one-half inch from
the top. Your last name and the page number should appear in the upper right hand corner on each page. Do not
use the abbreviation p before a page number or add a period, hyphen, or any other mark or symbol.

I1. PREPARING A LIST OF WORKS CITED

GENERAL GUIDELINES

In writing a research paper, you must indicate exactly where you found whatever material you borrow - whether
facts, opinions, or quotations. Although this list will appear at the end of your paper, you should draft it first,

recording the works you plan to mention so that you will know what information to give in parenthetical

references as you write. The Works Cited section of your paper should list all the works that you have cited in

your paper.

PLACEMENT

Start the list of works cited on a new page. Number each page of the list, continuing the page numbers of the
text. For example, if the text of your research paper ends on page 8, the list of the works cited will begin on page
9. Type the page number in the upper right hand corner, one-half inch from the top of the paper. Type the
title Works Cited centered and one inch from the top of the page. Double space between title and first entry.
Begin the entry flush with the left margin. If an entry runs more than one line, indent the subsequent line(s)

one tab from the left margin. Double space the entire list, between entries as well as within entries.
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ARRANGEMENT
In general, alphabetize entries in the list of works cited by the author’s last name, or, if the author’s last name
is unknown, by the first word in the Title. (Not A, An, or The).

For two entries by the same author or editor, follow these directions: Inter alphabetize by title of the works.
Type the first entry as usual using the first work in alphabetical order. For the second entry by this same author,
do not retype the author’s name. Instead, type three hyphens, follow it with a period, and continue the rest of
the entry.

Ex: Jones, Dow. Critical Essays. New York: Bantam, 1979. Print.

---. Major Critics. New York: Bantam, 1980. Print.

DOCUMENTING SOURCES

In writing your research paper, you must document everything that you borrow - not only direct quotations
and paraphrases, but also information and ideas. Of course, common sense as well as ethics should
determine what you document. For example, you rarely need to give sources for familiar proverbs (“You can’t
judge a book by its cover.”), well known quotations (“We shall overcome.”), or common knowledge (George
Washington was the first president of the United States). But you must indicate the source of any borrowed
material that readers might otherwise mistake for your own.

III. PARENTHETICAL DOCUMENTATION AND THE LIST OF WORKS CITED

The list of works cited at the end of your research paper plays an important role in your acknowledgement of
sources, but it does not in itself provide sufficiently detailed and precise documentation. You must indicate
exactly what you have derived from each source exactly where in that work you found the material. The
most practical way to supply this information is to insert brief parenthetical acknowledgements in your paper
wherever you incorporate another’s words, facts, or ideas. Usually the author’s last name and a page
reference are enough to identify the source and the specific location from which you borrowed the material. If
there is no author, substitute the title of the work.

Often, for electronic sources, some or all of the above mentioned elements may be missing. Thus, parenthetical
references to electronic sources will usually include only an author's last name or, if no author's name is
available, the file name, and, for scientific styles, the date of publication or the date of access if no publication
date is available.

For files with no designation of author or other responsible person or organization, include the file name in
parentheses (i.e., cgos.html). In citations of print sources, subsequent references to the same work need not
repeat the author's name, instead giving the different page number or location, if applicable. With electronic
documents that are not paginated or otherwise delineated, however, repeating the author's name may be the only
way to acknowledge when information is drawn from a given source.

Example:
Ancient writers attributed the invention of the monochord to Pythagoras (Marcuse 197).

This parenthetical reference indicates that the information on the monochord comes from page 197 of the book
by Marcuse included in the alphabetically arranged list of works cited that follows in the text. Thus, it enables
the reader to find complete publication information for the source.
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Remember that there is a direct relation between what you integrate into your text and what you place in
parentheses. If, for example, you include the author’s name in the sentence along with the documented material,
you need not repeat it in the parenthetical page citation that follows. It will be clear that the reference is to
the work of the author you have mentioned. The paired sentences below illustrate how to cite authors in the text
to keep parenthetical references concise.

