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[bookmark: _Toc182830372]General Rules:
· Double-space all lines in the document – no exceptions
· Check that no extra space is added before or after lines (go to the paragraph menu and making sure that the before and after spaces in the section on Spacing at bottom of the menu both show zero.
· Use the same font/font size for ALL words. For this class, choose Times New Roman or Calibri 12-point.
· Use 1-inch margins for all pages.
· Use first-line indent for all paragraphs but hanging-indent for all work cited entries.
· Justification refers to where a line appears (left, right, or center):
· Left justify all paragraphs
· Center justify the title of your essay and work cited page
· Right justify the page number heading
· Follow Title Case capitalization rules every time you present a title (not just on the works cited page). 
· Capitalize the first word in the title and subtitle, no matter the part of speech
· After the first word, capitalize all words except for: prepositions, articles (a, an, the), coordinating conjunctions (and, or, for, nor, yet, but, so), and “to” when part of the infinitive (e.g., to go)
· Example: The Lord of the Rings: The Director’s Cut
· Containers: Italicize container titles – works published by themselves or that may contain smaller works inside 
· Common containers: books, magazines, web sites, a DVD of a TV show or movie, a collection of poems
· Example: The Norton Anthology of English Literature: The Major Authors
· Example: The New York Times
· Sources: Use quotation marks around for sources – works published inside a container
· Common sources: magazine articles, a web page, an episode from a TV show, a short poem 
· Example: “The Road Not Taken” (a short poem by Robert Frost)
· Example: “How to Gain Confidence in Class” (a webinar from YouTube.com)
· For unpublished works, like a student essay, use title case but no italics or quotation marks.
· Example: Janitors: The Unsung Heroes of High School
· Put the title of your work (e.g., an essay) on the fifth line of the first page, centered, in title case. Do not italicize or put it in quotations marks (since it is an unpublished work).
[bookmark: _Toc182830373]Upper Left First Page Heading
· Use on page 1 only and start on the first line of the page on left side
· On each line: Your Name; Professor Kelli McBride: Course Prefix, Number, and Section#; Date: Day Month Year.  
· Your course section information will be in the following format: ENG 1113.05
· Example:
Jane Doe
Professor Kelli McBride
ENG 2433.01
30 January 2023
[bookmark: _Toc182830374]Right-Side Page Number Heading
· Location: in HEADER of document, ½” from top on the right side
· Use your last name then a space and then use your program’s insert page number function
· Example: Doe 1
[bookmark: _Toc182830375]Works Cited Basics:
· Alphabetize all entries by first word (usually author’s last name).
· For anonymous sources that start with the title of the work, alphabetize by the first word unless it is a, an, or the. In that case, alphabetize by the second word in the title.
· Use Work Cited (1 work only) or Works Cited (more than 1 work listed) on line one, centered
· Left justify all entries
· Using hanging indent for each entry (first line is flush with left margin, and all other lines are indented .5 inches)
· Titles: Generally, follow these rules for italicizing or using quotation marks:
· WC entry has only 1 title: italicize since it should be a container (book, web site, periodical). 
· WC has 2 titles: first in quotations (title of a periodical, web page, song, TV episode, short poem, short fiction); second in italics periodical, web site, TV series, movie, album, anthology).
· WC has 3 titles: first, quotation marks; second, italics; third is most likely a database, so it will be italicized.
[bookmark: _Toc182830376]Miscellaneous
· MLA is short for the Modern Language Association, the styles used in English writing and lit classes. 
· How to present quotations: 
· For quotes that are 1-4 lines typed: use quotation marks, the parenthetical notation, and end punctuation. 
· For quotes that are longer than 4 lines typed: separate quote from paragraph, block indent 0.5” with no quotation marks. End quote with a period and then give the parenthetical notation with no period after.
· Summaries and paraphrases must be documented with parenthetical notations at the very least. It is usually helpful to begin a summary or paraphrase with a lead-in that identifies the author. If you have a summary or paraphrase longer than 1 sentence, then you need to clearly lead-in to show the reader where it begins and a parenthetical notation to show where it ends. 
