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Introduction 
 
 As a student in the Baldwin-Whitehall School District, you often will be 
required to complete a research assignment for course credit. Whether that 
assignment is long or short, formal or informal, in English class or in biology, 
the process required to complete it will be the same. This handbook provides 
a step-by-step process for conducting research, ultimately leading to a formal 
manuscript or an oral presentation. In addition to promoting a systematic 
approach to the research process, this handbook attempts to address the 
needs of students in all subject areas. 
 
 For first- time researchers, the handbook provides a clear plan – from 
choosing a topic to submitting or delivering the final product. Experienced 
researchers will also benefit from this handbook as it provides an updated 
version of bibliographical entries and the current Modern Language 
Association (MLA) manuscript format. 
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Definition of a Research Paper 
 

The research paper is a summary of what others have already said or 

written on a given subject. Therefore, in preparing your research paper, you 

will be making use of information that is already known rather than adding 

anything new to existing knowledge or opinion. Nevertheless, there is room 

for originality in your selection and organization of the material, in your 

construction and expression, in your interpretation and analysis, and in your 

general conclusions. 

 

The research paper is a presentation of facts which are (1) based upon 

reading or consulting several specified sources, (2) presented according to a 

standard method of procedure, (3) limited to a relatively narrow phase of a 

subject, and (4) original in selection, evaluation, expression, and conclusion. 

from Lorraine F. Dangle and Alice M. 
Haussman in Preparing the 
Research Paper 

 
 
 
 
 

Research Paper vs. Research Report 
 
Students conduct research for a variety of purposes, but more than likely the 
research will culminate in either a research paper or report, both of which 
have their places in academics. 

   
 
 
 
 
 
 
 
 
 

Research Report 
 

 develops a topic 
 answers the questions Who? 
 What? When? and Where? 
 states facts 
 summarizes key concepts 

    Research Paper 
     

 develops a thesis statement 
 emphasizes answers to the 

questions 
 Why? or How? 
 interprets or analyzes information 

from a variety of sources 
 draws a conclusion 
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Steps in the Research Process 
 
 
 
 
 
 
 
 
 
 

 

 

 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 1. Identify a topic. 

 2. Conduct background reading. 

 3. Prepare a working bibliography. 

 4. Narrow the topic. 

 5. Prepare a preliminary thesis. 

 6. Prepare a working outline. 

 7. Read and take notes. 

 8. Prepare a final thesis. 

 9. Prepare a final topic outline. 

 10. Draft a body, an introduction, and a 

conclusion. 

 11. Revise. 

 12. Prepare a final manuscript. 

 13. Edit. 

 14. Proofread. 
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The Research Process 

 
 

Step one: Identify a topic 

 of interest, worth, and significance 

 that is not too recent or too technical 

 after consulting resources to determine whether adequate material is 
available to permit research 

 
Step two: Conduct background reading 

 to become more familiar with the topic 

 to identify a variety of general sources to consult 
 
Step three: Prepare a working bibliography 

 to identify sources which may be relevant to the topic 

 to investigate and evaluate information about the topic 

 by using public and university libraries as well as  

 Baldwin High School Library 

 by consulting: 
 
 
 
 
 
 

 

 
 

 
**DO NOT access the Carnegie Library’s Databases from the 
school’s computers.  It violates the proprietary rights of the 
Carnegie Library. 

 

 by completing a separate 3” x 5” index card for each, in blue or black 
ink, in accordance with the MLA format for a working bibliography 

 by adding or deleting sources as research progresses 

 general references 

 online card catalogs and ACCESS PA to locate books 

 computer databases to identify magazine and journal 
articles 

 BHS Virtual Library 

 General OneFile 

 eBooks 

 Carnegie Library’s Online Databases 
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Resources Available through the  
BHS Virtual Library 

 
Steps for accessing the BHS Virtual Library: 

 
 Go to the BHS website www.bwschools.net 

 Click the Library link on the left-side of the page 

 For eBooks, click the link and enter the password “bhslibrary” 

 Here, you have access to  
o eBooks on the Gale Virtual Reference Library 
o Contemporary Authors 
o Literature Criticism Online (which contains the  

NCLC and TCLC) 
 

 

 Click the link to the Carnegie Library of Pittsburgh to access 
their online research databases 

o Once on their page, click the gray box labeled “Find 
Articles, Databases and More” 

o Click the link “Alphabetical List of Databases” and then 
choose the database you want to use 

o Select “Remote Access” 
o Your password is the number found on your public library 

card.  Enter it on the InfoTrac Screen. 
 