One Author’s/Editor’s name in text
Frye has argued that Dickens reveals the truth about society (178).
One Author’s/Editor’s name in reference
Dickens reveals the truth about society in this work (Fry 178).
Two Authors’/Editors’ names in text
Others, like Wellick and Warren, believe that Dickens is unclear about the nature of society (310).
Two Authors’/Editors’ names in reference
Others present the view that Dickens is unclear about the nature of society (Wellick and Warren 310).
Book when more than one volume used/Editor’s name in text
Only Smith has seen this relation between reality and fantasy in Dickens’ works (2: 256).
Book when more than one volume used/Editor’s name in reference
Only one critic has seen this relation between reality and fantasy in Dickens’ works (Smith 2: 256).
Book when more than one book is used by the same author/Editor’s name in text
Magil likens Dickens to a fantasy writer (Critical Survey 178).
Book when more than one book is used by the same author/Editor’s name in reference
Dickens is likened to a fantasy writer (Magil, Critical Survey 178).
Book when more than one book is used by the same author/Editor with more than one volume used -
name in text
Magil likens Dickens to a fantasy writer (Critical Survey 2: 178).
Book when more than one book is used by the same author/Editor with more than one volume used -
name in reference
Dickens is likened to a fantasy writer (Magil, Critical Survey 2: 178).
Two Authors’/Editors’ names in reference from two different sources
While some argue the work is a bildungsroman, others feel the protagonist never matures (Johnson 23;
Thomas 41).
Two Authors’/Editors’ names in text from two different sources
While Johnson argues the work is a bildungsroman, Thomas feels the protagonist never matures (23;
41).
Internet sources
The author, Web site, article, or corporate author should be given to correspond with the first item that
appears on the referenced Works Cited entry.

Note: To avoid interrupting the flow of your writing, place the parenthetical reference where a pause would
naturally occur (preferably at the end of a sentence), as near as possible to the material it documents. Remember
that all material that comes from reference sources must be documented.

The parenthetical reference precedes the punctuation mark that concludes the sentence, clause, or phrase
containing the borrowed material.

MLA Handbook for Writers of Research Papers. Tth ed. New York: Modern Language Association of America, 2009.
(Source for these guidelines)
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IV. MAKING USE OF QUOTATIONS

USE OF ELLIPSIS MARKS:

When you are using a direct quotation, especially a fairly long one, you may want to omit a sentence or even a
paragraph that has no direct connection with your topic. It is necessary to indicate the omission by using ellipsis
marks, a form of punctuation shown by three periods (...).

Example:
“...the same discipline of sound engineering had kept architects from some of the wilder flights of fancy
seen in painting and music” (Marks 30).

USE OF BRACKETS
You may need to insert a word or more in a direct quotation in order to clarify a meaning, correct an error, or
emphasize a point. For instance, it may be necessary to add a name, a date, or a pronoun.

Example:
“He [Ralph] paused, defeated by the silence and the anonymity of the group guarding the entry”
(Golding145).

SHORT QUOTATIONS
If the quotation should run to fewer than five lines on your typed page, you should enclose the passage in
quotation marks and include it in your text.

Example:

After awakening from his fit, Simon realizes that he must be the one to find the beast. He climbs the
mountain and encounters the dead parachutist. “He saw how pitilessly the layers of rubber and canvas
held together the poor body that should be rotting away...he took the lines in his hands; he freed...the
figure from the wind’s indignity” (Golding 170).

LONG QUOTATIONS

If the quotation should run more than four lines on your typed page, the quotation should be set off from
the text of your paper as a display for quick identification. Here are the procedures that you should follow for
such a display of quotations:

1. Keep the spacing above and below the block quote the same as the rest of the paper.

2. Double space the entire quotation.

3. Indent each line of the quotation two tabs from the left margin, and keep the right margin inline with
the rest of the paper. (Do not indent the first line of the block quote more than any other line unless
you are quoting multiple paragraphs. If this is the case, indent the first line of each paragraph an
additional tab.)

4. Note that if you have a complete sentence leading into a long quotation, the lead-in sentence usually
ends with a colon.