· Avoid using the title of the work you are citing as a lead-in to the quote. The author(s) name(s) will be sufficient. For anonymous works, do use the title to identify the work. It isn’t wrong to use the titles, but often it bogs down the essay flow with unnecessary info. Some classes, though, may require or prefer you use the titles, so always adapt to the situation.
· Not documenting all sources, no matter how short, is plagiarism and will result in a zero for the paper.


[bookmark: _Toc182830377]Parenthetical Notation Rules
Note that the type and number of authors will determine what you use for the first part of the parenthetical notation. Location information is different depending on how the work is published (online or print) and the type of work (book, video, painting, audio clip). All parenthetical notations for short quotations, summaries and paraphrases end with a period after the closed parentheses. Long quotations (longer than 4 lines typed) use a very different formatting – see the Masterguide to MLA for those rules.
[bookmark: _Toc182830378]Print And Digital Sources
[bookmark: _Toc182830379]One Author:
· Print: (Lastname page#).  Example: (Douglass 32).
· Digital: (Lastname).  Example: (Smith).
[bookmark: _Toc182830380]Two Authors:
· Print: (Lastname and Lastname page#). Example: (Hansen and Barrett 21).
· Digital: (Lastname and Lastname). Example: (Smith and Jones).
[bookmark: _Toc182830381]Three or More Authors:
· Print: (Lastname et al. page#). Example: (Cheuse et al. 278).
· Digital: (Lastname et al.). Example: (Barclay et al.).
[bookmark: _Toc182830382]Organization or Group:
· Print: (Organization Name page#). Example: (Alan Guttmacher Institute 41).
· Digital: (Organization Name). Example: (Pew Research Center).
[bookmark: _Toc182830383]Anonymous Article:
When you have no author, the WC entry leads off with the title of the work; therefore, the parenthetical notation must refer to that title. Use just enough of the title to clearly identify it -usually 1-3 words. If the title begins with an article (a, an, the), use at least 2 words.
· Print: (“Short Form of Title” page#). Example: (“Man Kills Neighbor’s” 21). – original title is “Man Kills Neighbor’s Dog in Fence Dispute”
· Digital: (“Short Form of Title”). Example: (“Finding Your Drone”). – original title is “Finding Your Drone: The Perils of Flying Technology in the Big City”


[bookmark: _Toc182830384]Anonymous Book:
When you have no author, the WC entry leads off with the title of the work; therefore, the parenthetical notation must refer to that title. Use just enough of the title to clearly identify it -usually 1-3 words. If the title begins with an article (a, an, the), use at least 2 words.
· Print: (Shortened Title page#). Example: (My Secret Life 21). – original title is My Secret Life with Honeybees.
· Digital: (Short Form of Title). Example: (House on Hill 21). – original title is House on Hill Street
[bookmark: _Toc182830385]Plays:
· Print: (lastname act:scene:line). Example: (Thurber 2:4:34-36).
· Digital: If the poem or play maintains acts, scenes, sections, and line numbers, use the same formatting as for print versions.
[bookmark: _Toc182830386]Short Poems:
Short poems are usually anything that would not be published by itself but instead in a collection. The titles of short poems are put in quotation marks.
· Print: (lastname lines). Example: (Frost, lines 3-5).
· Digital: If the poem or play maintains acts, scenes, sections, and line numbers, use the same formatting as for print versions.
[bookmark: _Toc182830387]Long Poems:
Long poems refer to anything that would be published on its own, such as an epic. These titles are in italics. Since long poems are often broken into chapters or named sections, any of these sections would be in quotation marks if cited separately.
· Print: If the poem is broken into numbered sections (lastname section: line numbers). Example: (Homer 18:123-130) (18 refers to Book 18 in The Iliad)
· Digital: If the poem or play maintains acts, scenes, sections, and line numbers, use the same formatting as for print versions.
[bookmark: _Toc182830388]Audio Sources
Music or Video Recordings: For audio clips, such as videos and music, whether they come from an online site (e.g., TedTalks and YouTube), DVDs, or CDs, follow these rules:
· Cite authors the same as in print/digital sources but use a time stamp for beginning and ending of clip rather than page number. 