**DO NOT access the Carnegie Library’s Databases from the 
school’s computers.  It violates the proprietary rights of the 
Carnegie Library. 

 
 

** Please Note** 
 

The Research Handbook can be accessed via the BHS Library’s Web 
Page.  Follow the steps listed below: 

 Click the link on the left-side of the page “Citing Sources” 

 Click the red links “Research Handbook” 

 The Research Handbook will open as a PDF file 
 
 

 

http://www.bwschools.net/
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Format for Bibliography Card 

 
 
 
 
 

Format for Bibliography Ca 
 

 

 
 
 
 
 
 
 
 
       

Model of a Bibliography Card 
 
   

 
 

       
 

 
 
 
 
 
 

 
 

550                       3       
ASI 

 

 

 

Author’s last name, First name. Title of 
Book. City of publication: Publisher, 
Copyright date. Medium. 

 

 

 

BHS   
 

Call Number Source Code 
(number or 
letter) 
 

Library Code   (ask your 
teacher about exceptions 
to the BHS code.) 

550                        3    
ASI 

 
 

Asimov, Isaac. Exploring the Earth and  

the Cosmos. New York: Crown, 
1982.Print. 

 
 

BHS   
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Working Bibliography 
 

When you add sources to your working bibliography, be sure you 

enter all of the publication information needed for the Works Cited list. 

The information to be recorded depends on the kind of source used. 

 
Citations are based on the 7th edition of the MLA Handbook for Writers of 

Research Papers by Joseph Gibaldi 
 
 
 

Books in Print Format 

Pattern  Sample Citations  
Book: Single Author  
Author. Title. Place: Publisher, Date. Medium. 

Bolling, Linda. My Life with My Best Friend in   
Colorado. New York: Time-Life, 2008. Print.  

 

eBook on a Device 
Author. Title. Publisher. Publication Date. Medium. 
 
*The medium is the type of electronic file, such as Kindle file, Nook file, 
EPUB file, or PDF file. If you cannot identify the file type, use Digital 
file. 

 

Rowley, Hazel. Franklin and Eleanor: An 
Extraordinary Marriage. New York: Farrar, 
2010. Kindle file. 

Book: Two Authors  
First Author, and Second Author. Title. Place: Publisher, Date. Medium.  

Uhlman, Liv, and Ingmar Bergman. Live Theatre. 
Englewood Cliffs, NJ: Salem P, 1992. Print.  

 

Book: Three Authors  
First Author, Second Author, and Third Author. Title. Place: Publisher, 

Date. Medium.  
 

Poll, Craig, Maria Pito, and Pedro Diaz. Life in 
France. Boston: Praeger, 2009. Print.  

Book: More than Three Authors  

Author, et al. Title. Place: Publisher, Date. Medium.  
 

Spencer, Jim, et al. Basic Math. San Jose: 
Ballard Books, 2009. Print.  

Book: No Author  
Title. Edition (if given). Place: Publisher, Date. Medium.  
 

Chicago Manual of Style. 15th ed. Chicago: U of 
Chicago P, 2009. Print.  

Book with Group Author  
Group Name. Title. Edition (if given). Place: Publisher, Date. Medium.  

American Psychological Association. Publication 
Manual of the American Psychological 
Association. 5th ed. Washington: APA, 2009. 
Print.  

 

Book with Editor(s)  
Editor(s), eds. Title. Edition (if given). Place: Publisher, Date. Medium.  

Dodson, Susan, and Becky Bourassa, eds. 
Feminist Literature. 2nd ed. Syracuse, NY: 
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Norton, 2005. Print.  
 

Selection from an Anthology  
Author (if given). “Title of Anthologized Work.” Title of Book. Ed. 

Editor(s). Edition (if given). Place: Publisher, Date. Page #(s). 
Medium.  

