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Locating Sources 
 

Explanation: Once you have chosen or been assigned a research topic, the first step is to find sources that 
will help you gather information related to your topic. 

 
Print Books: In the library print books are organized by the Dewey decimal system where the call 
numbers on the spines of the books indicate their subject. 

000: Computer science, information, and 
general works 
000 Computer science, knowledge & 
systems 
010 Bibliographies 
020 Library & information sciences 
030 Encyclopedias & books of facts 
040 [Unassigned] 
050 Magazines, journals & serials 
060 Associations, organizations & museums 
070 News media, journalism & publishing 
080 Quotations 
090 Manuscripts & rare books 

100: Philosophy and psychology 
100 Philosophy 
110 Metaphysics 
120 Epistemology 
130 Parapsychology & occultism 
140 Philosophical schools of thought 
150 Psychology 
160 Logic 
170 Ethics 
180 Ancient, medieval & eastern 
philosophy 
190 Modern western philosophy 

200: Religion 
200 Religion 
210 Philosophy & theory of religion 
220 The Bible 
230 Christianity & Christian theology 
240 Christian practice & observance 
250 Christian pastoral practice & religious 
orders 
260 Christian organization, social work & 
worship 
270 History of Christianity 
280 Christian denominations 
290 Other religions 

300: Social science 
300 Social sciences, sociology & 
anthropology 
310 Statistics 
320 Political science 
330 Economics 
340 Law 
350 Public administration & military science 
360 Social problems & social services 
370 Education 
380 Commerce, communications & 
transportation 
390 Customs, etiquette & folklore 

400: Language 
400 Language 
410 Linguistics 
420 English & Old English languages 
430 German & related languages 
440 French & related languages 
450 Italian, Romanian & related languages 
460 Spanish & Portuguese languages 
470 Latin & Italic languages 
480 Classical & modern Greek languages 
490 Other languages 

500: Scicence 
500 Science 
510 Mathematics 
520 Astronomy 
530 Physics 
540 Chemistry 
550 Earth sciences & geology 
560 Fossils & prehistoric life 
570 Life sciences; biology 
580 Plants (Botany) 
590 Animals (Zoology) 

600: Technology 
600 Technology 
610 Medicine & health 
620 Engineering 
630 Agriculture 
640 Home & family management 
650 Management & public relations 
660 Chemical engineering 
670 Manufacturing 
680 Manufacture for specific uses 
690 Building & construction 

700: Arts and recreation 
700 Arts 
710 Landscaping & area planning 
720 Architecture 
730 Sculpture, ceramics & metalwork 
740 Drawing & decorative arts 
750 Painting 
760 Graphic arts 
770 Photography & computer art 
780 Music 
790 Sports, games & entertainment 

800: Literature 
800 Literature, rhetoric & criticism 
810 American literature in English 
820 English & Old English literatures 
830 German & related literatures 
840 French & related literatures 
850 Italian, Romanian & related literatures 
860 Spanish & Portuguese literatures 
870 Latin & Italic literatures 
880 Classical & modern Greek literatures 
890 Other literatures 

900: History 
900 History 
910 Geography & travel 
920 Biography & genealogy 
930 History of ancient world (to ca. 499) 
940 History of Europe 
950 History of Asia 
960 History of Africa 
970 History of North America 
980 History of South America 
990 History of other areas 

Locating books on BHS Library’s online card catalog: 
1. Go to https://www.bwschools.net/baldwin-high 

-school/academics/library 
2. Click the “BHS Online Card Catalog” link 
3. Click on the “Baldwin High School” link 
4. Click on the “Catalog” link 
5. Choose search type and enter search word(s) in “Find” section 
6. Use the call numbers of the books to locate them in the library. 
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Online Databases: Baldwin High School’s library offers access to numerous online databases, which are 
print materials gathered in an online collection.  Databases are generally organized by the type of 
subject(s) their materials address, which is typically indicated by the database title. 
 

Databases offered by Baldwin High School’s library: (in the order they are listed online) 
Academic OneFile (biology, criminal justice, 
environmental science, marketing, 
psychology, chemistry, economics, history, 
and political science) 

Agricultural Collection Business Collection 

Business Economics and Theory Communications and Mass Media 
Collection 

Criminal Justice Collection 

Culinary Arts Collection Diversity Studies Collection Educator’s Reference Complete (field of 
education) 

Environmental Studies and Policy Collection Fine Arts and Music Collection Gale Virtual Reference Library (arts and 
humanities, environment, math, history, law, 
literature, multicultural studies, U.S. state details, 
science, social science, technology) 

Gardening, Landscaping, and Horticulture 
Collection 

Gender Studies Collection General OneFile (careers, technology, health, 
education, history, current events, finance, 
self-help) 

General Science Collection Artemis (literature) Home Improvement Collection 

Hospitality, Tourism, and Leisure Collection Information Science and Library 
Issues Collection 

Informe Academico 

Info Trac Newsstand (access to newspapers) Insurance and Liability Collection Military and Intelligence Database 

Nursing and Allied Health Collection Physical Therapy and Sports 
Medicine Collection 

Pop Culture Collection 

Popular Magazines Professional Collection (professional 
development for educators) 

Psychology Collection 

Religion and Philosophy Collection Small Business Collection Student Edition (current events, the arts, science, 
popular culture, health, people, government, 
history, sports) 

U.S. History Collection Vocations and Careers Collection War and Terrorism Collection 

World History Collection World History In Context Gale Literary Sources (literature) 

Books & Authors Business Insights: Essentials GREENR (Global Reference on the Environment, 
Energy, and Natural Resources) 

Health & Wellness Resource Center Kids InfoBits (geared toward 
younger students) 

Literature Criticism Online 

Literature Resource Center LitFinder (literature) Research In Context (for middle-schoolers) 

Locating the online databases and sources on the databases: 
1. Go to https://www.bwschools.net/baldwin-high -school/academics/library 
2. Click on the “Electronic Resources” link 
3. Click on the “eBooks and Databases” link - If not at BHS: Type in the password → bhslibrary 
4. Click on the name of the database you want to search 
5. Type in the word(s) related to your research topic in the search bar 
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Evaluating Sources 
 

Explanation: When researching, you can often locate far more potential sources for your topic than you 
will have time to read.  Your challenge will be to determine what kinds of sources you need and then 
select a reasonable number of trustworthy sources.  This kind of decision-making is referred to as 
evaluating sources. 
 
Finding useful sources:  

Does the 
source 

relate to 
my topic? 

A book: 
● Glance through the table of contents to look for key words related to your topic 
● Scan the preface in search of a statement of the author’s purposes 
● Use the index to look up a few words related to your topic 
● If a chapter looks useful, read its opening and closing paragraphs and skim any 

headings 
 
A print or online article: 

● Read the title, any headings, and opening paragraphs looking for ideas related to 
your topic 

● Look for an abstract, synopsis, or statement of purpose at the beginning; also look 
for a summary at the end 

● Look for any visuals - charts, graphs, diagrams, or illustrations - that might 
indicate the article’s focus and content 

Is a source 
scholarly? 

A scholarly source will tend to have/show the following: 
● Formal language and presentation 
● Authors who are academics or scientists 
● Footnotes or a bibliography documenting the works cited by the author in the 

source 
● Original research and interpretation, rather than a summary of other people’s work 
● Quotations from and analysis of primary sources (in humanities disciplines such 

as history, literature, and philosophy) 
● A description of the research methods or a review of related research (in the 

sciences and social sciences) 
 
A note about Wikipedia: Many instructors do not consider wikis, such as Wikipedia, to be 
appropriate sources for college research.  The information found on wikis is often 
general, and the authors are enthusiasts but not experts.  Most wiki entries include 
reference section, however, that can point you to valuable, credible sources. 
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Finding credible sources:  

All 
source 
types 

● Is the author or sponsor of the source associated with any special interest group (such as 
PETA or the NRA) that might favor or emphasize one side of an issue? 

● How does the author support his/her claim - with relevant and sufficient evidence 
(credible) or with just a few emotional examples or personal stories (not credible)? 

● Are ideas and/or data consistent with those you encounter in other sources? 
● Does the author explain where his/her data and research came from? 
● Does the author consider opposing views/arguments and refute them persuasively? 

On the 
Web 

● Authorship: Determine whether the Web site or document has an author and if author’s 
credentials are listed evidencing his/her knowledge and credibility. 

● Sponsorship: Check to see if the sponsor for the Web site is a reputable organization, a 
government agency, or a university.  Is the group sponsoring the site likely to look at only 
one side of a debatable issue?  The domain extension on the URL often signals the type of 
group sponsoring the website (.com = commercial, .edu = educational, .org = nonprofit, 
.gov = governmental, .mil = military, .net = network) 

● Purpose and audience: Try to determine the purpose of the Web site.  Is the site trying to 
sell a product, promote an idea, or inform the public?  Is the purpose consistent with your 
research? 

● Currency: Find out when the site was created or last updated.  Is it current enough for 
your purposes? 
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Creating a Working Bibliography 
 

Explanation: While you are finding sources that you may use in your paper, you must keep a record of 
publication information for each source that you view or read.  You use this information to create a 
working bibliography that will help you locate the sources later to take notes.  The working bibliography 
is also a draft of the final list of sources you will cite at the end of your research paper or project. 
 
What information to look for: For each source, find as much of the following information as possible.  

For an entire book... 
○ Full name of author(s); any editors or translators 
○ Title (and subtitle if there is one) 
○ Full name of editor(s) 
○ Edition (if not the first edition) 
○ Publishing company 
○ Place of publication 
○ Most recent year of publication 

For a section or chapter of a book... 
○ Full name of author(s) of the section or chapter 
○ Title of the section or chapter 
○ Author(s) of the book; any editors or translators 
○ Title of the book (and subtitle if there is one) 
○ Full name of editor(s) 
○ Edition (if not the first edition) 
○ Publishing company 
○ Place of publication 
○ Most recent year of publication 
○ Page number(s) of the section or chapter 

For an article in a reference book… 
○ Full name of author(s) of the article 
○ Title of the article (and subtitle if there is one) 
○ Title of the reference book (and subtitle if there 

is one) 
○ Full name of editor(s) 
○ Edition (if not the first) 
○ Volume number of the reference book (if book is 

part of a multi-volume collection) 
○ Publishing company 
○ Place of publication 
○ Most recent year of publication 
○ Page number(s) of the article 

For an article retrieved from an online database… 
○ Full name of author(s) of the article 
○ Title of article (and subtitle if there is one) 
○ Title of the print book/journal 
○ Full name of book/journal editor(s) 
○ Edition of book/journal (if not the first) 
○ Volume and issue number (if original print 

source was a journal) 
○ Publishing company of the book/journal 
○ Place of book/journal’s publication 
○ Most recent year of publication of the 

book/journal (including month or season, if 
listed) 

○ Page number(s) of the article in the book/journal 
○ Name of the online database 
○ Complete URL for the article 

For a work (Web page, article, blog post, video, 
image, speech transcript, audio) from a Web site... 