· Account for hour:minute:second for each designated as 2 digits: 00:00:00. Example of a clip that starts at the 33 second mark and ends at the 1 minute 15 second mark: (Frost 00:00:33-01:15).
· Put a dash between the beginning and ending times.
· Examples: 
· One author: (Frost 00:00:33-01:15).
· Group: (National Theatre 00:02:34-03:13).
[bookmark: _Toc182830389]Web Sources:[footnoteRef:1] [1:  Note: If you can see a page number of the computer screen when you look at the source, then cite page numbers. This is usually for PDFs found online. Most HTML-coded web pages do not have page numbers.] 

· 1 Author: (Lastname).  Example: (Smith).
· 2 Authors: (Lastname and Lastname). Example: (Smith and Jones).
· 3 or more Authors: (Lastname et al.). Example: (Barclay et al.).
· Organization: (Organization Name). Example: (Pew Research Center).
· Anonymous Article: (“Short Form of Title”). Example: (“Finding Your Drone”). – original title is “Finding Your Drone: The Perils of Flying Technology in the Big City”
· Anonymous Book: (Short Form of Title). Example: (House on Hill 21). – original title is House on Hill Street
[bookmark: _Toc97673583][bookmark: _Toc182830390]Special Parenthetical Notation Formats
· Author with 2 or more articles on the work cited page: 
· Neither author name or title used in sentence: (Lastname, Shortened title page#). Example: (Wells, The Time 34) and (Wells, The Island 543).
· Author’s name in the sentence: (The Time 34) and (The Island 543).
· Title used in the sentence: (Wells 34) and (Wells 543).
· Authors with same last name: Add the 1st initial to each author’s name or the 1st name if the initials are the same. Example: (E. James 34) and (T. James 128), or (Don Murray 2) and (Della Murray 90).
· Article with only 1 page: Do not cite a page number. Example: (Jones). 
· Referring to the whole work: If you are commenting about the general purpose or nature of a work, you do not cite page numbers. If you use the author’s name in the sentence, then you do not need a parenthetical notation if the work cited entry begins with the author’s name. If you do not use the name in the sentence, then use a parenthetical notation with the author’s name only. Examples:
· Plato’s Republic is famous for its discussion of the best way to structure and govern a state.
· [bookmark: _Toc97673591]One required read for political science majors is Republic (Plato).
[bookmark: _Toc182830391]Work Cited and Parenthetical 
Notation Templates
Follow the basic rules for formatting authors and page-ranges. Examples below show only 1 author and printed versions unless the source is only digital.
[bookmark: _Toc97673592][bookmark: _Toc182830392]BOOK IN PRINT (Includes PDFs)
Lastname, Firstname.  Title of Book. Edition[footnoteRef:2], Publisher[footnoteRef:3], year published. [2:  We abbreviate edition to ed. For the number, you can spell it out or use abbreviations: Second or 2nd.]  [3:  When listing publisher names, do not include the following parts: Company, Inc., LLC, Book. If a university press, replace University with a capital U and Press with a capital P. For example, Oxford University Press would be Oxford UP and the University of Oklahoma Press would be U of Oklahoma P.] 

[bookmark: _Toc182830393]Parenthetical notation: 
· For 1 page: (Lastname page#). Example: (Martin 3)
· For 2 or more pages: (Lastname page#-page#). Example: (Martin 4-5).
[bookmark: _Toc97673597][bookmark: _Toc182830394]A Book In A Database.
Examples of databases are Ebsco and Google Books. Cite the work according to normal MLA rules but add the database name (italicized since it is a container) and location (URL or DOI number)[footnoteRef:4]. [4:  Remember to remove http:// and https:// from URLS. If you have a choice of a URL or DOI #, always use DOI] 

[bookmark: _Toc97673598]Example: 
Merrill, David M. First Principles of Instruction. Wiley, 2012. Google Books, www.google.com/books/edition/First_Principles_of_Instruction/6PQBV4LUMF0C?hl=en&gbpv=0. 
[bookmark: _Toc182830395]Parenthetical notation: 
· (Merrill 23).
