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Morehead’s Marvelous Method of Writing Research Papers 

Morehead’s Marvelous Method of Writing Research Papers: A Fast & Easy Approach  

by Deborah Morehead (updates and revisions by Leslye Gilchrist) 

(WARNING: This method could be hazardous to your grade in any English class that requires showing 

progress via notecards. Use this approach when the teacher requires a note check and/or a final copy, such 

as science papers and college papers.)  

History: Each year, college students return to Magnet and thank me for teaching them how to write papers 

with this method. They say that their friends are amazed at how quickly and efficiently my students write 

papers. When I was working on my first Master’s, I wrote ten to twelve research papers each semester for 

two years. The length of each paper varied from ten to twenty pages. I gradually developed this research 

paper method because I did not have the time to use the method my English teachers taught me. I began to 

enjoy writing papers and still do. I hope that this information will help you to stop cringing at the idea of 

writing a research paper and cause you to actually enjoy the treasure hunt for information. Please do not 

gag at my enthusiasm. 

A Few Thoughts About Research in General 

1. Avoid the lazy approach to research. The lazy way is to stand in front of a bookshelf and look in the 

books that have the exact title or topic you are researching. A good researcher learns to look in the table of 

contents and index. Even an Internet search may just give you what is in a title. The information will not 

come to you; you must go to it!  

2. At this stage in your life, do not use general encyclopedias because compilers have done the research, 

and you are now at the level where you need to do your own research. You may use specific encyclopedias 

such as those on art, music, or medicine. Signed articles are always superior. 

3. Be sure that you explore all sides of an issue. You may end up changing or even disproving your thesis. 

4. Remember to use formal writing rules. You do not need to use first person, because the reader knows 

that if information is not documented, it is yours.  

Step One: Choosing Your Topic 

 If you have any leeway in choosing your topic, think about subjects that interest you. A paper can be 

so much fun when you like the area of research or when you can prove an original idea. In one of my 

graduate classes, the teacher said we needed to write a research paper on a piece of Romantic literature, and 

we could choose the direction. I had recently taught Aristotle’s Poetics. As I read Mary Shelley’s 

Frankenstein, I could clearly see elements of tragedy; therefore, I asked the professor if I could prove that 

Frankenstein had elements of tragedy as defined by Aristotle. He agreed and had never thought of that idea. 

I really enjoyed proving my point.  

 I assign my students a comparison research paper for their final exam. I tell them to think about all the 

books they have ever read and compare literature to literature, literature to history, or literature to present-

day life. One year, as we were reading Song of Roland, a student looked at me with that kind of expression 

that tells the viewer a light has gone off inside the person’s head. He recognized people and objects in the 

epic that were in a series of science fiction books that he enjoyed reading. He asked if he could compare the 

series he was reading to Song of Roland and show the similarities. He thoroughly enjoyed writing that 

paper because he came up with the idea and proved it.  



NB: Some examples from Purdue On-line writing lab, the MLA Handbook, and other library sources. 3 

Step Two: Taking Notes 

 A. I use regular notebook paper. Taking notes on a computer? You can still follow my directions. First of 

all, I get three or four sheets of lined paper and staple them together. I use these for all my bibliographic 

information that I will later need on my Works Cited page. You may choose to use a spiral notebook. In 

that case, use a section in the back for this information. Every time I am about to take notes from a book, I 

write down all the pertinent information on these sheets. I do not take the time to put this in the correct 

order, but write it down as I find it. I jot down the author, title, city, company, and publishing date. If there 

are editors or translators instead of authors, I write them down. If the book is one of a series, I include the 

name of the series. If there are volume numbers, I include that. When using a database, be sure to write 

down the name of the database as well.  

B. Whether you use lined paper, cards, a spiral notebook, or a computer, follow the format I am about to 

explain on each page or card.  

1. At the top of the page, write the author’s name or translator’s last name or a shortened version of the title 

in the case of works with no authors. Use the name instead of a library number. This helps in research 

because you need to identify your expert with the information he or she gives you. Each time you change 

pages, write the same person’s last name at the top of the page and the page number. If you already know 

that your information can be divided into different categories or opinions, include the category or opinion at 

the top of the page or at various times in your notes. 

2. WRITE ONLY ON ONE SIDE OF THE PAPER AND PLACE PAGE NUMBERS IN THE MARGIN. 

In the left margin of your notes, write the book’s page number, and each time you change pages in the book 

show the correct page number in the margin. When you change pages, write the book’s page number from 

the page before in the margin at the top of the page, even if you are continuing on the same page. Trust me 

that you need to do this. Later on you will need the exact page numbers for proper documentation.  

3. Write your quotation marks very dark, underline, or choose some other method to make sure that you can 

easily tell the difference in what you quoted and what you paraphrased. This will help prevent you from 

accidentally plagiarizing. 

4. Try to avoid the easy way of just writing down a few words. Go ahead and take really good and thorough 

notes. By writing in complete sentences now, you are saving yourself time when you are ready to put your 

paper together. If you come to a conclusion or make a connection that is yours alone and did not come from 

the book, make a note of that. You will be able to use it in your analysis. 

5. As you take notes, notice categories of information—most suggest three. These categories will go in 

your thesis statement. 

6. NEVER, NEVER, NEVER, TAKE NOTES WITHOUT GETTING THE BIBLIOGRAPHIC 

INFORMATION AND WITHOUT WRITING DOWN THE PAGE NUMBERS. 

7. If your teacher asks you to write a five-to seven-page, double-spaced, typed paper, you will need about 

twenty, full handwritten pages of notes--that is, if your handwriting is about normal size. If you write tiny, 

you may not need as many pages.  

Step Three: Writing the Paper 

Here comes the fun part and the reason this is such a quick and easy method. Get a pair of scissors and 

some scotch tape. Yes, you heard me right. Get the scissors and tape. Read all of your notes and make sure 

your thesis holds true. If you need to change it, do so now. If you took notes in a spiral notebook, tear out 
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all of the pages you used. Now, spread all of your cards or pages out on the floor in front of you and begin 

putting them in the order of your thesis and into categories or opinions. To do this you will need to cut 

apart the information. Now you should understand why it is so important that you write only on one side of 

the paper and that each page have the author’s name at the top and the page numbers in the left margin. As 

you cut off a section of a page, write the author’s name in the top of the left margin and the page number, if 

it is not included in that section. Tape sections together by page and set them down in order. Number these 

so you do not get confused. Continue this until you have all of the paper in the order you like. 

If you took notes on a computer, go back and look at the categories and cut and paste so that all information 

follows the order of the thesis. 

If you took thorough notes, you should now be looking at the body of your paper. You can probably go 

directly to the computer for the writing of the first paragraph. Be sure your thesis outlines your paper. Type 

your paper in the order that you cut and taped and add whatever is needed to connect the paragraphs and 

ideas. When you have typed in all that you have (except the conclusion), stop. Go back to the very 

beginning and read your paper. Now write the conclusion and make connections by tying together all of the 

ideas you have researched. Remember that you must not begin arguing a new point or introduce new 

supporting data in the conclusion. This does not mean your conclusion should merely be a recap.  

Be sure that you do all of your internal documentation correctly. It is really simple. Every time you use an 

idea or any information from a source, whether quotation or paraphrase, begin with a signal phrase and then 

place the page number and/or the author’s name at the end of the sentence. This way we know that all of 

the information between your signal phrase and the page number came from that source. If you change 

sources within a paragraph, be sure to repeat the pattern of signal phrase/lead-in and end documentation. If 

you include a bit of quotation within a sentence of your own ideas, you should document immediately after 

the quotation. All of the “ins” and “outs” of documenting, including samples you may use for models, are 

on the pages I have made for you from the MLA Handbook.  

Step Four: Works Cited: Be sure to use the updated MLA, 8/e (2016) format in the Works Cited 

Go back to those sheets that you stapled together, to the back of your spiral notebook, or to the note cards 

with all of your bibliographic information. Cut them apart, using only those that you documented in your 

paper. Tape them together in alphabetical order by last name of author or editor or whatever will be the first 

word of your works cited entry. The specific directions for order are found on the sheets about MLA 

documentation. After this has been done, type the bibliographic information on a Works Cited page that 

will go at the end of your paper.  

If you can’t find what you need in this packet, the Purdue On-line Writing Lab (OWL) is a good source! 

EasyBib has also updated to MLA 8th edition. 

A word of caution about citation generators—even the ones in the databases!—and especially the 

ones generated in Microsoft word, which is particularly prone to error. 

You MUST check these against the examples you have been given. YOU are responsible for the 

correctness of your citations.  