○ Full name of author(s) of the work 
○ Title (and subtitle if there is one) of the work 
○ Title of the Web site 
○ Name of person who uploaded (for video or 

audio selections) 
○ Name of narrator (for videos if given) 
○ Sponsor or publisher of the site (if the title of the 

Web site and its sponsor/publisher are the same 
or similar, just list the title of the site and omit 
the sponsor/publisher) 

○ Date of online publication (or latest update) 
○ URL of the page 
○ Date of access (if no update date on site) 
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How to know which format to use for citing sources: 
 
➔ MLA (Modern Language Association): English, art, theater, foreign language 
➔ APA (American Psychological Association): History, sociology, psychology, business, science, 

math 
 

How to cite the information for different types of sources:  
List as much of the information as shown in each citation sample.  If the source does not provide certain 

information, skip that part in the citation and move on to the next part of the citation. 
 

#1-9: General guidelines for listing authors → The formatting for authors’ names in items #1-9 applies 
to all sources - books, articles, Web sites - in print, on the Web, or in other media. 

 

#1. Single author (examples are for a book): 

MLA Author Last Name, First Name Middle 
Name or Initial if given. Title of Book. 
Publisher, Year of publication. 

Bowker, Gordon Hal. James Joyce: A New 
Biography. Farrar, Straus and Giroux, 2012. 

APA Author Last Name, First Initial. Middle 
Initial if given. (Year of publication). 
Title of book. Place of Publication: 
Publisher. 

Bowker, G. H. (2012). James Joyce: A new 
biography. New York, NY: Farrar, Straus and 
Giroux. 

 
#2. Multiple authors (examples are for books): 

MLA: 
Two 

authors 

First author Last Name, First Name, and 
second author First Name Last Name. Title 
of Book. Publisher, Year of publication. 

Gourevitch, Philip, and Errol Morris. 
Standard Operating Procedure. 
Penguin Books, 2008. 

MLA: 
Three or 

more 
authors 

First author Last Name, First Name, et al. Title 
of Book. Publisher, Year of publication. 

Zumeta, William, et al. Financing 
Higher Education: A Global 
Dilemma. Harvard Education Press, 
2012. 

 
APA:  

Two to 
seven 

authors 

*List up to seven authors by last names 
followed by first name initial and middle name 

initial (if given).  Use an ampersand (&) 
before the name of the last author. 

First author Last Name, Initials., second author 
Last Name, Initials., & third author Last 
Name, Initials. (Year of publication). Title 
of book. Place of Publication: Publisher. 

Zumeta, W., Stanford, B. H., & Hurtley, 
F. A. (2012). Financing higher 
education: A global dilemma. 
Cambridge, MA: Harvard 
Education Press. 

APA:  
Eight or 

more 

*List the first six authors by last names 
followed by first name initial and middle name 
initial (if given).  Then, put three ellipsis dots 
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authors and the last author. 
First author Last Name, Initials., Last Name, 

Initials., Last Name, Initials., Last Name, 
Initials., Last Name, Initials., Last Name, 
Initials., . . . Last author Last Name, 
Initials. (Year of publication). Title of book. 
Place of Publication: Publisher. 

 
Datta, S. J., Khumnoon, C., Lee, Z. H., 

Moon, W. K., Docao, S., Nguyen, 
T. H., . . . Yoon, K. B. (2015). The 
science behind the bicycle. 
Berkeley: University of California 
Press. 

 
#3: Organization or company as author (examples are for a book): 

MLA Organization Name (not abbreviated). Title of 
Book. Publisher, Year of publication. 

Human Rights Watch. World Report of 
2015: Events of 2014. Seven Stories 
Press, 2015. 

 
 

APA 

*If the organization is the author and the 
publisher, put the word “Author” where the 

publisher name goes in the citation. 
Organization Name (not abbreviated). (Year of 

publication). Title of book. Place of 
Publication: Publisher. 

Human Rights Watch. (2015). World 
report of 2015: Events of 2014. New 
York, NY: Seven Stories Press. 

 
#4: No author listed (examples are for a book): 

MLA Title of Book. Publisher, Year of publication. Hazards of Primary Care in Aging Populations. 
J.B. Lippincott, 1978.  

APA Title of book. (Year of publication). Place of 
Publication: Publisher. 

Hazards of primary care in aging populations. 
(1978). Philadelphia, PA: J.B. Lippincott. 

 
#5: Editor and no author (examples are for a book): 

MLA Editor Last Name, First Name, editor. 
Title of Book. Publisher, Year of 
publication. 

Horner, Avril, editor. Living on Paper: Letters 
from Iris Murdoch. Princeton UP, 2016. 

APA Editor Last Name, First Initial. Middle 
Initial if given. (Ed.). (Year of 
publication). Title of book. Place of 
Publication: Publisher. 

Horner, A. (Ed.). (2016). Living on paper: Letters 
from Iris Murdoch. Princeton, NJ: Princeton 
University Press. 

 
#6: Multiple editors and no author (examples are for a book): 

MLA First editor Last Name, First Name, and second 
editor First Name Last Name, editors. Title 
of Book. Publisher, Year of publication. 

*For three or more editors, list the first editor’s 
Last Name, First Name, et. al, editors. 

Horner, Avril, and Anne Rowe, editors. 
Living on Paper: Letters from Iris 
Murdoch. Princeton UP, 2016. 
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APA First editor Last Name, First Initial. Middle 
Initial if given., & second editor Last Name, 
First Initial. Middle Initial if given. (Eds.). 
(Year of publication). Title of book. Place of 
Publication: Publisher. 

*For two to seven editors, list the last names 
and initials of all editors followed by an 
ampersand (&) before the last editor and 

(Eds.). 

Two editors: 
Horner, A., & Rowe A. (Eds.). (2016). 

Living on paper: Letters from Iris 
Murdoch. Princeton, NJ: Princeton UP. 

 

Three editors: 
Horner, A., Thompson, T. W., & Rowe A. 

(Eds.). (2016). Living on paper: Letters 
from Iris Murdoch. Princeton, NJ: 
Princeton University Press. 

 
#6: Author and editor (examples are for a book): 

MLA Author Last Name, First Name. Title of 
Book. Edited by editor First Name 
Last Name, Publisher, Year of 
publication. 

Ullmann, Regina. The Country Road: Stories. 
Edited by Kurt Beals, New Directions 
Publishing, 2015. 

APA Author Last Name, First Initial. Middle 
Initial if given., & editor Last Name, 
First Initial. Middle Initial if given. 
(Ed.). (Year of publication). Title of 
book. Place of Publication: Publisher. 

Ullmann, R., & Beals, K. (Ed.). (2015). The 
country road: Stories. New York, NY: New 
Directions Publishing. 

 
#7: Author and multiple editors (examples are for a book): 

MLA Author Last Name, First Name. Title of 
Book. Edited by first editor First Name 
Last Name and second editor First 
Name Last Name, Publisher, Year of 
publication. 

Morgan, James. How to Write an Essay. Edited by 
Richard Thomas Yount and William Vizza, 
Library of America, 2000. 

APA Author Last Name, First Initial. Middle 
Initial if given., & first editor Last 
Name, First Initial. Middle Initial if 
given. (Ed.), & second editor Last 
Name, First Initial. Middle Initial if 
given. (Ed.). (Year of publication). 
Title of book. Place of Publication: 
Publisher. 

Morgan, J., & Yount, R. T. (Ed.), & Vizza, W. 
(Ed.). (2000). How to write an essay. New 
York: NY: Library of America. 

 
#8: Translator and no author (examples are for a book): 

MLA Translator Last Name, First Name, 
translator. Title of Book. Publisher, 
Year of publication. 

 

Pelikan, James, translator. The Varieties of 
Religious Experience. Palgrave, 2009. 
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APA Translator Last Name, First Initial. Middle 
Initial if given. (Trans.). (Year of 
publication). Title of book. Place of 
Publication: Publisher. 

Pelikan, J. (Trans.). (2009). The varieties of 
religious experience. New York, NY: 
Palgrave. 

 
#9: Author and translator (examples are for a book): 

MLA Author Last Name, First Name. Title of 
Book. Translated by translator First 
Name Last Name, Publisher, Year of 
publication. 

Murakami, Hoy. Tsukuru Tazaki and His Years of 
Pilgrimage. Translated by Peter Gabriel, 
Knopf, 2014. 

APA Author Last Name, First Initial. Middle 
Initial if given. (Year of publication). 
Title of book (translator First Initial. 
Last Name, Trans.). Place of 
Publication: Publisher. 

Murakami, H. (2014). Tsukuru Tazaki and his 
years of pilgrimage (P. Gabriel, Trans.). 
Cambridge, England: Knopf. 

 
#10-18: Guidelines for citing common print sources 
 
#10: A entire book 

MLA Author Last Name, First Name. Title of 
Book. Publisher, Year of publication. 

 
* If a book title appears within a book 

title, underline the title within the title 

Wolfe, Tom. Back to Blood. Little Publishing, 
2013. 

 
Wolfe, Tom. Back to Blood in William 

Shakespeare’s The Tragedy of Macbeth. 
Little Publishing, 2013. 

APA Author Last Name, First Initial. Middle 
Initial if given. (Year of publication). 
Title of book. Place of Publication: 
Publisher. 

Wolfe T. (2013). Back to blood. London, England: 
Little Publishing. 

 
#11: A book with an edition 

MLA Author Last Name, First Name. Title of 
Book. Abbreviated edition number ed., 
Publisher, Year of publication. 

Eagleton, Terry. Literary Theory. 3rd ed., U of 
Minnesota P, 2008. 

APA Author Last Name, First Initial. Middle 
Initial if given. (Year of publication). 
Title of book (Abbreviated edition 
number ed.). Place of Publication: 
Publisher. 

Eagleton, T. (2008). Literary theory (3rd ed.). 
Minneapolis: University of Minnesota Press. 
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#12: A chapter of a book (when the chapter has its own author) 

MLA Chapter author Last Name, First Name. 
“Title of Chapter.” Title of Book. 
edited by editor of book First Name 
Last Name, Publisher, Year of 
publication, pp. Page numbers of 
chapter. 

 
*If a book title appears within a chapter, 

title, italicize the book title 

Rizga, Kristina. “Mission Middle School.”  A 
Study of One School, edited by Ben Marcus, 
Nation Books, 2015, pp. 54-76. 

 
 
 
 
Rizga, Kristina. “Banning of To Kill a 

Mockingbird in Mission Middle School.” A 
Study of One School, edited by Ben Marcus, 
Nation Books, 2015, pp. 54-76. 

APA Chapter author Last Name, First Initial. 
Middle Initial if given. (Year of 
publication). Title of chapter. In editor 
First Initial. Last Name (Ed.), Title of 
book (pp. Page numbers of chapter). 
Place of Publication: Publisher. 

Rizga, K. (2015). Mission elementary In B. 
Marcus (Ed.), A study of one school 
(pp.54-76). Chicago, IL: Nation Books. 

 
#13: An introduction in a book (use the same format for a foreword, afterword, or preface in a book but 
substitute “Foreword,” “Afterword,” or “Preface” where “Introduction” appears in these samples) 

MLA Introduction author Last Name, First Name. 
Introduction. Title of Book, by Author of 
book First Name Last Name, Publisher, 
Year of publication, pp. Page numbers of 
introduction. 

Bennett, Hal Zina. Introduction. A Guide to 
Writing Memoir, by Lisa Dale Norton, St. 
Martin’s Griffin, 2008, pp. xiii-xvi. 