5. Do not enclose the quotation in quotation marks.

6. Include the parenthetical reference immediately following the last word of the quotation. Note that
in this case only, the period (or other punctuation mark) goes at the end of the quotation
before the parenthetical citation. Do not place a period after the parenthetical citation.
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INDIRECT QUOTATIONS/PARAPHRASES
1. Since the indirect quotation is not the author’s exact words but a restatement or summary in your
own words, you do not have to use quotation marks. However, the source of your information
must still be documented.
2. This is where you use the format given in III. Parenthetical Documentation and the List of
Works Cited.

V. WORKS CITED STYLE

Your works cited page should be titled Works Cited. Do not title it Bibliography, Work Cited, or Works Cited
Page. Your entire works cited page should be double-spaced. Do not vary the spacing within or between entries.
Abbreviate all months with three letters except for May, June, and July.

Book with a SINGLE AUTHOR
Bailey, Stephen. Congress at Work. Hartford: Henry Holt and Company, 1959. Print.

Book with an EDITOR instead of an author
Gibson, James, ed. The Complete Poems of Thomas Hardy. New York: Macmillan, 1976. Print.

Book with TWO AUTHORS
Link, Arthur S., and William B. Catton. American Epoch: A History of the United States Since 1890.

New York: Knopf, 1963. Print.

Book with TWO EDITORS
Holland, Merlin, and Rupert Hart-Davis, eds. The Complete Letters of Oscar Wilde. New York: Holt,

2000. Print.

Book with THREE AUTHORS
Adams, William, Peter Coh, and Barry Slepian. Afro-American Literature: Drama. Boston: Houghton

Mifflin, 1970. Print.
Book with FOUR or MORE AUTHORS
Goldner, Orville, et al. The Making of King Kong. New York: Ballantine, 1975. Print.

Book with CORPORATE AUTHOR
United Nations. Statistical Yearbook, 1978. New York: United Nations, 1979. Print.

ONE VOLUME of a work in SEVERAL VOLUMES
Sullivan, Mark. Over Here: 1914-1918. Vol. 5. New York: Scribner, 1972. Print.

An EDITION Later than the First
Smith, Lucas. The Trials of the Century. 2" ed. New York: Dodd Publishing, 1956. Print.

An EDITION Later than the First AND ONE VOLUME of a work in SEVERAL VOLUMES
Allen, Anita L. “Privacy in Health Care.” Encyclopedia of Bioethics. Ed. Stephen G. Post. 3" ed. Vol. 4.

New York: Macmillan-Thomson, 2004. Print.
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Work in a COLLECTION by DIFFERENT AUTHORS
Lisca, Peter. “The Grapes of Wrath.” Steinbeck: A Collection of Critical Essays. Ed. Robert Murray

Davis. Englewood Cliffs: Prentice Hall, 1972. Print.

Work in a COLLECTION by the SAME AUTHOR
Williams, Tennessee. “Summer and Smoke.” In Four Plays. New York: New American Library, 1976.

Print.

MOTION PICTURE
Troy. Dir. Wolfgang Petersen. Perf. Brad Pitt, Eric Bana, Orlando Bloom, Peter O'Toole, and Diane

Kruger. Warner Bros., 2004. Film.

DVD/VIDEO RECORDING
Frankenstein. Dir. James Whale. Perfs. Boris Karloff, Colin Clive, Mae Clark. 1931. Universal Pictures,

2006. DVD.

GOVERNMENT PUBLICATION
United States. Dept. of State. The Canadian Situation 1971-72. Washington, DC: Government Printing

Office, 1973. Print.

PAMPHLET
Chronicle Guidance Publications, Inc. Cartoonists: Occupational Brief. 4™ ed. D.O.T. 141. Moravia,

New York, N.Y.:CGP, 1978. Print.

Signed ARTICLE in a PERIODICAL - WEEKLY
Stone, Martin. “Energy Jigsaw Puzzle.” U. S. News 27 Aug. 1979: 76. Print.

Signed ARTICLE in a PERIODICAL - MONTHLY
Bugialli, George. “Share a Rustic Italian Christmas Eve.” House and Garden Dec. 1978: 140-143. Print.