Summary 

The Morehead Method can be used when you are required to show the final product and not a particular 

process required by an individual teacher. Think of writing research papers as putting a puzzle together. If 

you look at it as fun and challenging, you will be surprised at how painless the process is and will be 

pleased with your results. Enjoy!
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Most Common Mistakes Found on Research Papers (MCM), By Deborah Morehead 

THESIS AND ORGANIZATION 

Mistake #1: Thesis statement does not outline the paper 

The paper must be in the exact order of the thesis statement and clearly support your thesis, often a 

working thesis that you have to change after thorough research. After you write your paper, check to 

be sure your paper matches the order of your thesis. (If it doesn’t, it is easier to revise the thesis than to 

re-do the paper to match it.) Always support your thesis with examples from the sources you are using. 

 

Mistake #2: Not enough paragraphs to develop your ideas 

This is not a five-paragraph essay: You are not trying to have a paragraph for each point in your thesis 

statement. This is a research paper, so you will have multiple paragraphs per idea! Make a paragraph 

break any time you shift from one topic to another or within sub-topics of the same point in your 

thesis. 

 

Mistake # 3: Topic sentences for paragraphs should be your ideas, not quotes. You should not 

need to cite the information from the first sentence of your paragraph, with rare exceptions. 

INTERNAL DOCUMENTATION 

Mistake # 4: Incorrect internal documentation  

Use the first item in your entry, usually the author, for your parenthetical documentation. 

Correct internal documentation example: (Hansberry 222). 

Incorrect internal documentation example: (A Raisin in the Sun 222). 

Incorrect internal documentation example: (Lorraine 222). 

 

Mistake #5: Placing the period before internal documentation 

The documentation goes inside of the period-- 

Correct example--(Morehead 10). Incorrect example-- “To be or not to know.” (Morehead 11) 

 

If you are quoting a question, use this format: “Can this be true?” (Morehead 10). 

 

Mistake #6: Placing a comma after author in internal documentation or using the word page. 

In MLA there is no comma between the author’s last name and the page number. 

Correct example--(Morehead 44). Incorrect example--(Morehead, page 44). 
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Mistake #7: Placing quotation marks after internal documentation 

Correct example: According to Bell “researchers designed six motors” (81). 

Incorrect example: According to Bell “researchers designed six motors (81).” 

 

Mistake #8: Paragraphs with no documentation 

You must document at the end of any section where you use ideas or information that is not your own. 

Place the author’s name and page number after each set of ideas (quote or paraphrase) that you 

document. If you change sources within a paragraph, be sure to document before moving to the new 

source, and add a signal phrase to indicate the shift if you are using a new source rather than your own 

ideas. This way we know that all of the information between the signal phrase and the internal 

documentation came from that source. 

 

Mistake #9: Documenting at the end of the first paragraph or the end of the paper 

The last sentence in the first paragraph should be your thesis statement and does not need 

documentation because it is your idea. If you used information from sources in your first paragraph, 

internally document before the last sentence. Since you are not to introduce any new topic in the 

conclusion, and since that information is where you tie together ideas, you should not need 

documentation at the end of the last paragraph. You may choose to use a short quote somewhere in the 

paragraph, but don’t use it in the last sentence. 

 

Mistake #10: Placing a quote with no lead in or signal phrase. 

Leading into quotes makes your paper stronger. 

Correct example: According to Will Durant, “Jefferson was not as popular as his opponent” (41). 

Incorrect example: “Jefferson was not as popular as his opponent” (Durant 41). 

 

Mistake #11: No documentation after a quote 

You must document at the end of each quote, even if the paraphrase that follows is from the same 

source. If the first four sentences come from page ten and the fifth sentence is a quote from page 

eleven, you must document before and after the quote. If there is still more information from that 

source following the quote, you must document again. 
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Mistake #12: Page number at the end of a section of cited material, but no author’s name in the 

sentence 

The only way you do not have to place the author’s name and the page number at the end of the 

sentence is if the author’s name is in that particular sentence. However, do not put the author’s name in 

both places. 

 

Mistake #13: Incorrect use of indirect sources 

When an author quotes someone else, this is an indirect source. Most college professors have you look 

up the original source in order to quote the person; however, I let you use indirect sources if you 

acknowledge the correct source. 

Correct example: In his first speech, Thomas Jefferson said, “blah blah” (qtd. in Durant 10).  

Another correct example: In his book Civilization, Will Durant quotes Thomas Jefferson as having 

said “blah blah” (34). 

 

WORKS CITED PAGE ERRORS 

Mistake #14: Numbered Works Cited or incorrect spacing 

Your Works Cited is to be in alphabetical order and not numbered. You are to double space the entire 

page. Do not single space the source and double space between sources. 

Mistake #15: Giving the last page a title of Bibliography or Sources Cited or using a different 

font. 

In MLA documentation you should have a Works Cited page to give bibliographic information on the 

works that you used in the paper. 
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Internal Documentation 

When Do I Document? What Do I Document? How Do I Document? 

The books say we do not need to document information that is general, or common, knowledge. My 

philosophy is, “When in doubt, document.” The reader needs to know pertinent ideas, facts, quotes, or 

statistics that come from your sources. This enables readers to check out the information for 

themselves. This also avoids plagiarism on your part. Document anytime you use someone’s exact 

words or when you paraphrase ideas or other information. Internal documentation is easy!  

 For a quote, simply place the author’s name and a page number in parentheses immediately after 

the quoted information.  

 For a paraphrase, begin with a lead-in, or signal phrase, and then signal the end of your cited 

information with parenthetical documentation. 

This tells us that all of the preceding information in sentence came from that source. Be sure to place 

your citation as close as possible to the end of the quote or paraphrase so that the reader can distinguish 

shifts between source material and your commentary. These citations may even occur mid-sentence if 

the remainder of the sentence is your own thought about the quote. 

 

Look at your Works Cited. Whatever goes first in that particular citing is what goes in your internal 

documentation. 

 

Author’s name in your sentence 

 

Examples: 

Mrs. Morehead describes the difficulties that Kaki has in keeping attendants (33-44). 

Will Durant notes that “hardly an ancient people went without a flood story” (330). 

 

A work with two authors 

 

Example: In a Hindu story, Manu was warned by gods and built a ship in which he escaped from a 

deluge that destroyed all creatures (Halley and Asimov 14). 

 

A work with three or more authors 

 

Example: In 1929 the English archaeologist Sir Charles Leonard Wolley reported finding water-

deposited layers as much as ten feet thick in his excavations near the Euphrates (Asimov, et al. 332-

333).  

 

A work with no author 

 

When a works cited entry begins with a title because no author is listed or because the work is 

anonymous, use an abbreviated version of the title in your parenthetical citation or cite the work within 

your sentence. The MLA Handbook 8/e gives this example: Reading at Risk, a book with no author, 

gets cited as (Reading 3). 
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Source on a page with no page number 

 

(This example applies to books only – not to Internet sources.) 

Example: A huge tidal wave swept upstream, northwestward toward Ararat (Asimov n. page).  

 

If a source has explicit paragraph numbers or sections or chapters, use that indication: 

(Smith, par. 3) OR (Jones, secs. 1-5) OR (Jackson, ch. 1) 

 

For time-based media sources (audio, video) indicate the times of the portion being cited as follows: 

(“TV or Not TV” 00:07:18-20). 

More than one source confirming the same information  

 

Example: Picasso rolled up the just-finished Les Demoiselles d’Avignon and stored it for over twenty 

years (Penrose12; McCully 86). 

 

Quotation of more than four typed lines 

Indent all lines 1” on the LEFT ONLY. Do not use quotation marks. Place the parenthetical reference 

at the end of the passage, after the final period. There is an example of this on the pages that show a 

sample paper in this booklet. 

 

When the Works Cited contains two or more works by the SAME author 

 

After the author name in the parenthetical citation, put a comma followed by a shortened version of the 

title.  

For example, if you are quoting Brave New World and Brave New World Revisited, two works by 

Aldous Huxley, they would look like this in your parenthetical citation: 

(Huxley, BNW 56) and (Huxley, BNW-R 34) 

 

Or if you have a work called “Redefining Reading: The Impact of Digital Communication Media” by 

Naomi Baron in a list of works that also included another work of hers, the entry would look like this: 

(Baron, “Redefining,” 194). 

 

If the author’s name is mentioned in the sentence, then just put the title of the work and the page 

number. 

 

In the Works Cited, arrange the entries alphabetically by title. For the second and subsequent entries, 

use three hyphens instead of the author’s name, then a period, then the rest of the entry. 

 

Huxley, Aldous. Brave New World. (1932). New York: Harper, 2006. Print. 

---. Brave New World Revisited. (1958). Huxleynet. Web. 11 Nov. 2015. 
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Two authors with the same last name 

 

Give the initial of the author’s first name in the reference. 

Example: (D. Morehead 33).  

If you use the author’s name in the sentence, use the entire first name. 

Example: Stephen Jay Gould argues that traditional composers will never change (228). 

 

 

A literary work 

 

Because literary works may be available in various editions, give enough information to allow readers 

to find the passage in their copies. Give page number in your edition, followed by a semicolon; then, 

give other relevant information, such as the section or chapter. Use lowercase abbreviations. 