APA Introduction author Last Name, First Initial. 
Middle Initial if given. (Year of 
publication). Introduction. In author First 
Initial. Last Name, Title of book (pp. Page 
numbers of introduction). Place of 
Publication: Publisher. 

Bennett, H. Z. (2008). Introduction. In L. D. 
Norton, A guide to writing memoir (pp. 
xiii-xvi). San Francisco, CA: St. Martin’s 
Griffin. 

 
#14: An article in a journal 

MLA Article author Last Name, First Name. “Title of Article.” 
Title of Journal. vol. Number of volume, no. Number 
of issue, Season or Abbreviated Month if given and 
Year of publication, pp. Pages of article. 

Matchie, Thomas. “Law and 
Love.” The Midwest 
Quarterly, vol. 56, no. 4, 
Summer 2015, pp. 353-64. 

APA Article author Last Name, First Initial. Middle Initial if 
given. (Year, Month or Season of publication). Title of 
article. Title of Journal, Volume number(Issue 
number), Page numbers of article. 

Matchie, T. (2015, Summer). 
Law and love. The Midwest 
Quarterly, 56(4), 353-364. 
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#15: An article in a magazine 

MLA Article author Last Name, First Name. “Title of Article.” 
Title of Magazine, vol. Number of volume, no. Number 
of issue, Abbreviated Month and Year of publication, 
pp. Pages of article. 

Bryan, Christy. “Ivory 
Worship.” National 
Geographic, vol. 15, no. 2, 
Oct. 2012, pp. 28-61. 

APA Article author Last Name, First Initial. Middle Initial if 
given. (Year, Month of publication). Title of article. 
Title of Magazine, Volume number(Issue number), Page 
numbers of article. 

Bryan C. (2012, October). Ivory 
worship. National 
Geographic, 15(2), 28-61. 

 
#16: An article in a newspaper 

MLA Article author Last Name, First Name. “Title of 
Article.” Title of Newspaper, Date Abbreviated 
Month and Year of publication, pp. Pages of article. 

*If the city of publication is not obvious from the title of 
the newspaper, include the city in brackets after the 

newspaper title. 

Bray, Hiawatha. “As Toys Get 
Smarter, Privacy Issues 
Emerge.” The Boston Globe, 10 
Dec. 2015, pp. 1, 18. 

APA Article author Last Name, First Initial. Middle Initial if 
given. (Year, Month Date of publication). Title of 
article. Title of Newspaper, pp. Page numbers of 
article. 

Bray, H. (2015, December 10). As 
toys get smarter, privacy issues 
emerge. The Boston Globe, pp. 1, 
18. 

 
#17: An article in a reference book (such as an anthology or multi-volume collection) 

MLA Article author Last Name, First Name. “Title 
of Article.” Title of Book. edited by editor 
of book First Name Last Name, Number of 
edition if not first ed., vol. Volume 
number, Publisher, Year of publication, pp. 
Page numbers of article. 

Barber, Russell J. “Anthropological Ethics.” 
Encyclopedia of Ethics, edited by John 
K. Roth, 3rd ed., vol. 1, Salem Press, 
2005, pp. 67-80. 

APA Article author Last Name, First Initial. Middle 
Initial if given. (Year of publication). Title 
of article. In editor First Initial. Last Name 
(Ed.), Title of book (Vol. Volume number, 
pp. Page numbers of article). Place of 
Publication: Publisher. 

Barber, R. J. (2005). Anthropological ethics. 
In J. K. Roth (Ed.), Encyclopedia of ethics 
(3rd ed., Vol. 1, pp. 67-80). Boston, MA: 
Salem Press. 
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#18: An article in a reference book that was originally published in another print source (this 
includes articles in the following collections: Contemporary Literary Criticism, Twentieth-Century 
Literary Criticism, and Nineteenth Century Literature Criticism) 

MLA *For an article originally published in a magazine or 
journal: 

Article author Last Name, First Name. “Title of 
Article.” Title of Reference Book, edited by editor 
of reference book First Name Last Name, vol. 
Volume number of reference book, Publisher, 
Year of publication, pp. Page numbers of article in 
reference book. Originally published in Title of 
Magazine/Journal, vol. Volume number of 
magazine/journal, no. Issue number of 
magazine/journal, Abbreviated Month or Season 
and Year of publication, pp. Pages of article in 
magazine/journal. 

 
* For an article originally published in a book: 
Article author Last Name, First Name. “Title of 

Article.” Title of Reference Book, edited by editor 
of reference book First Name Last Name, vol. 
Volume number of reference book, Publisher, 
Year of publication, pp. Page numbers of article in 
reference book. Originally published in Title of 
Book, edited by editor First Name Last Name, 
Publisher, Year of publication, pp. Pages of article 
in original book. 

 
 
Cutler, Bruce. “What We Are, and 

Are Not.” Contemporary Literary 
Criticism, edited by James P. 
Draper, vol. 80, Gale Research, 
1994, pp. 174-75. Originally 
published in Poetry, vol. 108, no. 
4, Aug. 1966, pp. 269-72. 

 
 
 
 
 
Mencken, H.L. “The Gatsby Hero.” 

Twentieth-Century Literary 
Criticism, edited by Dennis 
Poupard, vol. 14, Gale Research, 
1984, pp. 147-49. Originally 
published in F. Scott Fitzgerald: 
The Man and His Work, edited 
by Alfred Kazin, Macmillan 
Press, 1962, pp. 89-92. 

APA Article author Last Name, First Initial. Middle Initial 
if give. (Year of publication). Title of article. In 
editor First Initial. Last Name (Ed.), Title of book 
(Vol. Volume number, pp. Pages of article). Place 
of Publication: Publisher. (Original work 
published Year). 

Freud, S. (1961). The ego and the id. 
In J. Strachey (Ed.), The standard 
edition of the complete 
psychological works of Sigmund 
Freud (Vol. 19, pp. 3-20). 
London: Hogarth Press. (Original 
work published 1923) 

 
#19-26: Guidelines for citing common print sources that are found online 
 
#19: An entire book found on a Web site 

MLA Author Last Name, First Name Middle Name 
or Initial if given. Title of Book. 
Publisher, Year of publication. Web Site 
Name, URL. Accessed Access Date. 

* Omit https:// from the URL 
 

Henty, George Radford. A Tale of Ancient 
Egypt. Blake and Sons, 1889. HathiTrust 
Digital Library, babel.hathitrust.org/ 
cgi/pt?id=mdp.390150737. Accessed 6 
Aug. 2018. 
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APA Author Last Name, First Initial. Middle 
Initial if given. (Year of publication). 
Title of book. Retrieved from URL  

* Use the URL for the home page of the Web 
site or online library 

Henty, G. R. (1889). A tale of ancient Egypt. 
Retrieved from http://babel.hathitrust.org/ 

 
#20: An e-book (an electronic version of a book that you downloaded) 

MLA Author Last Name, First Name Middle Name 
or Initial if given. Title of Book. Type of 
Digital Reader ed., Publisher, Year of 
publication. 

Beard, Mary. A History of Ancient Rome. 
Kindle ed., Liveright Publishing, 2015. 

APA Author Last Name, First Initial. Middle Initial 
if given. (Year of publication). Title of 
book. Retrieved from URL  

* Use the URL for the home page of the site 
from which you downloaded the book 

Beard, M. (2015). A history of ancient Rome 
[Kindle version]. Retrieved from 
https://www.amazon.com/ 

 
#21: An article on a Web site 

MLA Article author Last Name, First Name 
Middle Name or Initial if given. 
“Title of Article.” Title of Web Site, 
Web Site Publisher, Date of 
publication or of most recent update, 
URL. 

* Omit https:// from the URL 
 
*If there is no date for site, add the date 
you accessed the site at the end of the 

citation 
 
 
 
 

*If the website has no author, start the 
citation with the article title in 

quotation marks 

Gallagher, Sean. “Social and Historical Context: 
Vitality.” Arapesh Grammar and Digital 
Language Archive Project, Institute for 
Advanced Technology in the Humanities, 25 
Oct. 2012, www.arapest.org/socio_historical_ 
context_vitality.php.  

 
 
Gallagher, Sean. “Social and Historical Context: 

Vitality.” Arapesh Grammar and Digital 
Language Archive Project, Institute for 
Advanced Technology in the Humanities, 
www.arapest.org/socio_historical_context_vital
ity.php. Accessed 22 Mar. 2017. 

 
“Social and Historical Context: Vitality.” Arapesh 

Grammar and Digital Language Archive 
Project, Institute for Advanced Technology in 
the Humanities, 25 Oct. 2012, 
www.arapest.org/socio_historical_ 
context_vitality.php.  
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APA Article author Last Name, First Initial. 
Middle Initial if given. (Year, 
Month Date of publication or most 
recent update). Title of article. 
Retrieved from Publisher website: 
URL  
*If no date is given, put n.d. in the 

parentheses 
 

*If the website has no author, start the 
citation with the article title followed by 

the publication year, month date 

Gallagher, S. (2012, October 25). Social and 
historical context: Vitality. Retrieved from 
Institute for Advanced Technology in 
Humanities website: https://www.arapest.org/ 
socio_historical_ context_vitality.php 

 
 
 
Social and historical context: Vitality. (2012, 

October 25). Retrieved from Institute for 
Advanced Technology in Humanities website: 
https://www.arapest.org/ socio_historical_ 
context_vitality.php 

 
#22: An article from a journal found on a Web site 

MLA Article author Last Name, First Name Middle 
Name or Initial if given. “Title of Article.” 
Title of Journal, vol. Volume number, no. 
Issue number, Season or Abbreviated Month 
if given and Year of publication, pp. Page 
numbers of article. URL. 

* Omit https:// from the URL 

Butler, Janine. “The Case of ASL Music 
Videos.” Kairos and Current Issues, 
vol. 21, no. 1, Fall 2016, pp. 177-188. 
kairos.technorhetoric.net/21.1/topoi/but
ler/index.html. 

 

APA Article author Last Name, First Initial. Middle 
Initial if given. (Year, Month or Season of 
publication). Title of article. Title of 
Journal, Volume number(Issue number), 
page numbers of article. URL  

* Use the home page of the journal for the URL 

Butler, J. (2016, Fall). The case of ASL 
music videos. Kairos and Current 
Issues, 21(1), 177-188. http://kairos. 
technorhetoric.net/ 

 
#23: An article from a magazine found on a Web site 

MLA Article author Last Name, First Name Middle 
Name or Initial if given. “Title of Article.” 
Title of Web site, Abbreviated Month or 
Season and Year of publication, URL. 

* Omit https:// from the URL 

Leonard, Andrew. “The Surveillance State 
High School.” Salon, Nov. 2012, 
www.salon.com/2012/11/27/the_surve
illance_state_high_school. 

 

APA Article author Last Name, First Initial. Middle 
Initial if given. (Year, Month or Season of 
publication). Title of article. Title of Journal, 
Volume number(Issue number), page numbers 
of article. URL 

* Use the home page of the magazine for the URL 

Leonard, A. (2012, November). The 
surveillance state high school. Salon. 
Retrieved from https://www.salon.com/ 
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#24: An article from a newspaper found on a Web site 

MLA Article author Last Name, First Name Middle 
Name or Initial if given. “Title of Article.” Title 
of Web site, Date and Abbreviated Month and 
Year of publication, URL. 