Unsigned ARTICLE in a PERIODICAL - WEEKLY
“A Traffic Ban Drives Rome Crazy.” Newsweek 16 Mar. 1987: 47. Print.

ARTICLE in a NEWSPAPER
Brody, Jane E. “Nutritional Standards for the 80’s.” New York Times 19 Mar. 1980, city ed.: C1. Print.

Hint: If the above article were unsigned, the citation would start with the title, “Nutritional Standards...”

ENCYCLOPEDIA ARTICLE (unsigned)
“Dickens, Charles.” New Standard Encyclopedia. 1991 ed. Print.

ENCYCLOPEDIA ARTICLE (signed)
Waggoner, Hyatt. “Dickinson, Emily.” The Encyclopedia Americana International Edition.1993 ed.

Print.
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An INTRODUCTION, PREFACE, FORWORD, or AFTERWORD
Borges, Jorge Luis. Foreword. Jorge Luis Borges: 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 Drieser. New York: Bantam, 1982. v-vi. Print.
Johnson, Edgar. Afterword. David Copperfield. By Charles Dickens. New York: Signet-NAL, 1962.
871-79. Print.

BASIC FORMS FOR ELECTRONIC SOURCES

The MLA Handbook for Writers of Research Papers provides extensive examples covering a wide variety of
potential sources. (This information is based on style guidelines from http://owl.english.purdue.edu/ which uses
the MLA Handbook as its guideline.)

If no author is given for a web page or electronic source, start with and alphabetize by the title of the
piece and use a shortened version of the title for parenthetical citations. Use n.p. to indicate that neither a
publisher nor a sponsor name has been provided. Use n.d. when the Web page does not provide a publication
date.

MLA no longer requires the use of URLs in MLA citations. If your instructor requires you to use URLs, MLA
suggests that the URL appear in angle brackets after the date of access. Break URLSs only after slashes.

A WEB SITE
Author(s). Name of Site. Name of institution/organization affiliated with the site, Date of Posting/Revision.

Web. Date of Access. <electronic address>.

Hint: You must include a date of access since information on Web sites may change at any time.

Example:
Harper, Georgia. Copyright Law in the Electronic Environment. University of Texas System, 7 Feb. 2000. Web. 2

May 2001. <http://www.utsystem.edu/OGC/IntellectualProperty/faculty.html>.
AN ARTICLE ON A WEB SITE
Author(s). “Article Title.” Name of Web site. Name of Institution/organization affiliated with site, Date of
posting/revision. Web. Date of access. <electronic address>.
Example:
McKenzie, Jamie. “The Great Turning Point.” FNO. From Now On, The Educational Technology Journal, 7
Apr. 2001. Web. 28 Apr. 2001. <http://fno.org/aprO1/covapr.html>.
AN ARTICLE FROM AN ONLINE DATABASE

Cite articles from online databases (e.g. Literary Reference Center) just as you would print sources. Since these
articles usually come from periodicals, be sure to consult the appropriate sections of the Works Cited.

Semino, Elena, and Kate Swindlehurst. “Metaphor and Mind Style in Ken Kesey’s One Flew Over
the Cuckoo's Nest.” Style 30.1 Spring (1996): 143-167. Literary Reference Center. Web. 1 Feb. 2012.
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DOWNLOADABLE BOOKS READ ON AN EBOOK READER
Cite the source as you would normally for its type - usually a book. For the medium of publication, enter in
italics the eReader device used to read the material followed by “ebook file.”

Rowling, J. K. Harry Potter and the Chamber of Secrets. New York: Arthur A. Levine Books,
1999. Kindle ebook file.

E-MAIL
Give the author of the message, followed by the subject line in quotation marks. State to whom the message was
sent, the date the message was sent, and the medium of publication.

E-MAIL TO YOU
Cadra, Richard. “Re: Themes in Catch-22.” Message to the author. 10 Feb. 2012. E-mail.

E-MAIL COMMUNICATION BETWEEN TWO PARTIES, NOT INCLUDING THE AUTHOR
Shay, Sarah. “Re: Mythology.” Message to Beth Mazurier. 1 May 2000. E-mail.
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