 

Example: Bronte felt that female characters should possess strength, intelligence, and above all, 

courage. Thus, Jane Eyre expresses a desire ”to seek real knowledge of life amidst its perils” (99; 

ch.10). 

 

A work with multiple volumes 

 

Show which volume of the work you used. After the volume number, place a colon and a space, 

followed by the page number. 

Example: Frankenstein is one of the best examples of Romantic Literature (Pope 3: 433). 

 

A Dramatic work/play 

 

 When documenting a play, place the act, scene, and line numbers at the end of the sentence. 

(Act, scene, lines) will be written (1.2.1-10) 

 For plays with no line numbers, page numbers are used. 

Example: Hidden behind Prospero’s speech is Shakespeare’s farewell to his public (2.4.15-17). 

 

Quoting a Single Character in a play  

 

If you quote a remark from one character, you can incorporate it into the body of the paragraph. 

 

Nora's epiphany occurs when she realizes her husband will never reciprocate the sacrifices she's made 

to protect his pride. She finally stands up to Helmer, telling him, "You neither think nor talk like the 

man I could join myself to" (Doll act 3). 

(Note: Ibsen's A Doll House is divided by act only. This will be the only division you can cite.) 

Although Oedipus blames the gods for his tragic fate, he admits that his latest misfortune is his own 

doing when he cries, "But the blinding hand was my own! How could I bear to see when all my sight 

was horror everywhere?" (Oedipus exodus. strophe 2. 114-116). 
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(Note:Oedipus Rex is broken into numerous divisions; all available divisions are included in the 

citation.) 

 

Quoting Dialogue (2 or More Characters)  

 on a new line. 

 Set the quotation off from the body of your paper with one-inch indentations. 

 If a character's speech continues onto the next line of your paper, indent subsequent lines an 

additional 1/4 inch (about 3 spaces). Use a hanging indent so that the lines automatically wrap 

around. 

 Double-space each line. 

 Write the characters' names in capital letters followed by a period. 

 Do not use quotation marks. 

 

 

OEDIPUS. Ah, what net has God been weaving for me? 

IOCASTÊ. Oedipus! What does this trouble you? 

OEDIPUS. Do not ask me yet. First, tell me how Laïos looked, and tell me how old he was. 

IOCASTÊ. He was tall, his hair just touched with white; his form was not unlike your own. 

OEDIPUS. I think that I myself may be accursed by my own ignorant edict. (Oedipus scene 2. 

antistrophe 2. lines 211-216) 

 

A poem—basic rules (See MLA handbook for more complete treatment) 

When quoting 2-3 lines, separate lines with a /.  

If citing lines that include a stanza break, use //. 

If citing four or more lines, cite as a block, indenting 1” on the left. 

Use the type of division—canto, line numbers, etc. to cite your lines. 
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INCORPORATING QUOTATIONS CORRECTLY: 

Short quotations 

To indicate short quotations (fewer than four typed lines of prose or three lines of verse) in your text, 

enclose the quotation within double quotation marks. Provide the author and specific page citation (in 

the case of verse, provide line numbers) in the text, and include a complete reference on the Works 

Cited page. Punctuation marks such as periods, commas, and semicolons should appear after the 

parenthetical citation. Question marks and exclamation points should appear within the quotation 

marks if they are a part of the quoted passage but after the parenthetical citation if they are a part of 

your text. 

For example, when quoting short passages of prose, use the following examples: 

According to some, dreams express "profound aspects of personality" (Foulkes 184), though 

others disagree. [note: this indicates that everything after the citation is YOUR idea.] 

According to Foulkes's study, dreams may express "profound aspects of personality" (184). 

Is it possible that dreams may express "profound aspects of personality" (Foulkes 184)? 

If you need to make editorial changes to help the flow and smoothness of your syntax, it is permissible 

to use brackets to clarify, change the tense or form of a verb, turn singular into plural, make a capital 

letter lower case, replace a pronoun with one that fits, or replace a pronoun with a name. Changes must 

not change the MEANING of the quote. Use [sic] to indicate that an error existed in the original. 

*Jan Harold Brunvand, in an essay on urban legends, states that “some individuals [who 

retell urban legends] make a point of learning every rumor or tale” (78). 

*When Cathy rejects Heathcliff in Wuthering Heights, she still maintains that “[h]e's more 

[herself] myself than I am [she is]. Whatever [their] our souls are made of, his and [hers] 

mine are the same.”—NB: You would probably not want to make this many changes! I am just 

showing an example. 

*In Much Ado About Nothing, Dogberry, an ignorant watchman, tells his men, “Be 

vigitant[sic]!” 

When short (fewer than three lines of verse) quotations from poetry, mark breaks in short quotations of 

verse with a slash, ( / ), at the end of each line of verse (a space should precede and follow the slash). 

Cullen concludes, "Of all the things that happened there / That's all I remember" (11-12). 

When omitting an ENTIRE line or more of poetry, make a line of ellipses across the length of the 

stanza. 
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Using Quotations: Adapted from Glencoe’s Research and Report Writing Handbook 

Material Quoted How to Use the Quotation in Your Paper 

Word or phrase Include the quotation in a sentence of your own. The quotation must fit with the 
structure and tense of the sentence surrounding it. 

This quote is a blend of quote and paraphrase from a novel: 

For her birthday, Aaron presented Lily with a new watch that was “fancier than 

anything she had ever imagined,” with diamonds sparkling across the band (Smythe 

28). 

Sentence  Introduce sentence-long quotations in your own words; this is called a “lead in” or 
“signal phrase.” Sometimes this can be a full sentence that ends in a colon. If the 
author’s name is included in the lead in, it does not have to be included in the 

parentheses. 

Jones’s novel An Odd Day opens with this description: “On the first morning after the 

visit, the people of Highbury woke up to a yellow sky with a purple sun” (173). 

Parts of one or 
more sentence 

To quote a part of a sentence, introduce it with a lead in and use ellipsis points (. . . 
)to indicate any portion of text you have omitted. (Be sure to leave a space between 
each ellipsis.) THERE IS NOT NEED TO USE ELLIPSES AT THE BEGINNINGS OR 
ENDINGS OF SENTENCES. 

Ms. Ainslie surprised everyone by wearing a top hat as she “jogged down the path at a 

moderate pace. . . [and] sneered at the people sitting on the benches that lined the 

path” (North 267). 

Long Passage 
(more than four 
typed lines) 

You will use a sentence followed by a colon to lead in to your quote and set it up. 

In Wuthering Heights, Nelly Dean treats Heathcliff poorly and dehumanizes him 

throughout her narration: 

They entirely refused to have it in bed with them, or even in their room, and 

I had no more sense, so I put it on the landing of the stairs, hoping it would 

be gone on the morrow. BY chance, or else attracted by hearing his voice, it 

crept to Mr. Earnshaw’s door, and there he found it on quitting his chamber. 

Inquiries were made as to how it got there; I was obliged to confess, and in 

recompense for my cowardice and inhumanity was sent out of the house. 

(Bronte, Ch. 3 78) 
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Is It Plagiarism Yet? 

There are some actions that can almost unquestionably be labeled plagiarism. Some of these include buying, 
stealing, or borrowing a paper (including, of course, copying an entire paper or article from the Web); hiring 
someone to write your paper for you; and copying large sections of text from a source without quotation marks 
or proper citation. 

But then there are actions that are usually in more of a gray area. Some of these include using the words of a source 
too closely when paraphrasing (where quotation marks should have been used) or building on someone's ideas 
without citing their spoken or written work. Sometimes teachers who suspect a student of plagiarism will consider 
the student's intent, and whether it appeared the student was deliberately trying to make ideas of others appear to 
be his or her own. 

However, other teachers and administrators may not distinguish between deliberate and accidental plagiarism. So 
let's look at some strategies for avoiding even suspicion of plagiarism in the first place. 

When Do We Give Credit? 

The key to avoiding plagiarism is to make sure you give credit where it is due. This may be credit for something 
somebody said, wrote, emailed, drew, or implied. Many professional organizations, including the Modern Language 
Association and the American Psychological Association, have lengthy guidelines for citing sources. However, 
students are often so busy trying to learn the rules of MLA format and style or APA format and style that they 
sometimes forget exactly what needs to be credited. Here, then, is a brief list of what needs to be credited or 
documented: 

 Words or ideas presented in a magazine, book, newspaper, song, TV program, movie, Web page, computer 
program, letter, advertisement, or any other medium 
 Information you gain through interviewing or conversing with another person, face to face, over the phone, or in 
writing 
 When you copy the exact words or a unique phrase [OR the order of a set of ideas, as in a list] 
 When you reprint any diagrams, illustrations, charts, pictures, or other visual materials 
 When you reuse or repost any electronically-available media, including images, audio, video, or other media 
 Bottom line, you should document any words, ideas, or other productions that originate somewhere outside of 
you 

There are, of course, certain things that do not need documentation or credit, including [the following]: 

 Writing your own lived experiences, your own observations and insights, your own thoughts, and your own 
conclusions about a subject 
 When you are writing up your own results obtained through lab or field experiments 
 When you use your own artwork, digital photographs, video, audio, etc. 
 When you are using "common knowledge," things like folklore, common sense observations, myths, urban 
legends, and historical events (but not historical documents) 
 When you are using generally-accepted facts, e.g., pollution is bad for the environment, including facts that are 
accepted within particular discourse communities, e.g., in the field of composition studies, "writing is a process" is a 
generally-accepted fact. 