* Omit https:// from the URL 

Crowell, Maddy “How Computers Are 
Getting Better at Detecting Liars.” 
The Christian Science Monitor, 12 
Dec. 2015, www.csmonitor.com/ 
Science/Science-Notebook/2015/12
12/How-computers-are-getting-bett
er-at-detecting-lears. 

 

APA Article author Last Name, First Initial. Middle 
Initial if given. (Year, Month or Season and 
Date of publication). Title of article. Title of 
Newspaper. Retrieved from URL 

* Use the home page of the newspaper for the URL 

Crowell, M. (2015, December 12). How 
computers are getting better at 
detecting liars. The Christian Science 
Monitor. Retrieved from 
https://www.csmonitor.com/ 

 
#25: An article from a journal, magazine, or newspaper found in an online database 

MLA Article author Last Name, First Name Middle Name 
or Initial if given. “Title of Article.” Title of 
Journal, Magazine, or Newspaper, vol. Volume 
number, no. Issue number, Date and 
Abbreviated Month (or Season) and Year of 
publication, pp. Page numbers of article. Title of 
Online Database,  URL. 

* Omit https:// from the URL 

Maier, Jessica. “The City Portrait.” 
Journal of Social History, vol. 65, 
no. 3, 16 Aug. 2012, pp. 711-52. 
Project Muse, 
muse-jhu-edu.proxy3. 
noblenet.org/article/595609.  

 

APA Article author Last Name, First Initial. Middle 
Initial if given. (Year, Month or Season and 
Date of publication). Title of article. Title of 
Journal, Volume number(Issue number), page 
numbers of article. URL 

* APA does not require database information in 
citations, so use the home page of the journal, 

magazine, or newspaper for the URL 

Maier, J. (2012, August 16). The city 
portrait. Journal of Social Justice, 
65(3), 711-752. 
https://academic.oup. com/jsh 
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#26: An article from an online encyclopedia (including a wiki such as wikipedia) 

MLA Article author Last Name, First Name Middle 
Name or Initial if given. “Title of Article.” 
Title of Encyclopedia, Date of publication or 
of most recent update, URL. 

* Omit https:// from the URL 

Durante, Amy M. “The Ancient Gods.” 
Encyclopedia Mythica, 17 Apr. 2011, 
www.pantheon.org/articles/f/finn_mac
_cumhail.html. 

 

APA Article author Last Name, First Initial. Middle 
Initial if given. (Year, Month Date of 
publication or most recent update). Title of 
article. In Title of encyclopedia. Retrieved 
Date of access from URL 

Durante A. M. (2011, April 17). The ancient 
gods. In Encyclopedia mythica. 
Retrieved December 20, 2015 from 
http://www.pantheon.org/ 
articles/f/finn_mac_cumhail.html 

 
#27-38: Guidelines for citing other types of sources 
 

#27: An interview 

MLA Interview in a journal/magazine/newspaper: 
Person interviewed Last Name, First Name Middle Name or 

Initial if given. “Title of Interview” (if there is one) or 
Interview (if no title). By Interviewer First Name Last 
Name. Title of Journal/Magazine, vol. Volume number, 
no. Issue number, Date if given and Abbreviated Month 
(or Season) and Year of publication, pp. Page numbers 
of interview. 

* Use “Interview by” before the interviewer’s name if the 
interview has a title 

Interview found online: 
Person interviewed Last Name, First Name Middle Name or 

Initial if given. “Title of Interview” (if there is one) or 
Interview (if no title). By Interviewer First Name Last 
Name. Title of Web Site, Date of publication or most 
recent update, URL. 

*If there is no date for site, add the word Accessed and the 
Date Abbreviated Month Year you accessed the site at 

the end of the citation followed by a period 
 

Interview on a television show: 
Person interviewed Last Name, First Name Middle Name or 

Initial if given. “Title of Interview” (if there is one) or 
Interview (if no title). By Interviewer First Name Last 
Name. Title of Television Show, Date Abbreviated 
Month and Year of show. 

 

Interview you conduct: 
Person interviewed Last Name, First Name Middle Name or 

Initial if given. Personal interview. Date Abbreviated 
Month and Year of the interview. 

 
Weddington, Sarah. “Sarah 

Weddington: Still Arguing 
for Roe.” Interview by 
Michele Kort. Miss, vol. 3, 
no. 2, Winter 2013, pp 
32-35. 

 
 
 
 
Zinkievich, Craig. Interview. By 

Gareth Von Kallenbach. 
Skewed and Reviewed, 27 
Apr. 2009, www. 
arcgames.com/en/games/star
-trek-online/news/detail/105
6940-craig. 

 
 

 
Putin, Vladimir. Interview. By 

Charlie Rose. Charlie Rose: 
The Week, PBS, 19 Nov. 
2015.  

 
 

 
Akufo, Rosa. Personal 

interview. 11 Apr. 2016. 
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APA Interview in a journal/magazine/newspaper: 
Person interviewed Last Name, First Initial and Middle 

Initial if given. (Year, Month or Season and Date if 
given). Title of interview [Interview by Interviewer First 
Initial Middle Initial if given and Last Name]. Title of 
Journal/Magazine/Newspaper, Volume number(Issue 
number), pp. Page numbers of interview. 

 
Interview found online: 
Person interviewed Last Name, First Initial and Middle 

Initial if given. (Year, Month or Season and Date if 
given). Title of interview [Interview by Interviewer First 
Initial Middle Initial if given and Last Name]. Title of 
Web Site. Retrieved from URL 

 
Interview on a television show: 
Person interviewed Last Name, First Initial and Middle 

Initial if given. (Year, Month or Season and Date if 
given of the show). Title of interview [Interview by 
Interviewer First Initial Middle Initial if given and Last 
Name]. Title of Television Show [Television broadcast]. 
City of Origin: Studio or Distributor. 

 
Interview you conduct: Should not be included in a 
working bibliography in APA 

 
Al-Jeraisy, H. (2016, January 8). 

An interview with a female 
Saudi councillor [Interview 
by Z. M. Beddoes]. The 
Economist. 4(9), pp. 34-36. 

 
 
 
Hughes, J. (2014, July 16) An 

interview with a scientist. 
[Interview by A. Lalonde]. 
Science Direct. Retrieved 
from http://www.science 
direct.com/science/00220965 

 
Williams, R. (2007, June 3). 

Interview by L. King. Larry 
King Live [Television 
broadcast]. Los Angeles: 
Cable News Network. 

 
#28: An entire Web site 

MLA Web site author (or editor) Last Name, First Name Middle 
Name or Initial if given (or name of organization authoring 
Web site). Title of Web Site, Publisher, Date Abbreviated 
Month and Year of publication or most recent update, URL. 

* Omit https:// from the URL 
*If there is no date for site, add the date you accessed the site 

at the end of the citation after the word Accessed 

Railton, Stephen. Mark 
Twain in His Times. U 
of Virginia, 4 Nov. 
2012, twain.lib.virginia. 
edu/. 

APA APA guidelines state that you do not include an entire Web site 
in a reference list.  Instead, cite specific articles/pages 

using the format in #21. 
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#29: A digital file (digital files are any documents, images, or other media that exist in digital form, 
independent of a Web site such as a PDF, JPEG, or MP3 file) 

MLA Begin with information required for the source such as a 
photograph/image (JPEG file), a print source (PDF file), or a 
sound recording (MP3 file), following the guidelines for the 
specific source. Indicate the type of file: “JPEG file,” “PDF 
file,” or “MP3 file,” at the end of the entry. 
 
Example is for a PDF file of a book→  
Author Last Name, First Name Middle Name or Initial if given. 

Title of Book. Publisher, Year of publication. PDF file. 

 
 
 
Miller, Arthur. All My Sons: 

A Play in Three Acts. 
Reynal and Hitchcock, 
1947. PDF file. 

APA Begin with information required for the source such as a 
photograph/image (JPEG file), a print source (PDF file), or a 
sound recording (MP3 file), following the guidelines for the 
specific source. Indicate the type of file: “JPEG file,” “PDF 
file,” or “MP3 file” in brackets after the title of the source. 
 
Example is for a PDF file of a book →  

Miller, A. (1947). All my 
sons: A play in three acts 
[PDF file]. Retrieved 
from https://frielingretc. 
files.wordpress.com/201
3/03/all-my-sons-script.p
df 

 
#30: A social media post (includes Twitter and Instagram) 

MLA For a post on Twitter: 
Author’s Screen Name (Author’s Real Name if 

given). “Entire post.” Twitter, Date of the 
post, time of the post (if given), URL (omit 
the http://). 

 
For a post on Instagram: 
Author’s Screen Name (Author’s  Real Name if 

given). Post. Instagram, Date of post, URL. 

 
Curiosity Rover (John Garth). “Can you see 

me waving? How to spot #Mars in the 
night sky.” Twitter, 5 Nov. 2015, 11:00 
a.m., twitter.com/ marscuriosity/status/ 
789789778929374. 

 
natgeo (National Geographic). Post. 

Instagram, 22 July 2016, 
www.instagram.com/p/BIKyGHtDD4W. 

APA Author’s Real Name. [Author’s Screen Name]. 
(Date of post or n.d. if no date). Entire post 
(up to forty words) [Type of post]. 
Retrieved from URL 

 
*If only the author’s screen name is know, 
begin with the screen name not in brackets 

Garth J.. [Curiosity Rover]. (2015, 
November 5). Can you see me waving? 
How to spot #Mars in the night sky 
[Tweet]. Retrieved from 
http://twitter.com/ marscuriosity/status/ 
789789778929374 
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#31: A video or audio from the Web (includes YouTube sources) 

MLA Video/Audio author Last Name, First Name Middle Name 
or Initial if given. “Title of Video/Audio.” Title of 
Web Site, uploaded by Uploader First Name Last 
Name (if upload information given), Date of 
publication or of most recent update, URL. 

* Omit https:// from the URL 
 
*If there is no date for site, add the date you accessed the 

site at the end of the citation after the word Accessed 

Lewis, Paul. “Citizen Journalism.” 
YouTube, uploaded by TEDx 
Talks, 14 May 2011, 
www.you 
tube.com/watch?v=9AP09_y
Nbcg. 

APA Video/Audio author Last Name, First Initial. Middle 
Initial if given. (Year, Month Date of publication or 
most recent update). Title of video/audio [Type of 
file]. Retrieved from URL  

Lewis, P. (2011, May 4). Citizen 
journalism [Video file]. 
Retrieved from 
http://www.you 
tube.com/watch?v=9AP09_yN
bcg 

 
#32:A film 

MLA Title of Film. Directed by Director First Name Last 
Name, performances by Lead Actors/Actresses First 
Names Last Names, Distributor, Release date. 

The Martian. Directed by Ridley 
Scott, performances by Matt 
Damon, Jessica Chastain, 
Kristen Wiig, and Kate Mara, 
Twentieth Century Fox, 2015. 

APA If you are citing the film from the theater or DVD: 
Director Last Name, First Initial. Middle Initial if given. 

(Year of film’s release). Title of Film [Type of 
medium - Motion picture or DVD]. City, State of 
studio where film was made: Studio Name. 

 
If you retrieved film from the Web or streaming device: 
Director Last Name, First Initial. Middle Initial if given. 