[bookmark: _Toc182830396]An E-BOOK
Add the e-book version after the version/edition information (or after the title if no edition number). If divided into chapters, cite those instead of page numbers.
[bookmark: _Toc97673599]
Example:
Jones, Cynthia. Love in the Time of Cicadas. Kindle ed., Penguin, 2019.
[bookmark: _Toc182830397]Parenthetical notation: 
· (Jones, ch. 3).
[bookmark: _Toc97673608][bookmark: _Toc182830398]Periodicals
[bookmark: _Toc182830399]Magazine Article
[bookmark: _Toc97673609][bookmark: _Toc182830400]In print:
Lastname, Firstname.  “Title of Article.” Title of Magazine, day mon. year, page-range.
[bookmark: _Toc182830401]Parenthetical notation: 
· (Lastname page#).
[bookmark: _Toc97673610][bookmark: _Toc182830402]Online (Not a PDF):
Lastname, Firstname.  “Title of Article.” Title of Magazine, Sponsor/Publisher, day mon. year, URL.
[bookmark: _Toc182830403]Parenthetical notation: 
· (Lastname).
[bookmark: _Toc97673611][bookmark: _Toc182830404]Print magazine article in a database:
Lastname, Firstname.  “Title of Article.” Title of Magazine, day mon. year, page-range. Database name, URL or DOI.
[bookmark: _Toc182830405]Parenthetical notation: 
· (Lastname page#).
[bookmark: _Toc97673612][bookmark: _Toc182830406]Web magazine article in a database:
Lastname, Firstname.  “Title of Article.” Title of Magazine, day mon. year, original URL (if provided). Database name, URL or DOI.
[bookmark: _Toc182830407]Parenthetical notation: 
· (Lastname).
[bookmark: _Toc97673613][bookmark: _Toc182830408]Newspaper Article
[bookmark: _Toc97673614][bookmark: _Toc182830409]In print:
Lastname, Firstname.  “Title of Article.” Title of Newspaper [city if not in title], edition[footnoteRef:5], day mon. year, page-range.   [5:  Some newspapers print special editions on the same day. For example, a large paper may have an early Sunday, Sunday, and late Sunday edition. You would have to identify this edition since content will be updated each time. If the paper simply provides an edition number, you usually do not cite it unless it is a special edition.] 

[bookmark: _Toc182830410]Parenthetical notation: 
· (Lastname page#).
Note: 
· When to add city: include the place of publication for newspapers that do not already have the place in their titles or for national newspapers (e.g., USA Today)
· When to use edition: include the edition if the newspaper publishes different editions, like morning, evening, national, local.
[bookmark: _Toc97673615][bookmark: _Toc182830411]Online (Not a PDF):
Lastname, Firstname.  “Title of Article.” Title of Newspaper, Sponsor/Publisher, day mon. year, URL.
[bookmark: _Toc182830412]Parenthetical notation: 
· (Lastname).
[bookmark: _Toc97673616][bookmark: _Toc182830413]In a database:
Lastname, Firstname.  “Title of Article.” Title of Newspaper, day mon. year, page-range. Database name, URL or DOI.
[bookmark: _Toc182830414]Parenthetical notation: 
· (Lastname page#).
[bookmark: _Toc97673617][bookmark: _Toc182830415]Web newspaper article in a database:
Lastname, Firstname.  “Title of Article.” Title of Magazine, day mon. year, original URL (if provided). Database name, URL or DOI.
[bookmark: _Toc182830416]Parenthetical notation: 
· (Lastname).
[bookmark: _Toc97673618][bookmark: _Toc182830417]Journal Article
[bookmark: _Toc97673622][bookmark: _Toc182830418]In print:
Lastname, Firstname.  “Title of Article.” Title of Journal, vol. #, no. #, year, page range.
[bookmark: _Toc182830419]Parenthetical notation: 
· (Lastname page#).
[bookmark: _Toc182830420]Online (Not a PDF):
Lastname, Firstname.  “Title of Article.” Title of Journal, Sponsor/Publisher, vol. #, no. #, year, URL or DOI.