Deciding if Something is "Common Knowledge" 

 Generally speaking, you can regard something as common knowledge if you find the same information 
undocumented in at least five credible sources. Additionally, it might be common knowledge if you think the 
information you're presenting is something your readers will already know, or something that a person 
could easily find in general reference sources. But when in doubt, cite; if the citation turns out to be 
unnecessary, your teacher or editor will tell you. 
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Safe Practices 

 There are few intellectual offenses more serious than plagiarism in academic and professional contexts. 
This resource offers advice on how to avoid plagiarism in your work. 

 Most students, of course, don't intend to plagiarize. In fact, most realize that citing sources actually builds 
their credibility for an audience and even helps writers to better grasp information relevant to a topic or 
course of study. Mistakes in citation and crediting can still happen, so here are certain practices that can 
help you not only avoid plagiarism, but even improve the efficiency and organization of your research and 
writing. 

Best Practices for Research and Drafting 

Reading and note-taking 

 In your notes, always mark someone else's words with a big Q, for quote, or use big quotation marks 
 Indicate in your notes which ideas are taken from sources with a big S, and which are your own insights 

(ME) 
 When information comes from sources, record relevant documentation in your notes (book and article 

titles; URLs on the Web) 
 Interviewing and conversing 
 Take lots of thorough notes; if you have any of your own thoughts as you're interviewing, mark them clearly 
 If your subject will allow you to record the conversation or interview (and you have proper clearance to do 

so through an Institutional Review Board, or IRB), place your recording device in an optimal location 
between you and the speaker so you can hear clearly when you review the recordings. Test your equipment, 
and bring plenty of backup batteries and media. 

 If you're interviewing via email, retain copies of the interview subject's emails as well as the ones you send 
in reply 

 Make any additional, clarifying notes immediately after the interview has concluded 

Writing paraphrases or summaries 

 Use a [lead in, or signal phrase,] statement that credits the source somewhere in the paraphrase or 
summary, e.g., According to Jonathan Kozol, ...). 

 If you're having trouble summarizing, try writing your paraphrase or summary of a text without looking at 
the original, relying only on your memory and notes 

 Check your paraphrase or summary against the original text; correct any errors in content accuracy, and be 
sure to use quotation marks to set off any exact phrases from the original text 

 Check your paraphrase or summary against sentence and paragraph structure, as copying those is also 
considered plagiarism. 

 Put quotation marks around any unique words or phrases that you cannot or do not want to change: e.g., 
"savage inequalities" exist throughout our educational system (Kozol). 
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Writing direct quotations 

 Keep the source author's name in the same sentence as the quote 
 Mark the quote with quotation marks, or set it off from your text in its own block, per the style guide your 

paper follows 
 Quote no more material than is necessary; if a short phrase from a source will suffice, don't quote an entire 

paragraph 
 To shorten quotes by removing extra information, use ellipsis points (. . .) to indicate omitted text, keeping 

in mind that, in longer quotes where you have omitted a sentence in between other complete sentences, 
maintain terminal puncutation in between the ellipses.  
Example: "None of the national reports I saw made even passing references to inequality or segregation. . . . 
Booker T. Washington was cited with increasing frequency, Du Bois never, and Martin Luther King only 
with cautious selectivity." (Kozol 3). 

 To give context to a quote or otherwise add wording to it, place added words in brackets, ( [] ); be careful 
not to editorialize or make any additions that skew the original meaning of the quote—do that in your main 
text, e.g., 
 
OK: Kozol claims there are "savage inequalities" in our educational system, which is obvious. 
WRONG: Kozol claims there are "[obvious] savage inequalities" in our educational system. 
 

 Use quotes that will have the most rhetorical, argumentative impact in your paper; too many direct quotes 
from sources may weaken your credibility, as though you have nothing to say yourself, and will 
certainly interfere with your style. 

Writing about another's ideas 

 Note the name of the idea's originator in the sentence or throughout a paragraph about the idea 
 Use parenthetical citations, footnotes, or endnotes to refer readers to additional sources about the idea, as 

necessary 
 Be sure to use quotation marks around key phrases or words that the idea's originator used to describe the 

idea 

Maintaining drafts of your paper 

Sometimes innocent, hard-working students are accused of plagiarism because a dishonest student steals their 
work. This can happen in all kinds of ways, from a roommate copying files off of your computer, to someone finding 
files on a disk or on a pen drive left in a computer lab. Here are some practices to keep your own intellectual 
property safe: 

 Do not save your paper in the same file over and over again; use a numbering system and the Save As... 
function; E.g., you might have research_paper001.doc, research_paper002.doc, research_paper003.doc as 
you progress. Do the same thing for any HTML files you're writing for the Web. Having multiple draft 
versions may help prove that the work is yours (assuming you are being ethical in how you cite ideas in 
your work!). 

 Maintain copies of your drafts in numerous media, and different secure locations when possible; don't just 
rely on your hard drive, pen drive, or the cloud. 

 Password-protect your computer; if you have to leave a computer lab for a quick bathroom break, hold 
down the Windows key and L to lock your computer without logging out. 

 Password-protect your files; this is possible in all sorts of programs, from Adobe Acrobat to Microsoft word 
(just be sure not to forget the password!). 
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Revising, proofreading, and finalizing your paper 

Proofread and cross-check with your notes and sources to make sure that anything coming from an outside source is 
acknowledged in some combination of the following ways: 

 In-text citation, otherwise known as parenthetical citation 
 Footnotes or endnotes 
 Bibliography, References, or Works Cited pages 
 Quotation marks around short quotes; longer quotes set off by themselves, as prescribed by a research and 

citation style guide 
 Indirect quotations: citing a source that cites another source 

If you have any questions about citation, ask your instructor or librarian well in advance of your paper's due date, so 
if you have to make any adjustments to your citations, you have the time to do them well 

Works Cited 

Kozol, Jonathan. Savage Inequalities: Children in America's Schools. New York: Crown, 1992. Print. 

Contributors:Karl Stolley, Allen Brizee, Joshua M. Paiz. 

*Adapted from a handout at the Purdue Online Writing Lab.
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GENERAL GUIDELINES FOR WRITING ANALYTICAL/ARGUMENTATIVE PAPERS 

 

1) The introduction should end with a thesis statement that 

* is on prompt, and 

* makes an assertion that must be defended with evidence, and 

* ideally, outlines the major sections of your paper. 

 

2) Each body paragraph should begin with a topic sentence (TS) that is an assertion that states how the 

paragraph will support the argument of the thesis.1  DO NOT BEGIN A PARAGRAPH WITH PLOT 

SUMMARY OR A STATEMENT OF FACT.  THIS WAY LIES A BAD GRADE. LIKEWISE, DO NOT 

END ON A QUOTE, WITH RARE EXCEPTIONS. 

 

The rest of the paragraph should give evidence and EXPLAIN or comment on how the evidence is relevant.  

Your reader should not be made to draw conclusions.  They may not be the ones you want them to draw, or your 

point may not be as clear as you think. 

 

On average, there should be two “chunks” of evidence (Concrete detail, or CD) and explanation (Commentary 

or CM) per paragraph.  If you only have one piece of evidence, your point may not be very strong.   

 

Usually, there should be a two to one ration of explanation/commentary per piece of evidence.  A sample 

paragraph might look like this. 

 

TS 

CD 

CM 

CM 

CD 

CM 

CM 

 

Rinse and repeat as necessary. 

 

3) The conclusion should look at all the evidence explored and draw a conclusion about the strength of it in 

proving the point the author is making.  It helps if the essay can end with a statement about a universal 

truth/overall theme that ties the subject under discussion to a broader arena--society, for example, or a whole 

work of which you’ve been examining a part. 

 

THE CONCLUSION IS NOT A POINT-BY-POINT RECAPITULATION OF YOUR PAPER!!!! 

 

These guidelines are true, on the main, whether you are writing a 500 word in-class essay or a 7 page research 

paper. 

 

                                                 
1 Note:  In longer papers, you may see paragraphs that are subsections of a topic in support of the 

thesis.  These may not begin with topic sentences, but usually contain a transition to make it clear that 

they are a sub-topic of the paragraph before.   