(Year of film’s release). Title of Film [Type of 
medium - Video file]. Retrieved from URL for the 
home page 

 
Scott, R. (2015). The martian 
[Motion picture]. Los Angeles, CA: 
Twentieth Century Fox. 
 
 
 
Scott, R. (2015). The martian 

[Video file]. Retrieved from 
http://netflix.com/ 

 
#33: A television or radio episode or program 

MLA “Title of Episode.” Program Title, episode number 
(if any), Network, Broadcast date. 

 
If you found the episode/program online: 
“Title of Episode.” Program Title, episode number 

(if any), Publisher, Original broadcast date. 
URL. 

“Federal Role in Support of Autism.” 
Washington Journal, episode 30, 
C-SPAN, 1 Dec. 2012. 

 
“The Cathedral.” Reply All, episode 50, 

Gimlet Media, 7 Jan. 2016, 
gimletmedia.com/episode/50-the-cat

20 



 

* Omit https:// from the URL hedral. 

APA Writer Last Name, First Initial. Middle Initial if 
given. (Writer), & Director Last Name, First 
Initial. Middle Initial if given. (Director). (Year 
of Airing). Episode title [Type of media]. In 
Executive Producer’s Last Name, First Initial. 
Middle Initial if given. (Executive Producer), 
Television or Radio series name. City, State of 
original channel: Channel. 

 
If you found the episode/program online: 
Writer Last Name, First Initial. Middle Initial if 

given. (Writer), & Director Last Name, First 
Initial. Middle Initial if given. (Director). (Year 
of Airing). Episode title [Type of media]. In 
Executive Producer’s Last Name, First Initial. 
Middle Initial if given. (Executive Producer), 
Television or Radio series name. Retrieved from 
URL for Web site home page 

Kang, K. (Writer), & Fryman, P. 
(Director). (2006). Slap bet 
[Television series episode]. In Bays, 
C. (Executive Producer), How I met 
your mother. Los Angeles, CA: 
Columbia Broadcasting System. 

 
 
 
 
Kang, K. (Writer), & Fryman, P. 

(Director). (2006). Slap bet 
[Television series episode]. In Bays, 
C. (Executive Producer), How I met 
your mother. Retrieved from 
https://freeform.go.com/ 

 
#34: A music/song recording 

MLA Performer’s Last Name, First Name Middle Name if 
given. “Song Title.” Title of the Album, Record 
Label, Year Released. 

Blige, Mary J. “Don’t Mind.” Life II: 
The Journey Continues, Geffen 
Records, 2011. 

APA Songwriter’s Last Name, First Initial. Middle Initial 
if given. (Copyright year). Song title [Recorded 
by Performer or Musical Group’s Name]. On 
Album title [Medium of recording]. City, State 
of record label: Name of Record Label. 

Renea, P. (2011). Don’t mind 
[Recorded by M. J. Blige]. On Life 
II: The journey continues [MP3 file]. 
Santa Monica, California: Geffen 
Records. 

 
#35: A speech or public address 

MLA Speaker Last Name, First Name Middle 
Name if given. “Title of the speech.” 
Title of Sponsoring Organization, 
Location, Date of speech. Address. 

* Add Address at end of citation if it is not 
clear from the title that the source is a 

speech 
 
 
 
 
 

Smith, Anna Deavere. “On the Road: A Search 
for American Character.” National 
Endowment for the Humanities, John F. 
Kennedy Center for the Performing Arts, 
Washington, 6 Apr. 2015. Address. 
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A print version of a speech found online:  
Speaker Last Name, First Name Middle 

Name if given. “Title of the speech.” 
Title of the Web site, Name of the 
Publisher, Date of the speech, URL. 
Address. 

* Omit http:// from the URL 
 
A video of a speech found online:  
Speaker Last Name, First Name Middle 

Name if given “Title of the Video.” 
Title of the Website, Date the video 
was published, URL. 

* Omit http:// from the URL 

Obama, Barack. “President Obama’s Farewell 
Address.” The White House, The United 
States Government, 10 Jan. 2017, 
www.whitehouse.gov/farewell. 

 
 
 
 
Obama, Barack. “Farewell Address to the 

American People.” YouTube, 10 Jan. 2017, 
www.youtube.com/watch?v=QDyjUIsD-wQ. 

APA Speaker Last Name, First Initial. Middle 
Initial if given. (Date speech given). 
Title of the speech. Address at Location 
speech was given, City, State 
Abbreviated. 

 
A print version of a  speech found online: 
Speaker Last Name, First Initial. Middle 

Initial if given. (Year 
published/delivered). Title of speech 
[Transcript]. Retrieved from URL 

 
A video of a speech found online:  
Publisher Screen Name. (Full date video 

was published). Title of the video 
[Video file]. Retrieved from URL 

Mills, A. (2015, April 21). Primary healthcare 
and the private sector. Address at the 
Freeman Spogli Institute, Stanford University, 
Stanford, CA. 

 
 
 
Obama, B. (2017, January 10). President 

Obama’s farewell address [Transcript]. 
Retrieved from 
http://www.whitehouse.gov/farewell 

 
 
The White House. (2017, January 10). Farewell 

address to the American people [Video file]. 
Retrieved from https://www.youtube.com/ 
watch?v=QDyjUIsD-wQ 

 
 
#36: An image found online (such as from a Google image search) 

MLA Creator Last Name, First Name Middle Name if 
given. “Title of the Image or Description of the 
Image.” Title of the Web site, Publisher or 
Sponsor, Date of publication, URL. 

* Omit https:// from the URL 

Davis, Andrea. “Kapha Yoga Pose.” 
Yoga Poses, Well and Good, 21 Nov. 
2016, www.wellandgood.com/good- 
looks/these-yoga-poses/ 

APA Creator Last Name, First Initial. Middle Initial if 
given. (Date of publication; use n.d. if no date 
listed). Image title or description [Type of 
form]. Retrieved from URL 

Davis, A.. (2016, November 21). Kapha 
yoga pose [Image]. Retrieved from 
http://www.wellandgood.com/good- 
looks/these-yoga-poses/ 
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#37: A photograph, artwork, sculpture, or other visual art 

MLA Artist Last Name, First Name Middle Name if 
given. Title of the Visual Art, Date of art’s 
creation, Location of the Art. Type of art. 

 
If found online… 
Artist Last Name, First Name Middle Name if 

given. Title of the Art, Date of art’s creation. 
Title of Web Site, Publisher of Web site, 
URL. Type of art. 

* Omit https:// from the URL 

Bradford, Mark. Let’s Walk to the Middle 
of the Ocean. 2015, Museum of Art, 
Philadelphia. Painting. 

 
 
Hura, Sohrab. Old Man Lighting a Fire. 

2015. Magnum Photos, Everbrite 
Photography, 
www.magnumphotos.com/ C.aspx?VP3. 
Photograph. 

APA Artist Last Name, First Initial. Middle Initial if 
given (Year of art’s creation). Title of art 
[Type of art]. Location of Art. 

 
If found online… 
Artist Last Name, First Initial. Middle Initial if 

given (Year of art’s creation). Title of art 
[Type of art]. Retrieved from URL 

Bradford, M. (2015). Let’s walk to the 
middle of the ocean [Painting]. Museum 
of Modern Art, Philadelphia, PA. 

 
 
Hura, S. (2015). Old man lighting a fire 

[Photograph]. Retrieved from 
http://www.magnumphotos.com/ 
C.aspx?VP3 

 

#38: A visual such as a table, chart, or another graphic 

MLA Author Last Name First Name Middle Name if 
given. “Title of the Graphic.” Title of the 
Source Where Graphic is Found, Date of 
source’s publication, URL. 

* Omit https:// from the URL 

Jackson, Ryan. “Brazilian Waxing and 
Waning: The Economy.” The Economist, 
1 Dec. 2015, www.economist.com/ 
blogs/graphicdetail/2015/12/economic. 
Graph. 

APA Author of Graphic Last Name, First Initial. 
Middle Initial. (Date of Publication). Title 
or description of graphic [Type of graphic]. 
Title of Source Where Graphic is Found. 
Retrieved from URL 

Jackson, R. (2015, December 1). Brazilian 
waxing and waning: The economy 
[Graph]. The Economist. Retrieved from 
https://www.economist.com/ 
blogs/graphicdetail/2015/12/economic 
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How to format a working bibliography: 
 

MLA Format: 
● Begin with an MLA heading that is left-aligned 
● Add the title - Working Bibliography - capitalized and without bold, italics, or underline 
● Type your citations in alphabetical order according to the information that appears first in each 

citation (typically an author’s last name) 
● Use hanging indentations by indenting every line after the first line of a citation by half an inch 
● If there is more than one source with the same author, use three dashes in place of the author’s 

name in the second source 
● Do not use an underline or blue color text for Web site addresses 
● Double space the entire document, including the heading and use twelve-point text size, Times 

New Roman font 
------------------------------------------------------------------------------------------------------------------------------- 
Student Name  

Teacher Name 

Course Title, Period 

Date Month Year of Assignment Submission 

Working Bibliography 

Conly, Sarah. “Three Cheers for the Nanny State.” The New York Times, 25 Mar. 2013, pp. A23, A30. 

“The Facts on Junk Food Marketing and Kids.” Prevention Institute, 

www.preventioninstitute.org/focus-areas/supporting 

-healthy-food-a-activity/the-facts-on-junk-food-marketing-and-kids.html. Accessed 21 Apr. 2013. 

Goodwin, Lorine Swainston. The Pure Food, Drink, and Drug Crusaders, 1879-1914. McFarland, 2006. 

Nestle, Marion. Food Politics: How the Food Industry Influences Nutrition and Health. U. of California 

P, 2013. 

---. “Trans Fat Bans.” The American Journal of Bioethics, vol. 10, no. 3, Mar. 2010, pp. 27-32. 

United States, Department of Agriculture and Department of Health and Human Services. Dietary 

Guidelines for Americans, 2010, health.gov/dietaryguidelines/dga2010/dietaryguidelines2010.pdf. 
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APA Format: 

● Begin with a header that has your name in all capital letters and is left-aligned (on your final 
research paper, this header will change to the title of your paper).  The header should also have a 
page number in the upper right hand corner.  If your reference list continues on to more than one 
page, this header should appear on subsequent pages. 

● Add a title - References - centered and without italics, bold, or underline 
● Type your citations in alphabetical order according to the information that appears first in each 

citation (typically an author’s last name) 
● If sources have the same author, the earlier publication year source goes first; if sources have the 

same author and same year of publication, add an “a” after the year of the source with the title that 
comes first alphabetically and a “b” after the year of the other source.Use hanging indentations by 
indenting every line after the first line of a citation by half an inch 

● Do not use an underline or blue color text for Web site addresses 
● Double space the entire document and use twelve-point text size, Times New Roman font 

------------------------------------------------------------------------------------------------------------------------------- 
STUDENT NAME 1 
 

References 
 

Demski, J. & Staker H. (2012, January 8). This time it’s personal. The Journal: Technological Rises in 

Education, 39(1), 32-36. 

Horn, M. B., & Staker, H. (2012). Addressing the STEM teacher shortage in American schools: Ways to 

recruit and retain effective STEM teachers. Action in Teacher Education, 34(5), 541-550. 