Steinbeck, John. “The Red Pony.” Literature of 
the Land. Ed. Betty Carter and Charleen 
Marsh. 3rd ed. Boone: Steiner Publishing, 
2008. 234-56. Print.  

 

Selection from a Multi-Volume Series  
Author (if given). “Title of Anthologized Work.” Title of Book. Ed. 

Editor(s). Vol. # (if given). Edition (if given). Place: Publisher, Date. 
Page #(s). Medium.  

Epstein, William H. “John Cleland.” Dictionary of 
Literary Biography: British Novelists, 1660-
1800: Ed. Martin C. Battestin. Vol. 39. Detroit: 
Gale Research, 1985. 101-12. Print.  

Selection from an Anthology, Reprinted in a Multi-Volume Series  
Author (if given). “Title of Anthologized Work.” Title of Book. Ed. 

Editor(s). Edition (if given). Place: Publisher, Date. Page #(s). Rpt. 
in Series Title. Ed. Editor(s). Vol. # (if given). Place: Publisher, Date. 
Page #(s). Medium.  

Eurgubian, Janice. “Arthur Miller’s Triumph.” 20th 
Century Drama. Ed. Bonita Sefcovic and Roy 
Marsh. 2nd ed. Boston: Twayne, 1995. 95-103. 
Rpt. in Short Story Criticism. Ed. Justin Karr. 
Vol. 45. Farmington Hills, MI: Gale Group, 
2001. 189-93. Print. 

 

Article from Journal (Issues Paged Separately) Reprinted in a 
Multi-Volume Series  
Author (if given). “Article Title.” Journal Title Volume.Issue (Year): 

Page #(s). Rpt. in Series Title. Ed. Editor(s). Vol. # (if given). Place: 
Publisher, Date. Page #(s). Medium.  

Carter, Trudy. “Jean Toomer’s Vision.” Journal of 
Black Literature 14.3 (2005): 125-37. Rpt. in 
Poetry Criticism. Ed. Lawrence J. Trudeau. 
Vol. 61. Detroit: Thomson Gale, 2005. 349-67. 
Print.  

 

Signed article in Reference Book  
Author. “Title." Title of Reference Work. Vol. # (if given). Ed. Editor. 

Edition (if given). Place: Publisher, Date. Medium.  

Simco, Cheryl. “Ospreys.” Grzimek’s 
Encyclopedia. Vol. 7. Ed. Bernhard Grzimek. 
5th ed. New York: Reinhold, 2008. Print.  

 

Article in General Encyclopedia  
Author (if given). “Title of Selection.” Title of Reference Work. Edition. 

Medium.  
 

“Thailand.” Encyclopedia Britannica. 2008 ed. 
Print.  

Government Publication  
Govt Agency. Sub-Agency[ies] (if any). Title. Place: Publisher, Date. 

Medium.  

United States. Dept. of Labor. Bureau of Labor 
Statistics. Housing Survey, 1998-2008 (Bulletin 
2263). Washington: GPO, 2009. Print.  

 

Book with an Editor and Author 
Author. Title of Book. Editor. Place: Publisher, Date. Medium. 
 
 

Plath, Sylvia. The Collected Poems. Ed. Ted 
Hughes. New York: Harper, 1981. Print. 

Book with Translator 
Author. Title of Book. Translator. Place: Publisher, Date. Medium. 

Andersen, Hans Christian. The Complete Fairy 
Tales and Stories. Trans. Erik Christian 
Haugaard. New York: Doubleday, 1974. Print. 

 

Book with Introduction, Foreward, Afterward, Preface 
Editor of Book. Intro/Foreward/Afterward or Preface. Title of Book. 

Name of author of book. Place: Publisher, Date. Pages. Medium 

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

 

Almanac 
“Title of Article.”  Title of Almanac, Date. Medium. 

“Employment: Federal Civilian.” The World 
Almanac and Book of Facts. 1994. Print. 

 

Bible 
Title of Bible. Version. Editors (if applicable). Place: Publisher, Date. 

Medium. 
 

Bible. King James Version. Ed. Susan Jones. 
New York: Doubleday, 1988. Print. 