 

Note:  In a documented essay, your topic sentence CANNOT be a quote from someone else.  That is 

the critic’s assertion, not yours! 
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SETTING UP YOUR MLA STYLE PAPER:
 EVERYTHING from the heading to the end of the Works Cited page is DOUBLE 

SPACED.  

Choose a simple 12 point font like Times New Roman. 
 

NOTE: If you are working in Pages for Mac, choose the template for a research paper. Most of your 

work is already done for you. You will need to EXPORT to a Word document in order to upload to 

Turnitin.com or to print it at school. 

 

Margins: Set all margins to 1”. (Windows Word 2007 or higher—Page Layout tab; Windows Word 

2003—File, Page Setup; Mac—Format, Document); Google Drive--File, Page Setup 

 

Header of Last Name and Page Number—NOT to be confused with a HEADING!   

Your last name and the page number will appear ½” from the top right hand margin on every page 

including the Works Cited page. 

 In Word 2003—Choose View, Header, align right, type last name, click on the # sign.  The number 

will automatically insert and will auto number your paper. Macs work like this, too. 
 In Word 2007 or higher—Insert, Page Number, align right, type last name, insert a space. 
 In Google Docs, return 2X, Insert Page Number (choose first option with numbering on all pages at 

top right), type last name, insert a space 
 FOR ALL: change font to match body of paper (12 point TNR). 
 

Starting on LINE 1: 
 Set paper to double space. You can hit CTRL 2 to do this. 
 In Word 2007 or later, go to format paragraph menu and take the space between paragraphs to 

zero. This will keep the extra space from appearing in your papers between paragraphs. 
 

Heading:  This goes on the first page only and it is located on the first line of the paper. 

 

FirstName LastName 

Instructor Name 

Course Name 

Date in Universal Format (18 August 2016) 

Return one time ONLY! 

Title: Centered. No special font, no change of font size. (Title should hint at the thesis of paper.) 

 

Paragraphs: Don’t just tab or space, which can lead to weird things when you print. Format your 

paragraph so that the first line is set to indent ½ inch. You can do this by dragging the TOP triangle on 

your tool bar to ½ inch. All subsequent paragraphs will automatically indent when you hit return. For 

quotes, place period or comma AFTER the parenthetical citation. 

 

Block Quotes (for long quotes of 5 or more prose lines or 4 lines or more of poetry): 

Indent the entire paragraph 1”.  

Note:  for quotes, place the period BEFORE the parenthetical citations. 
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Works Cited Page:  
 
 At the end of your paper, insert a PAGE BREAK.   

 On the top line type the words Works Cited (no special formatting); Center words  
 Return one time only. Align to the left. 
 Set a hanging (reverse) indent. You can do this by dragging the bottom triangle and square on the 

tool bar over to ½.” You can also choose “hanging indent” in the format paragraph menu. 
All lines will automatically indent the correct way.  

PREPARING A LIST OF WORKS CITED 
 

1.  At the end of your paper, insert a page break to begin a new page. This will be your Works Cited 

page. If your paper ends on page 10, this will be page 11. Your last name and page number will be 

in the correct place in the top right-hand corner. 

2.  Continue to double-space your entire document, making sure that there are no extra spaces 

between the paragraphs. (See “Setting up your MLA Style Research Paper.”) If you have set your 

paper up correctly at the beginning, this will be in place already. 

3.  On the top line, type the words Works Cited and center them on the page—do not change font or 

font size. 

4.  Set a hanging indent five spaces for every line after the first. You may do this using the tool 

bar or under the format paragraph section of MS Word or Google Docs. 

5.  Alphabetize entries according to author’s last name or editor’s last name. Write the name in 

reverse order – last name first.  

For works with two or more authors, reverse only the first author’s name.  

If the author’s name is a less-familiar pseudonym or has variations in spelling, include the actual 

name or variation in parentheses afterwards. MLA gives these examples: 

 

Benton, Thomas H. (William Pannapacker). 

@jmittell (Jason Mittell). 

 

For works with a corporate author or institutional author THAT IS DIFFERENT FROM THE 

PUBLISHER, list the institution or department as the author. IF THEY ARE THE SAME, begin 

with the title. 

6.  If the work does not give an author or editor, alphabetize the entry by the title, disregarding the 

word a, an, or the at the beginning of a title. 

7.  When you have more than one work by the same author, use three hyphens followed by a period, 

rather than repeat the author’s name: 

Example: 

Shakespeare, William. Hamlet 

---. Macbeth. 

8.  Title information follows author. 

9.  Italicize titles of books, plays, web sites, book-length poems, etc. according to grammar rules. 

10. Place quotation marks around poem titles, article and chapter titles, and articles from books with 

periods INSIDE quotation marks. 



   

NB: Some examples from Purdue On-line writing lab, the MLA Handbook, and other library sources. 21 

11. Publication information follows the author and title and, as needed, lists the editor’s name, 

translator, edition number, volume number, and series names. Always list the CONTAINER 

(book, tv series, journal, magazine, etc.), the publisher (see below), the publication date, and the 

location (URL, universal locator, page number, etc.). 

 

Guidelines for Listing Publishers 

 Omit articles (a, an, the) 

 Abbreviate the names of publishers.   

 Do not include any words like Company, Inc., House, Press, Publishers unless it is a university 

press. 

 For university presses, abbreviate University as U. and Press as P. 

Louisiana State University Press = LSU P 

The University of Nebraska Press = U of Nebraska P 

Columbia University Press = Columbia UP 

 If the publisher includes the full name of a person, use only the last name. 

John Wiley = Wiley 

W. W. Norton = Norton 

 If the publisher includes the last names of more than one person, use the first last name. 

The McGraw-Hill Companies = McGraw 

Prentice-Hall = Prentice  

Harcourt, Brace, and Jovanovich = Harcourt 

12. Separate the author, title, and publication information with a period or comma and one space. 

13. Use a colon followed by one space to separate the volume number an year of a periodical from 

the page numbers. 

14. When in doubt, refer to the examples you have been given and use them as a model! A sample 

works cited page follows. 
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ANNOTATED RESEARCH PAPER SAMPLES: 

NOTE: IN ADDITION TO THE SAMPLE WORKS CITED THAT FOLLOWS, CHECK THE LINKS 

BELOW TO SEE SAMPLE RESEARCH PAPERS.  

CHECK OUT THE CADDO MAGNET LIBRARY WEB SITE TO SEE ANNOTATED SAMPLES OF 

RESEARCH PAPERS FROM MAGNET STUDENTS AND OTHER HELPFUL INFORMATION ON 

FORMULATING THESIS STATEMENTS AND OUTLINING PAPERS. LOOK UNDER THE TAB FOR 

RESEARCH PAPER SURVIVAL SKILLS. 

SAMPLES 

https://owl.english.purdue.edu/owl/resource/747/13/ 

 

https://style.mla.org/sample-papers/ 

 

  

https://owl.english.purdue.edu/owl/resource/747/13/
https://style.mla.org/sample-papers/
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The MLA Handbook, Condensed Version With Examples 

 

MLA, 8/e:  

 Titles of longer works are italicized, not underlined. 

 One space only after periods and colons. 

 General order of entries: 

Author. Title. Container (Book, Journal, TV Series, DVD, etc.), Other Contributors (Editor(s), 

translator, etc.), Version, Number, Publisher, Publication Date, 

 Location.  

NOTE: Not every source will have all of these. Some (such as articles from databases or 

television shows on HULU), may repeat this sequence to describe the information for the 

second “container.” 

Hansberry, Lorraine. “Chapter title.” A Raisin in the Sun Collection. Ed. Lindsay Patterson. Dodd, 

1971.  221-76. 

OPTIONAL ELEMENTS (ask your teacher/professor): 

Date of original publication for older, reprinted works (especially novels). 

City of publication—possibly for books where no publisher is given or pre-1900 books or with an 

unfamiliar publisher. 

Other facts that would be helpful: total number of volumes, a reference to a series of which your 

reference is a part. This would follow the remainder of the reference. 

The type of work if it is “an unexpected type of work” (MLA 52). Ex. Transcript, Public Address or 

lecture attended in person.  

Document type and number for a “bill, report, or resolution of the United States Congress” (MLA 53). 

Date of access for online works, “especially crucial if the source provides no date specifying when [the 

work] was published or produced. 

BOOKS AND OTHER PRINT SOURCES: Basic Format 

Book with One Author 

Gleick, James. Chaos: Making a New Science. Penguin, 1987. 

Book with More Than One Author 

Gillespie, Paula, and Neal Lerner. The Allyn and Bacon Guide to Peer Tutoring. Allyn, 2000.  

Wysocki, Anne Frances, et al. Writing New Media: Theory and Applications for Expanding the Teaching 

of Composition. Utah State UP, 2004.  
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Two or More Books by the Same Author 

Palmer, William J. Dickens and New Historicism. St. Martin's, 1997.  

---. The Films of the Eighties: A Social History. Southern Illinois UP, 1993. 