Rich, M. (2015a). Student-centered learning. Retrieved from http://www.iste.org/standards/essential 

-conditions/student-centered-learning 

Rich, M. (2015b). Teacher shortages spur a nationwide hiring scramble (credentials optional). The New 

York Times. Retrieved from http://www.nytimes.com/ 

Rise of K-12 blended learning. (2011). Retrieved from Innosight Institute website: 

http://www.christenseninstitute.org/wp-content/uploads/2013/04/The-rise-of 

-K-12-blended-learning.pdf 

------------------------------------------------------------------------------------------------------------------------------- 
Taking Notes 
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Explanation: Once you have your list of potential sources, start to actively read through each source and 
take notes that apply to ideas connected to your research topic. 

● Active reading = involves closely and carefully reading and re-reading a complex text (such as the 
sources you find for research) and maintaining a written record of your analysis of the text (in this 
case, by taking notes) 

 
Types of notes: Summary, paraphrase, quotation 

 

Original source:  
A question that is often posed to the NOAA Marine Debris Program (MDP) is “How much debris is 
actually out there?”  The MDP has recognized the need for this answer as well as the growing interest 
and value of citizen science. To that end, the MDP is developing and testing two types of monitoring 
and assessment protocols: 1) rigorous scientific survey and 2) volunteer at-sea visual survey.  These 
types of monitoring programs are necessary in order to compare marine debris, composition, 
abundance, distribution, movement, and impact data on national and global scales. 

Original source MLA citation: 
Print version journal article 

Sanders, Henry. “Efforts and Activities Related to Garbage Patches.” 
Marine Debris, vol. 3, no. 2, Summer 2012, p. 34. 

 
Summary note: A summary note condenses information and captures main ideas, perhaps reducing a 
chapter to a short paragraph or a paragraph to a single sentence.  A summary should be written in your 
own words; if you use phrases from the source, put them in quotation marks. 

● Sample: Having to field citizens’ questions about the size of debris fields in Earth’s oceans, the 
Marine Debris Program is currently implementing methods to monitor and draw conclusions about 
our oceans’ patches of pollution (Sanders 34). 

 
Paraphrase note: Like a summary note, a paraphrase note is written in your own words; but whereas a 
summary reports significant information in fewer words than the original source, a paraphrase restates the 
information in roughly the same number of words.  A successful paraphrase also uses sentence structure 
that is different from the original.  If you retain occasional choice phrases from the original source, use 
quotation marks so that later you will know which phrases are not your own. 

● Sample: Citizens concerned and curious about the amount, makeup, and locations of debris 
patches in our oceans have been pressing NOAA’s Marine Debris Program for answers.  In 
response, the organization is preparing to implement plans and standards for expert study and 
nonexpert observation, both of which will yield results that will be helpful in determining the 
significance of the pollution problem (Sanders 34). 

  

26 



 

Quotation note: A quotation note consists of the exact words from a source.  In your notes, put all quoted 
material in quotation marks; do not assume that you will remember later which words, phrases, and 
passages you have quoted and which are your own.  When you quote, be sure to copy the words of your 
source exactly, including punctuation and capitalization. 

● Sample: The NOAA Marine Debris Program has noted that, as our oceans become increasingly 
polluted, surveillance is “necessary in order to compare marine debris, composition, aundance, 
distribution, movement, and impact data on national and global scales” (Sanders 34). 
 

------------------------------------------------------------------------------------------------------------------------------- 
 
Formatting your notes: 

* One option is to handwrite your notes, each on a separte index card, so that the cards can be easily 
organized into piles according to topic once you create your outline. 

Key word or phrase summarizing the note                  Last name of the source’s author or whatever 
(this will help you organize cards later                        information appears first in the source’s citation 
according to topic)                                                      (this will tell you which source the note came from) 

*If you have more than once source with the same 
author, put the title of each separate source after the 
author’s last name 

 
 

The note 
 
 
S, P, or Q (this will indicate what type of note -               Page number in original source note came from 
summary, paraphrase, or quotation)                                  (or the word - Online - for an online source) 

 
 
*Another option is to take notes electronically by listing a source’s citation and all notes from that source 

under the citation.  Be sure to indicate the page number a note is from if it comes from a print source. 

Resnik, David. “Trans Fat Bans.” The American Journal of Bioethics, vol. 10, no. 3, Mar. 2010, pp. 
27-32. 

 
● Bioethicit David Resnik emphasizes that government policies to ban trans fats, despite their 

potential to make our society healthier, “open the door to excessive government control over 
food, which could restrict dietary choices” and “interfere with cultural, ethnic, and religious 
traditions.” - p. 28 

● Laws intervening into food choices decrease the feeling of personal responsibility. - p. 30 
● Health policy experts agree that “these arguments mirror those made in the early days of 

tobacco regulation.” - p. 32 
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Avoiding Plagiarism 
 

Explanation: When taking notes, you must be very careful to avoid plagiarism, which is a serious 
academic offense, by acknowledging your responsibility to the writers of any sources you use.  
 

What is plagiarism? In general, three different acts are considered plagiarism:  
1. Failing to cite quotations and borrowed ideas 
2. Failing to enclose borrowed language in quotations marks 
3. Failing to put summaries and paraphrases in your own words 

 

What does plagiarism look like? 

Original source: Elaine Hedges, “Small Things Reconsidered: ‘A Jury of Her Peers,’ ” p.59 
Here again Glaspell’s story reflects a larger truth about the lives of rural women.  Their isolation 
induced madness in many.  The rate of insanity in rural areas, especially for women, was a 
much-discussed subject in the second half of the nineteenth century. 

Plagiarism: 
Glaspell may or may not want readers to believe that Minnie Wright’s murder of her husband is an 
insane act, but Minnie’s loneliness and isolation certainly could have driven her mad.  As Elaine 
Hedges notes, the rate of insanity in rural areas, especially for women, was a much-discussed subject in 
the second half of the nineteenth century (59). 
* Error: The writer uses original words from the source - borrowed language - without quotations 
marks 

Correct version: 
Glaspell may or may not want readers to believe that Minnie Wright’s murder of her husband is an 
insane act, but Minnie’s loneliness and isolation certainly could have driven her mad.  As Elaine 
Hedges notes, “the rate of insanity in rural areas, especially for women, was a much-discussed subject 
in the second half of the nineteenth century” (59). 
Revision: The borrowed language is placed in quotation marks. 

 

Original source: Elaine Hedges, “Small Things Reconsidered: ‘A Jury of Her Peers,’ ” p.62 
Mothers [in the late nineteenth century] were advised to teach their daughters to make small, exact 
stitches, not only for durability but as a way of instilling habits of patience, neatness, and diligence. 
But such stitches also became a badge of one’s needlework skill, a source of self-esteem and of status, 
through the recognition and admiration of other women. 

Plagiarism: 
One of the final clues in the story, the irregular stitching in Minnie’s quilt patches, connects 
immediately with Mrs. Hale and Mrs. Peters.  In the late nineteenth century, explains Elaine Hedges, 
small, exact stitches were valued not only for their durability.  They became a badge of one’s prowess 
with the needle, a source of self-respect and of prestige, through the recognition and approval of other 
women (62). 
Error: The writer has copied the underlined words from the original source without using quotation 
marks and followed the sentence structure of the original source too closely, merely plugging in 
synonyms. 
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Acceptable paraphrase: 
One of the final clues in the story, the irregular stitching in Minnie’s quilt patches, connects 
immediately with Mrs. Hale and Mrs. Peters.  In the late nineteenth century, explains Elaine Hedges, 
precise needlework was valued for more than its strength.  It was a source of pride to women, a way of 
gaining status in the community of other women (62). 
* Revision: Although the acceptable version uses a few words found in the original source, it does not 
borrow entire phrases without quotation marks or closely mimic the structure of the original.  To write 
an acceptable paraphrase, resist the temptation to look at the source while you write; instead, write 
from memory.  When you write from memory, you are more likely to use your own words.  Ask yourself, 
“What is the author’s meaning?” and then state your understanding of the author’s basic point in your 
own words. 
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Formulating a Preliminary Thesis Statement 
 

Explanation: A thesis, which often appears in the introduction, announces an essay’s main point.  When 
planning your paper, it is helpful to have a working or preliminary thesis in mind.  This preliminary thesis 
will likely change as you continue to research and revise. 
 
How to craft a thesis statement: 
 
A literature analysis research paper: In a literature analysis research paper, your thesis will answer the 
central question that you have asked about the literary work.  When drafting your thesis, aim for a strong, 
assertive summary of your interpretation of the literary work. 

● Sample Central Question → What is the significance of the explorer Robert Walton in Mary 
Shelley’s novel Frankenstein? 

● Sample Acceptable Thesis → Through the character of Walton in Shelley’s Frankenstein, she 
suggests that the most profound and useful sort of knowledge is not of nature’s secrets but 
understanding the limits of knowledge itself. 

As in other strong writing, the thesis of a literature paper should not be too factual, broad, or vague. 
● Too factual → As a runaway slave in Twain’s Huckleberry Finn, Jim is in danger from the law. 
● Too broad → In Huckleberry Finn, Twain criticizes mid-nineteenth-century American society. 
● Too vague → Huckleberry Finn is Twain’s most exciting work. 
● Acceptable thesis → Because in Huckleberry Finn Huck is a naive narrator, his comments on 

conventional religion function ironically, allowing Twain to mock empty faith. 
○ This thesis is sharply focused and presents a central idea that requires discussion and 

support.  It connects a general point (that Twain objects to empty faith) to those specific 
aspects of the novel the paper will address (Huck’s status as a naive narrator, Huck’s 
comments on religion). 

 
A research paper in other subjects: Every research project starts with questions.  Working within the 
guidelines of your assignment, come up with a few preliminary questions that seem worth researching. 
As you think about possible questions, choose those that are… 

1. Focused (not too broad)  
○ Too broad → What are the benefits of stricter auto emissions standards? 
○ Acceptable → How will stricter auto emissions standards create new auto industry jobs 

and make U.S. carmakers more competitive in the world market? 
2. Challenging (not just factual): Avoid factual questions that fail to provoke thought or engage 

readers in a debate; such questions lead to reports or lists of facts, not to researched arguments. 
○ Too factual → Is autism on the rise? 
○ Acceptable → Why is autism so difficult to treat? 

3. Grounded (not too speculative): Although speculative questions - such as those that address 
morality or beliefs - are worth asking in a research paper, they are unsuitable central questions. 
The central argument of a research paper should be grounded in facts and should not be based 
entirely on beliefs. 

○ Too speculative → Do medical scientists have the right to experiment on animals? 
○ Acceptable → How have technical breakthroughs made medical experiments on animals 

increasingly unnecessary? 
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Formulating a Preliminary Outline 
 

Explanation: The body of the paper will consist of evidence to support your thesis.  After you have read 
and taken notes on a few sources, it will be useful to sketch an informal plan, or preliminary outline, that 
helps you begin to organize your ideas.  Then, you are able to direct the rest of your notes towards 
supporting the ideas listed in your preliminary outline.  Keep in mind, as you read the rest of your 
sources, you are able to revise this outline by adding, combining, or omitting ideas based on information 
in the rest of your sources.  The number of sections in your outline depends on the length requirements of 
your paper and the number of ideas you need to reasonably support your thesis. 
 
How to format a preliminary outline (MLA and APA can be the same): 
 
Sample for a literature analysis research paper: 
 
Thesis: Langston Hughes’s poem “Ballad of the Landlord” is narrated through four opposing voices that 
dramatize a black man’s experience in a society dominated by whites. 
 