 

9 

 
 
 
 

Essay or Chapter in a Book of Criticism 
Author. “Title of Essay or Chapter.” Title of Book. Editor. Place: 

Publisher, Date. Page #(s). Medium. 
 

Arnold, Marilyn.  “Willa Cather.” Critical Survey of 
Short Fiction. Ed. Frank Magill. Englewood 
Cliffs: Salem, 1981. 1075-81. Print. 

Contemporary Authors 
“Title of Article.” Title of Book. Editor. Vol. #. Place: Publisher, Date. 

Page #(s). Medium. 

“Mark Twain.” Contemporary Authors. Ed. 
Carolyn Riley. Vol. 12. Detroit: Gale, 1990. 24-
29. Print. 

Contemporary Literary Criticism 
Twentieth Century Literary Criticism 
Nineteenth Century Literature Criticism 
 
Author. “Title of Article.” Title of Book. (Yr. of Publication): Page #(s). 

Rpt. in Title of Reference Book. Editor. Vol. #. Place: Publisher, 
Date. Page #(s). Medium. 

 

 
 
 
Kiskis, Michael J. “Mark Twain and Collaborative 

Autobiography.” Studies in Imagination. 
(1996): 27-40. Rpt. in Contemporary Literary 
Criticism.  Ed. Judith  Rae. Vol. 4. Detroit: 
Gale, 1987. 654-55. Print. 

 

Dictionary of Literary Biography 
 
Author. “Title of Article.” Title of Book. Editor. Vol. #. Place: Publisher,   

Date. Page #(s). Medium. 

 
Thompson, G. R. “Edgar Allan Poe.” Dictionary of 

Literary Biography. Ed. Joel Myerson. Vol. 3. 
Detroit: Gale, 1979. 249-97. Print. 

 

Previously Published Articles from a Journal 
 
Author. “Title of Article.” Title of Journal. Volume. Issue (Yr. of 

Publication):  Page #(s). Rpt. in Title of Reference Book. Editor. 
Vol. #. Place: Publisher, Date. Page #(s). Medium. 

 
 

Lounsberry, Barbara. "'The Terrible Under Toad: 
Violence as Excessive Imagination.” Thalia 
5.2 (1982/83): 30-35. Rpt. in Nineteenth 
Century Literature Criticism. Ed. Daryl 
Thompson. Vol. 34. Detroit: Gale, 1985. 87-
90. Print.  

Previously Published Excerpt from a Book 
 
Author. Title of Book. Publisher. Date. Rpt. in Title of Reference Book. 

Editor. Vol. #. Place: Publisher, Date. Page #(s). Medium. 
 
 

 
Fyrel, T. R. George Orwell: A Personal Memoir. 

Macmillan, 1982. Rpt. in Twentieth-Century 
Literary Criticism. Ed. Dennis Poupard. Vol. 
15. Detroit: Gale, 1985. 329-32. Print. 

 

Brochure/Pamphlet 
 
Signed 
Author. Title. Place: Publisher, Date. Medium. 
 
 
Unsigned 
Title. Place: Publisher, Date. Medium. 

 
 
Palca, Joesph.  Getting to the Heart of the 

Cholesterol Debate.  Chicago: American 
Association for the Advancement of Science, 
1990. Print. 

 
Cholesterol and Your Heart. Dallas: American 

Heart Association, 1999. Print. 
 

Interview 
 
Name of Person Interviewed. Day Month Year. Type of interview. 

 
 
Rooney, Dan. 25 Oct. 2009. Telephone interview. 
 
Wiggin, Sally. 12 July 2010. Personal interview. 
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Periodicals/Books from Databases 

 
Pattern  Sample Citations  

Book: Single Author  
Author. Title. Place: Publisher, Date. Database. Medium. Date of 

access.  

 

Armintor, Bob. Managing IP Networks. New 
York: McGraw-Hill, 2005. NetLibrary. 
Web. 3 Sept. 2009.  

Magazine  
Author (if given). “Article Title.” Magazine. Date: Page #(s). 

Database. Medium. Date of access.  
 

Bond, Bill. “In the Storm.” Time. 19 Oct. 
2005: 21-23. EBSCOhost Academic 
Search Complete. Web. 3 Sept. 2009.  