Book by a Corporate Author or Organization 
 

American Allergy Association. Allergies in Children. Random, 1998.  

Book with No Author 
 

Encyclopedia of Indiana. Somerset, 1993.  

A Translated Book 

 

Foucault, Michel. Madness and Civilization: A History of Insanity in the Age of Reason. Translated by 

Richard Howard, Vintage-Random, 1988. 

Republished Book  

 

Butler, Judith. Gender Trouble. 1990, Routledge, 1999.  

A Work Prepared by an Editor 

 

Bronte, Charlotte. Jane Eyre. Edited by Margaret Smith, Oxford UP, 1998. 

An Edition of a Book or Version of Any type of Container (Book, DVD, Sacred Text, Television 

Show, etc.) 

 

Crowley, Sharon, and Debra Hawhee. Ancient Rhetorics for Contemporary Students. 3rd ed. 

Pearson/Longman, 2004. 

The Bible. Authorized King James Version, Oxford UP, 1998. 

Note: Other entries might note Updated ed., Expanded Ed., 3rd ed., director’s cut, etc. 

An Introduction, Preface, Foreword, or Afterword 

 

Farrell, Thomas B. Introduction. Norms of Rhetorical Culture. By Farrell. New Haven: Yale UP, 1993. 1-

13. Print. 

Walach, Rick. “Cormac McCarthy’s Canon as Accidental Artifact.” Introduction. Myth, Legend, Dust: 

Critical Responses to Cormac McCarthy, edited by Wallach, Manchester UP, 2000. pp xiv-xvi. 
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A Work in an Anthology, Reference, or Collection (WHEN AUTHORED FOR THAT 

COLLECTION) 

Harris, Muriel. "Talk to Me: Engaging Reluctant Writers." A Tutor's Guide: Helping Writers One to One. 

Ed. Ben Rafoth, Heinemann, 2000, pp. 24-34.  

A REPRINTED Work in an Anthology, Reference, or Collection  

 

Dyson, A.E. “On Sylvia Plath.” Contemporary Literary Criticism: Volume 11. General editor, Dedria 

Bryfonski, Gale, 1979, pp. 446-447. Originally published in The Art of Sylvia Plath. Edited by Charles 

Newman, Indiana UP, 1970, pp. 204-210.  

 Poem or Short Story Examples: 

Burns, Robert. "Red, Red Rose." 100 Best-Loved Poems. Ed. Philip Smith. Dover, 1995, p. 26.  

Kincaid, Jamaica. "Girl." The Vintage Book of Contemporary American Short Stories. Ed. Tobias Wolff, 

1994, pp. 306-07.  

NB: If the specific literary work is part of the author's own collection (all of the works have the same 

author), then there will be no editor to reference: 

Whitman, Walt. "I Sing the Body Electric." Selected Poems. Dover, 1991, pp. 12-19. 

Carter, Angela. "The Tiger's Bride." Burning Your Boats: The Collected Stories. Penguin, 1995, pp. 154-

69.  

Article in a Reference Book (e.g. Encyclopedias, Dictionaries) 

 

"Ideology." The American Heritage Dictionary. 3rd ed. 1997. 

A Multivolume Work 

 

Quintilian. Institutio Oratoria. Translated by H. E. Butler, Vol. 2, Loeb-Harvard UP, 1980. 

The Bible OR Any Other Sacred Text 

 

The New Jerusalem Bible. Edited by Susan Jones, Doubleday, 1985. 

 

 



   

NB: Some examples from Purdue On-line writing lab, the MLA Handbook, and other library sources. 27 

An Article in a Scholarly Journal (Always provide issue numbers, when available) 
 

Bagchi, Alaknanda. "Conflicting Nationalisms: The Voice of the Subaltern in Mahasweta Devi's Bashai 

Tudu." Tulsa Studies in Women's Literature, vol, 15, no. 1, 1996, pp. 41-50.  

Duvall, John N. "The (Super)Marketplace of Images: Television as Unmediated Mediation in DeLillo's 

White Noise." Arizona Quarterly, vol. 50, no. 3, 1994, pp. 127-53.  

Article in a Magazine 

 

Poniewozik, James. "TV Makes a Too-Close Call." Time, vol. 20, Nov. 2000, pp. 70-71. 

Buchman, Dana. "A Special Education." Good Housekeeping, Mar. 2006, pp. 143-48. 

Article in a Newspaper  

Brubaker, Bill. "New Health Center Targets County's Uninsured Patients." Washington Post, 24 May 

2007, p. LZ01. 

Krugman, Andrew. "Fear of Eating." New York Times, 21 May 2007, late ed., p. A1. 

(NB: If city is not included in the title, supply in brackets. Ex The Star Ledger [Newark, NJ]) 

Behre, Robert. "Presidential Hopefuls Get Final Crack at Core of S.C. Democrats." Post and Courier 

[Charleston, SC], 29 Apr. 2007, pp. A11, D13. 

A Review 

 

Review Author. "Title of Review (if there is one)." Rev. of Performance Title, by Author/Director/Artist. 

Title of Periodical day month year: page. Medium of publication. 

Seitz, Matt Zoller. "Life in the Sprawling Suburbs, If You Can Really Call It Living." Rev. of Radiant 

City, Directed by Gary Burns and Jim Brown, New York Times, 30 May 2007, late ed., p. E1.  

Mackin, Joseph, Review of The Pleasures of Reading in an Age of Distraction, by Alan Jacobs. New York 

Journal of Books, 2 June 2011, www.nyjournalofbooks.com/book-review/pleasures-reading-age-

distraction. 

Anonymous Articles 

 

"Business: Global Warming's Boom Town; Tourism in Greenland." The Economist, 26 May 2007, p. 82. 
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"Aging; Women Expect to Care for Aging Parents but Seldom Prepare." Women's Health Weekly, 10 May 

2007, p. 18.  

A Government Publication 

 

United States. Cong. Senate. Committee on Energy and Natural Resources. Hearing on the Geopolitics of 

Oil. 110th Cong., 1st sess. GPO, 2007.  

United States. Government Accountability Office. Climate Change: EPA and DOE Should Do More to 

Encourage Progress Under Two Voluntary Programs. GPO, 2006.  

A Pamphlet 

 

Women's Health: Problems of the Digestive System. American College of Obstetricians and Gynecologists, 

2006. 

Your Rights Under California Welfare Programs. California Dept. of Social Services, 2007. 

An Editorial or Letter to the Editor 

 

"Of Mines and Men." Editorial. Wall Street Journal, East. Ed, 24 Oct. 2003, p. A14.  

Hamer, John. Letter. American Journalism Review, Dec. 2006/Jan. 2007, p. 7.  

NON-PRINT & ELECTRONIC WORKS 

 

A Lecture or Other Oral Presentation, including non-published conference presentations 

[Note: Omit the city if it is part of the name of the venue (ex. Toronto Civic Center)] 

Stein, Bob. "Computers and Writing Conference Presentation." Keynote Address, Purdue University, 23 

May 2003, Union Club Hotel, West Lafayette, IN.  

An Interview 

 

Smith, Jane. Personal interview. 19 May 2014. 

Gaitskill, Mary. Interview with Charles Bock. Mississippi Review, vol. 27, no. 3, 1999, pp. 129-50. 

Amis, Kingsley. “Mimic and Moralist.” Interviews with Britain’s Angry Young Men. By Dale Salwak. 

Borgo, 1984. 
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“Margaret Atwood: ‘I Finally Got To Do My Cat With Wings.’” All Things Considered. National Public 

Radio, 9 September 2016, http://www.npr.org/2016/09/09/492449474/margaret-atwood-i-finally-got-

to-do-my-cat-with-wings. NPR.org, 2016. 

Films or Movies 

 

NB: List films (in theaters or not yet on DVD or video) by their title. If there are many contributors, 

list those “most relevant to your project.” 

 

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

Baldwin, and Benecio del Toro, Polygram, 1995. 

Broadcast Television or Radio Program 

 

"The Blessing Way." The X-Files. Created by Chris Carter, Season 3, Episode 1, Ten Thirteen 

Productions/20th Century Fox Television, 22 September 1995. 

Recorded Television Episodes (e.g. DVD, Videocassette) 

 

"The One Where Chandler Can't Cry." Friends: The Complete Sixth Season. Writers Andrew Reich and 

Ted Cohen, Directed by Kevin Bright, Warner Brothers, 2004.  

A Painting, Sculpture, or Photograph 

 

Goya, Francisco. The Family of Charles IV. 1800, Museo del Prado, Madrid. 

For photographic reproductions of artwork (e.g. images of artwork in a book), cite the bibliographic 

information as above (the first container—museum, gallery, etc.) followed by the information for the 

source in which the photograph appears (the second container—web site, book, pamphlet, etc.), 

including page or reference numbers (plate, figure, etc.). 