I. Tenant’s complaints rise to anger; tenant threatens violence 

II. Landlord calls the police; repetition in his response shows his fear 

III. Voice of the law is punctuated in sharp sounds 

IV. Voice of the press as shown in newspaper headlines dehumanizes the tenant 
 
 
Sample for a research paper for a subject other than literature: 
 
Thesis: In the name of public health and safety, state governments have the responsibility to shape health 
policies and to regulate healthy eating choices, especially since doing so offers a potentially large social 
benefit for a relatively small cost. 
 

I. Government’s role in regulating food - long debated in United States 

II. Dangers of unhealthy eating habits and preventing chronic diseases linked to diet 

III. Food regulations ask Americans to see health as a matter of public good  
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Creating a Final Outline 
 
Explanation: A final outline is where you add all of the expert ideas and evidence from your note-taking 
as well as more elaboration on your own insights to the basic ideas set forth in your preliminary outline. 
This final outline will serve as the framework for your research paper draft, so include correct in-text 
citations when using the quotations, paraphrases, and summaries from your notes to keep track of which 
ideas are yours and which are from the experts.  
When crafting the outline, remember to consider coordination, subordination, and division... 

● Coordination → All the headings should have the same amount of significance or importance. 
This rule applies to sub-headings too, but their information is less significant than the headings.  

● Subordination = Information in headings is general in nature, and the information contained in 
the sub-headings should be more specific, and so on to the other levels. 

● Division = Each heading needs to have at least two parts. It can have more, but if you have too 
many, then you may need to put in another heading or  sub-heading or combine some of the 
divisions. Throughout the entire outline, no idea can stand alone (if you have a “1,” you need a 
“2,” if you have an “a,” you need a “b,” etc. 

 
How to format a final outline (MLA and APA can be the same except for differing in-text citations): 

* This sample has MLA in-text citations 
------------------------------------------------------------------------------------------------------------------------------- 

Student Last Name Page # 

Student Name 

Teacher Name 

Class, Period 

Date Month Year 

Paper Title 
 

Thesis: In the celebrated American novel, The Sound and the Fury, Faulkner portrays Caddy’s loss of 

innocence as the central contributing factor to the eventual downfall of members of the Compson family. 

I. Benjy, Caddy’s younger brother 

A. Caddy and Benjy’s initial relationship 

1. Caddy as Benjy’s caretaker and protector - Caddy:“He cut up Benjy’s dolls...I’ll slit 

his gizzle” (Faulkner 58) 

2. Initial relationship shows Benjy’s complete dependence on Caddy: physical and 

psychological (Schmidt 76). 
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B. Caddy’s loss of innocence and impact on Benjy 

1. Caddy first begins using perfume 

a) Benjy: “...she did not sell like trees” (Faulkner 55). 

b) Trees = innocence, natural 

2. Caddy’s first kiss with a boy 

a) Benjy “took soap and washed her mouth at the sink, hard” (Faulkner 65) 

b) Benjy’s attempts to keep Caddy innocent are well-intended, but feeble 

(“Explanation”) 

C. Ultimate result for Benjy 

1. Caddy becomes pregnant and forced to marry and abandon Benjy 

2. Benjy eventually sent to a mental institution 

3. “Although Caddy is not directly responsible for her final desertion of Benjy, her 

continual lack of morality places her in a position where she is forced to abandon 

the brother she cherishes to be at the mercy of others” (Jackson 32) 

II. The outline would continue from here into subsequent body sections followed by a works cited 

page (MLA) or a reference list (APA) if your outline has cited sources... 
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Using In-Text Citations 
 
Explanation: In your final outline and draft, you need to use in-text citations with quotations and ideas 
that are not your own and were borrowed from the sources you researched. The in-text citation should 
directly correlate with the beginning of the citation for one source on the works cited page (MLA) or 
reference list (APA) at the end of the research paper. 
 
Guidelines for in-text citations for MLA: 

Author 
named in a 
signal 
phrase:  

MLA: Because the author’s name is in 
the signal phrase, put only the page 
number of the source where the cited 
information can be found in parentheses 
at the sentence end.  Give the author’s 
full name the first time you mention 
him/her in a signal phrase but only 
his/her last name every subsequent time. 

● According to Lorraine Goodman, 
a food historian, 
nineteenth-century reformers 
who sought to purify the food 
supply were called “fanatics” 
and “radicals” by critics who 
argued that consumers should be 
free to buy and eat what they 
want” (77). 

APA: In the signal phrase, list the author’s 
last name and in parentheses the year of 
source’s publication.  At the end of the 
sentence, put in parentheses the page 
number of the source where the cited 
information can be found preceded by p. 

● Cubukcu (2012) argued that for a 
student-centered approach to work, 
students must maintain “ownership 
for their goals and activities” (p. 
64). 

Author 
named in 
parentheses: 

MLA: If you do not give the author’s 
name in a signal phrase, put his/her last 
name and the page number of the source 
where the cited information can be 
found in parentheses.  If the source was 
electronic and, therefore, has no page 
numbers, just list the author’s last name. 

● According to a nationwide poll, 
75% of Americans are opposed 
to laws that restrict or put 
limitations on access to 
unhealthy foods (Moran 351). 

APA: If you do not give the author’s name 
in a signal phrase, put his/her last name, the 
source’s publication date, and p. followed 
by the page number of the source where the 
cited information can be found in 
parentheses.  If the source was electronic 
and, therefore, has no page numbers, just 
list the author’s last name and the 
publication year. 

● The Cincinnati Public Schools 
Virtual High School brought 
students together to engage in 
highly individualized instruction 
according to their own needs, 
strengths, and learning styles, using 
ten teachers as support (Watson, 
2008, p. 7). 

Author 
unknown:  

MLA: If a source has no named author, 
the works cited entry will begin with the 
title of the source.  Therefore, use an 

APA: If a source has no named author, the 
reference list entry will begin with the title 
of the source.  Therefore, use an 
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abbreviated version of the title in 
quotation marks in your parenthetical 
citation. 

● As a result, children see nearly 
four thousand ads per year 
encouraging them to eat 
unhealthy food and drinks 
(“Facts”). 

abbreviated version of the title in quotation 
marks followed by the publication year in 
your parenthetical  citation.  

● A student’s IEP may, in fact, 
recommend the use of mobile 
technology (“Considerations,” 
2012, p. 5). 

Page number 
unknown: 

Do not include the page number in the 
parenthetical citation if a source lacks 
page numbers, as with many online 
sources. 

● Michael Pollen points out that 
“cheap food” actually has 
“significant costs - to the 
environment, to public health, to 
the public purse, even to the 
culture.” 

APA: If the source lacks stable page 
numbers such as an online source, you may 
include a heading title and/or a paragraph 
number instead of page numbers. 

● Crush (2015) pointed out that 
several other school districts in 
low-income areas had “jump-started 
their distance learning initiatives 
with available grant funds” 
(“Funding,” para. 6). 

Date unknown: Use the abbreviation n.d. 
for no date in the parenthetical citation. 

● Administrators believe 1-to-1 
programs boost learner engagement 
(Magnus, n.d.). 

Two authors: MLA: Name both authors in the signal 
phrase or include the last names of both 
authors in the parenthetical citation. 

● As legal scholars Austin Gostin 
and David Wager explain, 
“Interventions that do not pose a 
truly significant burden on 
individual liberty” are justified if 
they “go a long way towards 
safeguarding the health and 
well-being of the populace” 
(214). 

● As legal scholars explain, 
“Interventions that do not pose a 
truly significant burden on 
individual liberty” are justified if 
they “go a long way towards 
safeguarding the health and 
well-being of the populace” 
(Gostin and Wager 214). 

APA: State the last names of both authors 
and the publication date in the signal phrase 
or include the last names of both authors 
separated by an ampersand (&), the 
publication date, and the page number the 
information can be found in the source in 
the parenthetical citation. 

● According to Donitsa aand 
Zuzovsky (2014), “demographic 
growth in the school population” 
can lead to teacher shortages” (p. 
426). 

● In the United States, most public 
school systems are struggling with 
teacher shortages, which are 
projected to worsen as the number 
of application to education schools 
decreases (Donistsa & Zuzovsky, 
2014, p. 420). 

Three or 
more 

MLA: In a signal phrase, give the first 
author’s name followed by the words - 

APA:  
Three to five authors: List the last names 
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authors: and others.  In a parenthetical citation, 
give the first author’s last name 
followed by et al. 

● Researchers Blaine and others 
note that clinical trial results 
were reviewed by an 
independent panel (35). 

● The clinical trials were extended 
for two years, and only after 
results were reviewed by an 
independent panel did the 
researchers publish their findings 
(Blaine et al. 35). 

of all the authors and the publication year 
in the signal phrase the first time you cite 
the source.  In subsequent citations, use the 
first author’s last name followed by et al. 
and the publication year in either the signal 
phrase or the parenthetical citation.  Include 
the page number for each case in the 
parenthetical citation. 

● In 2013, Harper, Findlen, Ibori, and 
Wenz studied teachers’ perceptions 
of project-based learning before and 
after participating in a pilot program 
(p. 6). 

● Surprisingly, Harper et al. (2013) 
advised school administration “not 
to jump into project-based 
pedagogy without training and 
feedback” (p. 6). 

Six or more authors: Use the first author’s 
last name followed by et al. in either the 
signal phrase or the parenthetical citation. 

● Hermann et al. (2012) tracked 
forty-two students over a three-year 
period to look closely of the 
performance of students in the 
laptop program” (p. 56). 

Organization 
as author:  

MLA: Name the organization in the 
signal phrase or in the parenthetical 
citation. 

● The American Diabetes 
Association estimates that the 
cost of diagnosed diabetes in the 
United States in 2012 was $245 
billion (90). 

● The cost of diagnosed diabetes in 
the United States in 2012 was 
estimated at $245 billion 
(American Diabetes Association 
90). 

APA: Name the organization and in 
parentheses the publication year in the 
signal phrase or in the parenthetical citation 
the first time you cite the source.  Include 
the page number for each case in the 
parenthetical citation. 

● According to the International 
Society for Technology in 
Education (2016), 
“Student-centered learning moves 
students from passive receivers of 
information to active participants in 
their own discovery process” (p. 6). 

 

Authors with 
the same last 
name: 

MLA: Include the author’s first name in 
the signal phrase or first initial with the 
last name in the parenthetical citation. 

● Eli Chen argues that one 
approach to the problem is to 
introduce nutrition literacy at the 

APA: Use the first name initial along with 
the full last name of author’s with the same 
last names.  Include the publication years 
and page numbers for each source too. 

● Research by E. Smith (2014) 
revealed that…(p.58). 
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K-5 level in public schools (15). 
● One approach to the problem is 

to introduce nutrition literacy at 
the K-5 level in public schools 
(E. Chen 15). 

● One 2012 study contradicted…(R. 
Smith, p. 234). 

Two or more 
sources by 
the same 
author: 

MLA: Mention the title of the source in 
the signal phrase or include a short 
version of the title in the parentheses. 

● The American Diabetes 
Association reports that in 2012 
more than 200,000 children and 
adolescents had diabetes 
(“Fast”).  Therefore, experts 
encourage “strategies for 
implementing children obesity 
prevention programs for youth at 
risk of developing diabetes” 
(American Diabetes Association, 
“Number”). 