Newspaper  
Author (if given). “Article Title.” Newspaper Day Month Year, edition. 

(if given): Page #(s). Database. Medium. Date of access.  
 

“Spinal Stenosis in the Third World.” New 
York Times 6 May 1951, late ed.: B6. 
Lexis-Nexis News. Web. 3 Sept. 2009.  

Journal with Issue Number  
Author (if given). “Article Title.” Journal Volume.Issue (Year):  
      Page #(s). Database. Medium. Date of access.  
 

Katel, Peter. "New Strategy in Iraq." CQ 
Researcher 17.8 (2007): 169-92. CQ 
Electronic Library. Web. 3 Sept. 2009.  

Pattern  Sample Citations  
Magazine  
Author (if given). “Article Title.” Magazine Title  Date: Page #(s). 

Medium.  
 

Armintor, Bob. “The Search for Hidden Life.” 
Newsweek 22 Nov. 1999: 82-93. Print.  

Journal with an Issue Number  
Author (if given). “Article Title.” Journal Title  Volume.Issue (Year): 

Page #(s). Medium.  
 

Marsh, Charleen L. “Volcanic Seismology in 
California.” Geology 17.4 (2004): 45-67. Print.  

Journal without an Issue Number  
Author (if given). “Article Title.” Journal Title  Volume (Year):  
       Page #(s). Medium.  
 

Munton, Jessica. “Poe’s Tales.” California Literary 
Review 13 (2004): 156-68. Print.  

Newspaper  
Author (if given). “Article Title.” Newspaper Title Day Month Year,  

edition. (if given): Page #(s). Medium.  
 

“Spinal Stenosis in the Third World.” New York 
Times 3 Sept. 1951, late ed.: B6-7. Print.  

Newspaper (Article has non-consecutive pagination)  
Author (if given). “Article Title.” Newspaper Title Day Month Year, 

edition. (if given): Page #(s). Medium. 

Burton, Matthew. “Out in Iraq.” Washington Post  
       4 May 1948, early ed.: A1+. Print.  

Periodicals in Paper Format 
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Journal without Issue Number  
Author (if given). “Article Title.” Journal  Volume (Year): Page #(s). 

Database. Medium. Date of access.  

Marsh, Charleen. “Volcanic Seismology in 
California.” Geology 17 (2005): 45-67. 
ProQuest Research Library. Web. 3 
Sept. 2009.  

 

Essay or Selection from Literature Resource Center  
Author (if given). “Title of Essay or Selection.” Title of Book.  

Editor(s). Vol. # (if given). Edition (if given). Place: Publisher, 
Date. Page #(s). Database. Medium. Date of access.  

Bleiler, Richard. “Edgar Allan Poe, 1809-
1849.” Science Fiction Writers. Ed. 
John Bleiler. Vol. 1. 2nd ed. New York: 
Charles Scribner’s Sons, 1999. 213-19. 
Literature Resource Center. Web. 3 
Sept. 2009.  

 

 
 

All databases that are available from the Baldwin High School Library include 
specific citations for each article.  All eBooks, including the NCLC and TCLC 
online and the General OneFile, include a “Source Citation” at the bottom of 
each article.   
 
You may have to double-check the punctuation and capitalization of these 
imbedded citations for accuracy against what appears in the Baldwin High 
School Research Handbook. 
 

 
 

 
Periodicals from the Internet – Not from  

a Library Database 
 

Pattern  Sample Citations  
Magazine  
Author (if given). “Article Title.” Magazine Title. Website publisher (If 

no publisher, use n.p.). Date: Page #(s). (If no pagination given, 
use. n. pag.) Medium. Date of access.  

 

Pedersen, Daniel. “The Search for Hidden 
Life.” Newsweek. Newsweek. 22 Nov. 
1999: 82-83. Web. 1 Jan. 2006.  

Journal with Page Numbers and Issue Number  
Author (if given). “Article Title.” Journal Title  Website publisher (If no 

publisher, use n.p.). Volume.Issue (If available) (Year): Page #(s) 
Medium. Date of access. 