 

Goya, Francisco. The Family of Charles IV. 1800. Museo del Prado, Madrid. Gardener's Art Through the 

Ages. 10th ed. Edited by Richard G. Tansey and Fred S. Kleiner, Harcourt Brace, p. 939. 

Klee, Paul. Twittering Machine. 1922. Museum of Modern Art, New York. The Artchive. Web. 22 May 

2006. 

Sound Recordings 

 

List sound recordings in such a way that they can easily be found by readers. Generally, citations begin 

with the artist name. They might also be listed by composers (comp.) or performers (perf.). Otherwise, 
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list composer and performer information after the album title. 

 

Foo Fighters. In Your Honor. RCA, 2005.  

Nirvana. "Smells Like Teen Spirit." Nevermind. Geffen, 1991. 

Beethoven, Ludwig van. The 9 Symphonies. Perf. NBC Symphony Orchestra, Conducted by Arturo 

Toscanini, RCA, 2003.  

Other Non-Print Sources (Web Publications, On-line Databases, etc.)-- 

For some entries, the web site or database is Container 1; for others, the web site/database is 

Container 2. 

 

 Author and/or editor names (if available)  

 Article name in quotation marks (if applicable)  

 Title of the Website, project, or book in italics. (Remember that some Print publications, like 

National Geographic have Web publications with slightly different names. They may, for 

example, include the additional information or otherwise modified information, like domain 

names [e.g. .com].)  

 Any version numbers available, including revisions, posting dates, volumes, or issue numbers.  

 Publisher information, including the publisher name and publishing date.  

 URL—Do not used shortened versions of URL’s (like bit.ly). Copy from browser, but omit 

http:// or https://. For databases, use the provided permalink. WHEN AVAILABLE, use DOI 

(digital object identifier) instead of the URL. Begin with doi:  

 

Citing an Entire Web Site 

 

The Tolkien Society. 2016, http://www.tolkiensociety.org. 

 

Seccara, Maggie, editor. Elizabethan Sumptuary Laws. 14 July 2001, 

http://elizabethan.org/sumptuary/about.html. 

A Page, Section, or Article on a Web Site 

 

The British Library. “Medieval Manuscripts.” The British Library. The British Board. 

http://blogs.bl.uk/digitisedmanuscripts/. 

An Article in a Web Magazine 

 

Arkowitz, Hal and Scott O. Lillenfeld. “Lunacy and the Full Moon.” Scientific American, 1 February 

2009, https://www.scientificamerican.com/article/lunacy-and-the-full-moon/. 



   

NB: Some examples from Purdue On-line writing lab, the MLA Handbook, and other library sources. 31 

Article in an Online-only Scholarly Journal 

 

Dolby, Nadine. “Research in Youth Culture and Policy: Current Conditions and Future Directions.” Social 

Work and Society: The International Online-Only Journal 6.2 (2008): n. pag. Web. 20 May 2009. 

An Article from an Online Database (or Other Electronic Subscription Service) 

 

Dante. "Canto XXX of Dante Alighieri's Inferno." The Literary Review, 55.2, 2012, pp. 54+. General 

OneFile, Gale, 2016, 

http://go.galegroup.com/ps/i.do?p=GPS&sw=w&u=lap09cpmh&v=2.1&it=r&id=GALE%7CA298854621&as

id=9fbe3b4f8ea5dec9129405e237830045. 

E-book from an On-line Database (or an article or chapter in an e-book) 

Lynch, Jack, editor. Critical Insights: The Canterbury Tales, Salem P, 2010. Literary Reference Center, 

EBSCO, 2016, http://search.ebscohost.com/login.aspx?direct=true&db=lfh&AN=57400604&site=lrc-

live.  

Doherty, Lillian. "Marie De France." Critical Survey Of Poetry, Second Revised Edition, 2002, pp. 1-8. 

Literary Reference Center, EBSCO, 2016,  

http://search.ebscohost.com/login.aspx?direct=true&db=lfh&AN=103331CSP13980165000405&site=l

rc-live. 

On-line book from a Web Site 

Purvis, D. Laing, editor. The Canterbury Tales and Other Poems of Geoffrey Chaucer Edited for Popular 

Perusal, Electronic edition prepared by Donal O' Danachair, November 2000. Etext 2383, Project 

Gutenberg, 2 October 2016, http://www.gutenberg.org/ebooks/2383. 

An online video (Youtube, Hulu, etc.) 

 

“The most elaborate acts in vaudeville-1902-1904-Amazing dancers-First silent films-Early cinema.” 

Youtube.com, uploaded by The Great Classics, 26 July 2013, 

https://www.youtube.com/watch?v=hkC1jKa3ztY. 

http://go.galegrou/
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E-mail (including E-mail Interviews) 

 

Berry, Erin. “Re: LBP News.” Received by Leslye Gilchrist, 12 Oct. 2016. 

Tweet 

 

@persiankiwi. “Purple everywhere tonight—ppls chanting and celebrating-#Iran #SoG.” Twitter, 15 June 

2013, 8:59 a.m., http://mobile.twitter.com/persiankiwi/status/345933502165946368.  

 
Further guidelines may be found at the following: 

https://style.mla.org 

https://owl.english.purdue.edu/owl/resource/747/01/ 

https://style.mla.org/
https://owl.english.purdue.edu/owl/resource/747/01/
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USING TRANSITIONS 

 

The types of transitions available to you are as diverse as the circumstances in which you need use 

them. A transition can be a single word, a phrase, a sentence, or an entire paragraph. In each case, it 

functions the same way: first, the transition either directly summarizes the content of a preceding 

sentence, paragraph, or section or implies such a summary (by reminding the reader of what has come 

before). Then it helps the reader anticipate or comprehend the new information that you wish to 

present. 

1. Transitions between sections—Particularly in longer works, it may be necessary to include 

transitional paragraphs that summarize for the reader the information just covered and specify the 

relevance of this information to the discussion in the following section. 

2. Transitions between paragraphs—If you have done a good job of arranging paragraphs so that 

the content of one leads logically to the next, the transition will highlight a relationship that already 

exists by summarizing the previous paragraph and suggesting something of the content of the 

paragraph that follows. A transition between paragraphs can be a word or two (however, for 

example, similarly), a phrase, or a sentence. Transitions can be at the end of the first paragraph, at 

the beginning of the second paragraph, or in both places. 

3. Transitions within paragraphs—As with transitions between sections and paragraphs, transitions 

within paragraphs act as cues by helping readers to anticipate what is coming before they read it. 

Within paragraphs, transitions tend to be single words or short phrases. 

 

Transitional expressions 

Effectively constructing each transition often depends upon your ability to identify words or phrases 

that will indicate for the reader the kind of logical relationships you want to convey. 

 

The table on the next page should make it easier for you to find these words or phrases. Whenever you 

have trouble finding a word, phrase, or sentence to serve as an effective transition, refer to the 

information in the table for assistance. Look in the left column of the table for the kind of logical 

relationship you are trying to express. Then look in the right column of the table for examples of words 

or phrases that express this logical relationship. Keep in mind that each of these words or phrases may 

have a slightly different meaning. Consult a dictionary or writer’s handbook if you are unsure of the 

exact meaning of a word or phrase. 
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LOGICAL 

RELATIONSHIP 

 

TRANSITIONAL EXPRESSION 

Similarity also, in the same way, just as … so too, likewise, similarly,  

Exception/Contrast but, however, in spite of, on the one hand … on the other hand, nevertheless, 

conversely, nonetheless, notwithstanding, in contrast, on the contrary, still, 

yet 

Sequence/Order first, second, third, … next, then, finally 

Time after, afterward, at last, before, currently, during, earlier, immediately, later, 

meanwhile, now, recently, simultaneously, subsequently, then 

Example for example, for instance, namely, specifically, to illustrate, in particular, in 

effect, in other words,  

Emphasis even, indeed, in fact, of course, truly, unquestionably, after all, as a matter of 

fact, to repeat, again, obviously 

 

Verbs that do this: underscores, highlights 

Place/Position above, adjacent, below, beyond, here, in front, in back, nearby, there, 

alongside, at this point, wherever 

Cause and Effect accordingly, consequently, hence, so, therefore, thus 

Additional Support or 

Evidence 

additionally, again, also, and, as well, besides, equally important, further, 

furthermore, in addition, moreover, then 

Clarification Put another way, in other words, for instance, that is 

Adding conditions or 

exceptions 

Although, even though, of course, granted that, if, provided that, to be sure, 

unless 

Conclusion/Summary finally, in a word, in brief, briefly, in conclusion, in the end, in the final 

analysis, on the whole, thus, to conclude, to summarize, in sum, to sum up, 

in summary, in short 
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1 

A Punctuation Primer  

Developed from rules in Line by Line and Elements of Style. 

 

Punctuation provides the road signs that tell a reader exactly what you mean to communicate.  