[bookmark: _Toc182830421]Parenthetical notation: 
· (Lastname).
[bookmark: _Toc182830422]Web journal article in a database:
Lastname, Firstname.  “Title of Article.” Title of Journal, vol. #, no. #, year, page range or URL or DOI (if not originally in print). Database name, URL or DOI.
[bookmark: _Toc182830423]Parenthetical notation: 
· PDF version: (Lastname #).
· HTML or online version: (Lastname).
[bookmark: _Toc182830424]PDF Articles
[bookmark: _Toc97673625]If the online article you are using is a link that ends in PDF, follow this template. 
Lastname, Firstname.  “Title of Article.” Title of Container, day mon. year, page-range, URL.
[bookmark: _Toc182830425]Parenthetical notation: 
· (Lastname page#).
[bookmark: _Toc97673626][bookmark: _Toc182830426]Videos, Images, And Music
[bookmark: _Toc97673627][bookmark: _Toc182830427]Online Video
Lastname, Firstname.  “Title of Video.” Title of Platform, uploaded by NAME, date, URL.
[bookmark: _Toc182830428]Parenthetical notation: 
· (Lastname hour:min:sec range).
[bookmark: _Toc97673629][bookmark: _Toc182830429]Online Image 
Artist Lastname, First. “Title of Work.” Website Name, sponsor/publisher, date, URL. Accessed on date if no publication date.
[bookmark: _Toc182830430]Parenthetical notation: 
· (Lastname).
[bookmark: _Toc97673600][bookmark: _Toc182830431]Anthology In Print (Editors And Authors)
[bookmark: _Toc97673601][bookmark: _Toc182830432]One editor:
Editor lastname, firstname, editor. Name of Anthology. Edition, publisher, year.
[bookmark: _Toc182830433]Parenthetical notation: 
· (Lastname page#).
[bookmark: _Toc97673602][bookmark: _Toc182830434]Two editors:
Editor lastname, firstname, and firstname lastname, editors. Name of Anthology. Edition, publisher, year.
[bookmark: _Toc182830435]Parenthetical notation: 
· (Lastname and Lastname page#).
[bookmark: _Toc97673603][bookmark: _Toc182830436]3 or more editors
Editor lastname, firstname, et al., editors. Name of Anthology. Edition, publisher, year.
[bookmark: _Toc182830437]Parenthetical notation: 
· (Lastname et al. page#).
[bookmark: _Toc97673604][bookmark: _Toc182830438]Citing By Author Included In The Anthology:
[bookmark: _Toc97673605][bookmark: _Toc182830439]Short work:
Author last, First. “Title of Work.” Title of Anthology, edited by Firstname Lastname, edition, publisher, year, pp. page-range.
[bookmark: _Toc182830440]Parenthetical notation: 
· (Lastname page#).
[bookmark: _Toc97673606][bookmark: _Toc182830441]Long work:
Author last, First. Title of Work. Title of Anthology, edited by Firstname Lastname, edition, publisher, year, page-range.
[bookmark: _Toc182830442]Parenthetical notation: 
· (Lastname page#).
[bookmark: _Toc97673607][bookmark: _Toc182830443]Anonymous work:
Follow the templates above without the author information, leading off with the title of the work using the first 3 words.
[bookmark: _Toc182830444]Parenthetical notation: 
· [bookmark: _Toc97673633]Short Work: (“Short Title” page#).
· Long work: (Shortened Title page#).
[bookmark: _Toc182830445]Class Handouts
[bookmark: _Toc97673634][bookmark: _Toc182830446]Handouts created by the teacher
Instructor's Name. "Title of Handout." Course Number: Course Title, Seminole State College, Oklahoma, Date. Class Handout.
[bookmark: _Toc182830447]Parenthetical notation: 
(Lastname page#)
[bookmark: _Toc97673635][bookmark: _Toc182830448]Handouts from other sources
These should have the original source information that you can use to cite.
[bookmark: _Toc182830449]Parenthetical notation: 
· PDF: (Lastname page#).
· Non-PDF: (Lastname).

Updated November 2024 – Kelli McBride