Eurgubian, Michael. “The Joy and Anguish 
of Solving Quadratic Equations.” 
Mathematics Journal National 
Mathematics Consortium. 6.2 (2009): 
125-37. Web. 3 Sept. 2009.  

 

Journal without Page Numbers  
Author (if given). “Article Title.” Journal Title  Website publisher (If no 

publisher, use n.p.). Volume.Issue (if available) (Year): Page #(s) 
(If no pagination given, use. n. pag.) Medium. Date of access.  

Pieper, Barbara, et. al. “Pressure Ulcer 
Pain.” Ostomy Wound Management 
HMP Communications. 55.2 (2009): n. 
pag. Web. 1 Jan. 2009.  
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Internet Web Pages – Not from  

a Library Database 
 

Specific Patterns for Web Pages  Sample Citations 

Independent Page with a Title  
Author (if given). Page Title. Publisher/Sponsor. (If none, use n.p.) 

Publication Date. (If no date, use n.d.) Medium. Date of access.  

Stephan, Ed. John Steinbeck: The 
California Novels. n.p. 10 Dec. 2008. 
Web. 3 Sept. 2009.  

 

Independent Page without Title  
Author. If no Title, use Home page. Publisher/Sponsor. (If none, use 

n.p.) Publication Date. (If no date, use n.d.) Medium. Date of 
access. 

  

Barker, Joe. Home page. n.p. 31 Dec. 
2008. Web. 1 Jan. 2009.  

Authored Page -- Part of a larger web site  
Author. “Page Title.” Website Title. Publisher/Sponsor. (If none, use 

n.p.) Publication Date. (If no date, use n.d.) Medium. Date of 
access.  

Gallagher, Christine. “Religious Views on 
Organ/Tissue Donation and 
Transplantation.” LifeLink. LifeLink 
Foundation. June 2008. Web. 1 Jan. 
2009.  

 

Anonymous Page – Part of larger web site  
“Page Title.” Website Title. Publisher/Sponsor. (If none, use n.p.) 

Publication Date. (If no date, use n.d.) Medium. Date of access.  

“Elder Abuse Information.” National 
Council on Child Abuse & Family 
Violence: The American Campaign 
for the Prevention of Child Abuse & 
Family Violence. National Council on 
Child Abuse & Family Violence. 12 
May 2008. Web. 1 Jan. 2009.  

 

Sponsored Project -- Part of larger web site  
Author (if given). “Page Title.” Website Title. Publisher/Sponsor. 
(If none, use n.p.) Publication Date. (If no date, use n.d.) 
Medium. Date of access.  

McNaron, Toni. “Alice Walker, b. 1944.” 
VG/Voices from the Gaps: Women 
Writers of Color. Dept. of English. U 
of Minnesota. 2006. Web. 1 Jan. 
2009.  

 

Online News Provider -- Part of larger web site  
Author (if given). “Page Title.” Website Title. Publisher/Sponsor. 
(If none, use n.p.) Publication Date. (If no date, use n.d.) 
Medium. Date of access.  

Steinhauser, Paul. “CNN Poll: 
Generations Disagree on Same-Sex 
Marriage.” CNN.com/US. Cable News 
Network. Turner Broadcasting 

Journal without Issue Number  
Author (if given). “Article Title.” Journal Title  Website publisher (If no 

publisher, use n.p.). Volume (Year): Page #(s) (If no pagination 
given, use. n. pag.) Medium. Date of access.  

Sullivan, Bessie. “Homesteading in 
Colorado.” Historical Trends  Colorado 
Historical Assoc. 4 (2009): 145-78. Web. 
3 Sept. 2009.  

 

Newspaper  
Author (if given). “Article Title.” Newspaper Title  Website publisher 

(If no publisher, use n.p.). Day Month Year, ed. (if needed): Page 
#(s). (If no pagination given, use. n. pag.) Medium. Date of 
access.  

 

“Spinal Stenosis in the Third World.” New 
York Times  New York Times. 14 Feb. 
2007. A12. Web. 1 Jan. 2009. 
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System. 4 May 2009. Web. 4 May 
2009.  