Consider the difference in the following examples from a recent grammar publication, Eats, Shoots, 

and Leaves, by Lynne Truss: 

 

“Panda:  eats, shoots, and leaves.”  Vs “Panda: eats shoots and leaves.” 

“A woman—without her, man is nothing.” Vs. “A woman, without her man, is nothing.”  
1
 

 

Comma Rules (,) NEVER, NEVER, NEVER USE A COMMA ONLY BECAUSE YOU THINK 

THERE NEEDS TO BE A PAUSE!!!  ALWAYS KNOW WHY YOU ARE USING A COMMA! 

 

1. To separate an independent clause joined by a coordinating conjunction (and, or, nor, but, for) 

The rain could be severe, but we will be inside all day anyway. 
 

2. In independent clauses separated by a semicolon and using a conjunctive adverb (however, moreover, 
consequently, nevertheless, etc.) to begin the second clause. 

I told my students that they would be penalized one letter grade per day for late work; nevertheless, 
many of them still failed to turn the assignment in on time. 

 

3. Parenthetical element: word, phrase, or clause 

* word (however, moreover, consequently—any word that interrupts the flow of the narrative) 

The consequences for slander, however, are severe. 

* phrase (non-restrictive appositive, non-restrictive participial phrase, prepositional phrase that 

interrupts the flow of the sentence) 

Florence, one of the most beautiful cities in Italy, is also extremely crowded. 

This air of this elegant city, filled with the exhaust of countless Vespas, can be stifling. 

 I prefer the hill towns of Tuscany; the air there, by contrast, is pure and clean. 

* clause (non-restrictive clause) 

My brother Andrew, who has a small house there, makes olive oil each year from his own trees. 

 

4. Introductory elements 
*participial phrase (Falling softly to the ground, the autumn leaves were beautiful.) 

*introductory gerund phrase (In surrendering, we sometimes achieve victory.) 
*introductory infinitive phrase (To truly succeed, we must risk failure.) 

*introductory prepositional phrase of four words or more (In the barn behind the house, you will 
find a litter of new kittens.) [Note: fewer usually do not present a problem with clarity]  

*introductory adverb clause (When you get there, look under the overturned wheelbarrow to see 
them.) 

*introductory adverb modal (Tomorrow, we will start to give them away.) 
*introductory mild interjection (Oh, I thought that was due today.) 

 

                                                
1
 From Eats Shoots & Leaves: The Zero Tolerance Approach to Punctuation, Lynne Truss. 
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5. Absolute phrase/nominative absolute (noun + participal or participial phrase, acts like a noun, does 

not affect other words in the sentence grammatically, places a condition on the sentence, functions 

like the ablative case in Latin, can be placed anywhere in the sentence) 

*The weather being fine, we left for our picnic with high spirits. 

*Barrier islands, Okrakoke, North Carolina being one, provide protection from for the mainland. 

*We hurriedly took our seats at the theater, the curtain lights having flashed for the second time. 

 

6. Items in a series (words, phrases, or clauses) 

The colors magenta, puce, and taupe are variations on some of the more common colors. 

Cooking gourmet food, singing in the choir, and reading mysteries are my hobbies. 

 

7. Coordinate adjectives (equal in weight, order can be reversed, or try inserting the word and) 

the long, complex mathematical problem (But not the red big apple) 

 

8. Contrasted elements 

I would prefer the generic medication, not the name brand. 

 

9. Noun in direct address 

Susan, please pass the persimmons. 

 

10. Tag question 

I didn’t request extra time, did you? 

 

11. Separate speaker from dialogue 

The seer said, “Beware the Ides of March!” 

 

12. In an elliptical construction.  

I prefer to read fantasy for fun; my husband, history. 

 

13. Inverted word order (often seen in poetry)  

Magnificent, the sun rose over the horizon. 

 

14. Dates  

The start of school on August 18, 2003, was a day of sorrow for many. [Note the 2nd comma.] 

 

15. Geographical places and addresses  

We live in Shreveport, Louisiana, in the United States of America. [Note the 2nd comma.] 

 

16. Titles and degrees following the names of persons  

Julius Monahan, Ph.D., spoke at a reception last week. [Note the 2nd comma.] 

 

17. For clarity. This rule may only be invoked if your sentence would be nonsense without the comma, 

NOT BECAUSE YOU THINK THERE NEEDS TO BE A PAUSE! 

 

He says that what provisions there are, are hardly enough for six weeks, but I doubt that that’s true. 

I expected them to be selected, and prepared for this eventuality. 
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Semi-Colons (note: a semi-colon is not just a strong comma) (;) 

 

1. To join independent clauses not separated by a coordinating conjunction. These clauses should be 

closely related and balanced. Often, the second clause begins with a coordinating conjunction. 

My brother Andrew is an engineer; my brother John is an artist. 

Both of my brothers are hopeless at writing; however, I am hopeless at art and math! 

 

2. To join independent clauses separated by a coordinating conjunction when there are already commas 

in the first clause. This makes it clear where the new clause begins. 

Packing the car, buying snacks for the trip, and making sure the car was in order were my jobs; and 

going to the bank, turning off the paper, and arranging for the lawn to be mowed were my husband’s. 

 

3. To join items in a series already containing commas. 

I have lived in Shreveport, LA; Baton Rouge, LA; Greensboro, NC; Somers, NY; Chapel Hill, NC; 

Jacksonville, FL; Lubbock, TX; Gainesville, FL; and Boston, MA. 

 

Colons (:) 

1. Use a colon after an independent clause to introduce a list of particulars, an explanation, an 

amplification, or an illustration.  

 

NEVER PLACE A COLON DIRECTLY AFTER A VERB, PARTICULARLY A LINKING VERB!  

 

Hint: You should be able to say the phrase “And here it is” or “And here they are” 99% of the time to 

test if you are placing the colon correctly. 

 

1. A complete sentence followed by an explanatory sentence. 

“But even so, there was a directness of dispatch about animal burial: there was no stopover in the 

undertaker’s foul parlor, no wreath or spray.” 

 

2. Before a formal quotation that supports or contributes to the preceding clause. 

The squalor of the streets reminded him of a line from Oscar Wilde: “We are all in the gutter, but 

some of us are looking at the stars.” 

 

3. Other functions: 

* after the salutation of a formal letter (Dear Mr. Montague:) 

* to separate hour from minute (3:30) 

* to separate title from subtitle (Practical Calligraphy: an Introduction to Italic Script) 

* to separate Bible chapter from verse (Nehemiah 11:7) 
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Dashes (--) 

 

Note: on a keyboard, use two hyphens to achieve a dash. One hyphen is NOT a dash; it’s a hyphen. 

 

Note 2: Use a dash ONLY when a more common mark of punctuation seems inadequate. If you 

overuse dashes, your writing will sound breathless and hysterical. 

 

Note 3: Dashes to set off lists occurring at the beginning or in the middle of a sentence serve much 

the same function as the colon. When used to offset a list at the end of the sentence, the break is 

more abrupt than that seen with a colon. 

 

1. To set of an abrupt break or interruption (when you want to call attention to it). 

“His first thought on getting out of bed—if he had any thought at all—was to get back in again.” 

”The rear axle began to make a noise—a grinding, chattering, teeth-gritting rasp.” 

 

2. to announce a long appositive or summary. 

“The increasing reluctance of the sun to rise, the extra nip in the breeze, the patter of shed leaves 

dropping—all the evidences of fall’s drifting into winter were clearer each day.” 

 

Parentheses ( ) 

Note 1: Like pairs of commas and dashes, used to enclose parenthetical sentence elements. Use 

parentheses when you do not wish to call attention to the information; dashes, when you do. 

 

Note 2: Punctuate a sentence containing items in parentheses exactly as if the parenthetical 

information were absent. The expression within the parentheses is punctuated exactly as if it stood by 

itself EXCEPT that the final stop is omitted unless it is an exclamation point or question mark. 

 

1. To enclose information or explanatory material of minor importance, a sentence within a sentence, 

or a parenthetical sentence that stands by itself. 

”The late Representative Barbara Jordan (Texas) was on that committee.” 

”According to this article about Grandma Moses (1860-1961), she began to point in her seventies. 

”I hope I persuaded Alex (is he a senior?) to help us.” 

 

Brackets [ ] 

1. To enclose words you include in quotations in order to explain. 

”And it leaves an astonished critic wondering just what purpose Mr. Benn and Mr. Beatty think they 

serve with this strangely antique, sentimental claptrap, which opened yesterday [August 13, 1967].” 

 

2. To make editorial changes in a quotation so that the sentence has a smooth syntax. 

 

”Lady Caroline Lamb wrote of Byron, “[He is] mad, bad, and dangerous to know.” 

 

3. To indicate that the author of the quoted material has misspelled or mispronounced a word of 

phrase, use [sic], meaning thus. 

 

“As Dogberry said, “Be vigitant [sic], I beseech you.” 

”The shoulders [sic] marched down the street.” 