APA: In your reference list, you will use 
lowercase letters after the year to order the 
entries.  Use the same letters with the year 
in the in-text citations.  Include the page 
numbers for each source too. 

● Research by Durgan (2013a) has 
yielded new findings about the role 
of smartphones in the classroom 
(p.90). 

● Teachers must be careful not to 
allow smartphones to become a 
distraction though (Durgan, 2013b, 
p.30). 

Two or more 
sources 
stating a 
similar idea:  

MLA:List the authors (or titles) and 
page numbers (if source has them) in 
alphabetical order and separate them 
with semicolons. 

● The prevalence of early-onset 
Type 2 diabetes has been well 
documented (Finn 68; Sharma 
2037; Whitaker). 

APA: Put the works in the same order that 
they appear in the reference list, separated 
with semicolons.  Include the publication 
years and page numbers for each source 
too. 

● Principals have expressed their 
desire to see all students get 
something out of their educational 
experience (Nazer, 2015, p.80; 
Serrao, 2014, p. 76). 

Indirect 
source 
(source 
quoted in 
another 
source): 

MLA:When a writer’s or a speaker’s 
quoted words appear in a source written 
by someone else, name the quoted 
person in the signal phrase and begin the 
parenthetical citation with the 
abbreviation - qtd. In followed by the 
author of the source.  In the following 
example, Gostin is the author of the 
source listed in the works cited page; his 
book contains a quotation by 
Beauchamp. 

● Public health researcher David 
Beauchamp has said that “public 
health practices are communal in 
nature and concerned with the 
well-being of the community as a 

APA: Begin the parenthetical citation with 
the words - as cited in - then the last name 
of the author of the source, the publication 
year, and the page number.  Give the full 
name of the person who stated the 
quotation in the signal phrase. 

● Karen Cator, director of the U.S. 
Department of Education’s Office 
of Educational Technology, calls 
technology “the essence” of a 
personalized learning environment 
(as cited in Demski, 2012, p. 34). 
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whole and not just the well-being 
of any particular person” (qtd. in 
Gostin). 

Verse play: MLA: Give author’s last name followed by the act, scene, and line numbers in arabic 
numerals and separated by periods. 

● In King Lear, Gloucester, blinded for suspected treason, learns a profound 
lesson from his tragic experience: “A man may see how this world goes / with 
no eyes” (Shakespeare 4.2.148-49). 

A poem: MLA: Cite the poet’s last name followed by the poem part, stanza, and line numbers, 
if it has them, separated by periods.  For poems not divided into numbered parts or 
stanzas, use line numbers.  For a first reference, use the word - lines - before the 
numbers in the parenthetical citation; thereafter just put the numbers in the 
parentheses. 

● The Green Knight claims to approach King Arthur’s court “because the praise 
of you, prince, is puffed so high, / And your manor and your men are 
considered so magnificent” (Pearl 1.12.258-59). 

  

38 



 

Composing a Draft 
 
Explanation: To write your draft, begin by drafting the body paragraphs based on the information in your 
final outline and using the in-text citation rules in the previous section of this handbook.  Then, add an 
introductory and concluding paragraph as well as a works cited page (MLA) or a reference list (APA). 
 
How to format a research paper draft in MLA: 

● Use one inch margins for all around the border 
● Double space the entire document, including the heading and use twelve-point text size, Times 

New Roman font 
● Begin with an MLA heading that is left-aligned 
● Add a right-aligned running header with your last name and the page number 
● Add the title of your paper, centered, capitalized, and without bold, italics, or underline 

------------------------------------------------------------------------------------------------------------------------------- 
Student Last Name Page # 

Student Name 

Teacher Name 

Class, Period 

Date Month Year 

 A Religion of Humanity in Silas Marner 
  

 Scholars that specialize in the Victorian Period of England refer to the age as a time of rapid and 

drastic change (“Overview”).  In particular, due to the flood of new information that washed over the 

Victorian people, their views concerning the human condition and religion were called into question and 

“[o]ne had the uneasy feeling…that his beliefs were no longer quite secure” (Houghton 12).  Because of 

this uncertainty regarding spirituality, many Victorians detached themselves from traditional formalized 

religion and explored the emerging ideas of nineteenth century philosophers.  One such popular German 

thinker by the name of Ludwig Feuerbach championed the notion that “[r]eligion is an activity of the 

spirit that is entirely human” hence affirming the maintenance of religion through “human activity” rather 

than “institutional theologies” (qtd. in Rignall 118).  Freuerbach’s concept of a religion of humanity was 

adopted by celebrated British novelist George Eliot and became the subject matter for her 1861 success, 
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Silas Marner.  In her personal letters, the author states that, thematically, Silas Marner “…is intended to 

set – in a strong light the remedial influence of pure, natural human relations” (Eliot, “Blackwood” 

382-83).  Enhancing its moral message, the novel’s plot depicts the struggles of the central character, 

Silas, as he endures an unjust banishment from a local church that causes him to pursue a life of isolation 

and spiritual emptiness until the adoption of a child results in the restoration of his faith in both man and 

God.  Ultimately, by tracing, in Silas Marner, the negative consequences of institutionalized and 

individualized religion on Silas’s communal and spiritual life in contrast with the positive impact of a 

religion of humanity, Eliot voices her belief in the supremacy of religion rooted in human relations. 

------------------------------------------------------------------------------------------------------------------------------- 
 
How to format a research paper draft in APA: 

● Use one inch margins for all around the border 
● Double space the entire document, including the heading and use twelve-point text size, Times 

New Roman font 
● Begin with an title page that includes: A running head that consists of the words - Running head: - 

and the paper title shortened to no more than fifty characters in all capital letters on the left side 
and page numbers on the right side 

● In the center halfway down the page, the full title of the paper capitalized, and without bold, 
italics, or underline; the student’s name; and the school name 

● For the first page of the actual draft, the running head and page numbers should appear again then 
the paper title centered at the top of the page before the first paragraph begins 

 

Title page: (sample has condensed spacing; real version would be a whole page in length 
------------------------------------------------------------------------------------------------------------------------------- 
Running head: PRAISE NOTES FOR HIGH SCHOOL FRESHMAN 1 

 
 

The Effects of Praise Notes Targeting High School Freshmen: 

Attendance, Academic Achievement, Discipline, 

and Trust Levels of Stakeholders 

Student Name 

School Name 

------------------------------------------------------------------------------------------------------------------------------- 
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Beginning of the body of the paper: (these type of research papers also often use headings to distinguish 
between topics) 
------------------------------------------------------------------------------------------------------------------------------- 
PRAISE NOTES FOR HIGH SCHOOL FRESHMAN 2 

The Effects of Praise Notes Targeting High School Freshmen: 

Attendance, Academic Achievement, Discipline, 

and Trust Levels of Stakeholders 

 Singer and songwriter Bob Dylan released his popular protest anthem, “The Times They Are 

a-Changin’” in 1964 as a response to the political and social unrest of that era.  However, this same 

sentiment of confronting a paradigm shift exists as a troubling concern for people associated with the 

current American educational system.  As the recently sworn-in president declared his nomination for a 

Secretary of Education who wants to expand school choice and Pennsylvania politicians entertain the idea 

of eliminating property taxes as a means to fund public education, school leaders and employees across 

the Commonwealth are left wondering about the future of their chosen profession.  One strategy for 

combating these threats to the public education system is to adopt more rigorous public relations efforts to 

build a sense of trust in key stakeholders such as parents and students about a public education. 

Researchers agree, noting that “[t]oday, when public support cannot be taken for granted, schools and 

school systems must find ways to build and strengthen connections with their communities. The 

foundation for strengthening connections and improving relationships is proactive communication” 

(O’Reilly & Matt, 2013, p.139).  In other words, public school employees need to send a clear message to 

their constituents: teachers care about their students, and students can show success in the public school 

environment.  To motivate students to strive for this success and to strengthen teacher-student 

connections, many schools have implemented positive behavioral interventions and support practices, 

which produced favorable results (Ogulmus & Vuran, 2016; Swain-Bradway, Pinkney, & Flannery, 2015; 

Freeman, et al., 2015; Ross, Romer, & Horner, 2012).  If a school is able to use a positive reinforcement 

41 



 

strategy to foster and stimulate student growth and then share the observed achievements with parents, 

then the school would address both goals of student development and improved public relations. 

Therefore, this study wille evaluate the impact of teacher-generated postcards sent home to parents 

praising specific accomplishments of ninth grade students on the attendance, semester grades, disciplinary 

referrals, and trust levels of students and parents in the faculty and school. 

Review of Literature 

Why Focus on Freshmen?: The Foundational Yet Often Turbulent Freshman Year 

 Researchers agree that the ninth grade year for students often exists as a time of peril: “grades 

decline, the likelihood of course failures rises dramatically, behavioral trouble increases, and absences 

become much more common” (Neild, 2009, p.54; Weiss & Bearman, 2007, p.395).  To this point, 

Christopher C. Weiss and Peter S. Bearman conducted a study from 1994 through 1995 to measure 

changes in academic and non-academic outcomes in students when transitioning from eighth to ninth 

grade.  They surveyed ninety thousand students in one-hundred and thirty schools located in eighty 

communities, asking the students questions about their grades and risk-taking behaviors in eighth then 

ninth grade.  The results of the questionnaires revealed an overall GPA decline of 0.23 points with four 

percent of the students not passing the grade level and significant increases in fighting as well as alcohol, 

tobacco, and drug use (Weiss & Bearman, 2007, p.407).  The Common Core of Data (CDC), a federally 

created database of student enrollments by grade and school for publicly funded schools, recently 

projected numbers showing that the negative trends in freshmen reported by Weiss and Bearman are 

prevalent across the nation.  More specifically, in the 2003-04 school year, the CDC indicated that “half 

of the schools in the United States had a tenth grade enrollment that was no greater than ninety-five 

percent of their ninth grade enrollment and that in one quarter of the districts, tenth grade enrollment was 

no greater than ninety percent of that of ninth grade” (Neild, 2009, p.56).  

------------------------------------------------------------------------------------------------------------------------------- 
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Attaching the source citations to the draft:  
 
For MLA format: Revise your working bibliography by deleting the citations for the sources you did not 
cite in your draft and adding any additional sources you do cite in your draft that were not listed on the 
original working bibliography.  Then, add a new page after the end of the paper draft with the title - 
Works Cited - and list the source citations in alphabetical order in the same format as on your working 
bibliography. 
------------------------------------------------------------------------------------------------------------------------------- 

Student Last Name Page # 
 

Works Cited 
 
Conly, Sarah. “Three Cheers for the Nanny State.” The New York Times, 25 Mar. 2013, p. 23. 
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The Huffington Post, 4 Jan. 2013, 
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P, 2013. 
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Mar. 2010, pp. 27-32. 
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For APA format: Revise your reference list by deleting the citations for the sources you did not cite in 
your draft and adding any additional sources you do cite in your draft that were not listed on the original 
reference list .  Then, add a new page after the end of the paper draft with the title - References - and list 
the source citations in alphabetical order in the same format as on your  original reference list.  Then, add 
the running head of the paper title in all capitals left-aligned and the page number right-aligned. 
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