 
 
 

Patterns for Govt. Web Pages  Sample Citations 
Government Publication  

Govt Agency. Sub-Agency[ies] (if any). Title. Author (if given). 
Publication Date. (If no date, use n.d.) Medium. Date of access.  

United States. Dept. of Justice. Natl. Inst. 
of Justice. Threat Assessment: An 
Approach to Prevent Targeted 
Violence. By Robert A. Fein. Sept. 
2005. Web. 1 Jan. 2009.  

 

U. S. Government Bill  
United States. Cong. Senate or House. Title. Cong. Session. Bill #. 

Place: Publisher, Date. Publication Date. (If no date, use n.d.) 
Medium. Date of access.  

United States. Cong. House of 
Representatives. Bill to Control Water 
Rights. 106th Cong., 1st sess. HR 
391. Washington: GPO, 1999. Web. 1 
Jan. 2009.  

 

State Government Bill  
State. Senate or Assembly. Title. Session. Bill #. Place: 
Publisher, Date. Publication Date. (If no date, use n.d.) Medium. 
Date of access.  

California. Assembly. Health Care 
Coverage. 2003-2004 reg. sess. AB 
37. Sacramento: OSP, 2002. Web. 1 
Jan. 2009.  

 

 
 

Provide as much of the information listed below as possible: 
   

 Author’s name. 

 “Title of the document.” 

 Title of the overall site. 

 Version or edition used. 

 Publisher or sponsor (If not given, use N.p.) 

 Date of publication (if not given, use n.d.) 

 Medium (Web). 

 Date of access. 

  
 

MLA Citation: Electronic Book Readers 
 

Author. Title. Publishing Company, Year of Publication. Medium. 
 
 

Rowling, J.K. Harry Potter and the 
Chamber of Secrets. Levine  Books, 
1999. Kindle ebook file. 

 

 
Example of Media file formats: Kindle, iPad, Nook. 
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Parenthetical citation information will include author’s name and n.p. for no 
page number. 
 
 
 
 
 
 
 
Step four: Narrow the topic 
 

 by conducting more extensive background reading 

 to present a limited aspect of the subject 

 to one which is neither too broad nor too specific 
 
 

Step five: Prepare a preliminary thesis 
 

 which addresses the central question or problem by answering Who? 
What? When? Where? and Why? or How? 

 by writing a single sentence which formulates the answers to these 
questions about the topic 

 
 
Step six: Prepare a working outline 
 

 which includes main topics and subtopics  

 to guide note-taking 

 revising items as research progresses 

 adding and deleting general and specific information for support as 
research progresses 
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Model of Working Outline 
 
 
Thesis Statement: 
 
 
  

  
I. Main topic 

  
 A. Subtopic 

  
 B. Subtopic 

  
 C. Subtopic 

  
 

  
II. Main topic 

  
 A. Subtopic 

  
 B. Subtopic 

  
 

  
III. Main topic 

  
 A. Subtopic 

  
 B. Subtopic 

  
 C. Subtopic 

  
 D. Subtopic 
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Step seven: Read and take notes  

 using an adequate number and variety of sources 

 by recording relevant material using the following three note-taking 
methods to avoid plagiarism: 

 
 Quotation - copying material exactly as it appears in the  
  source, enclosing it in quotation marks 

 
 Paraphrase - restating material in the researcher’s own  
  words  
 
 Summary - recording the general idea of large amounts of          
  material 
 

 using blue or black ink on 4” x 6” index cards according to the following 
model: 

 
 
 
 
 

Format for Note Card 
 

Slug: keyword(s) from outline     Source Code 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

NOTES 
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Identification of note-taking method (S, P, Q)   

Model of Note Card (Q) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

         
 
 
  

Model of Note Card (P) 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Longevity of primates    3
       
              
 
“Human beings do not share their unusual 
longevity even with other primates. Gibbons 
have not been recorded as living past thirty-two, 
orangutans past thirty-four, gorillas past forty, or 
chimpanzees past fifty-one.” 
  
 

              
Q                                                            191
   

Longevity of primates    3
       
              
Of all primates humans live longest.  
 gibbons 32 max 
 orangutans 34 max 
 gorillas 40 max 
 chimps 51 max 
 

            

P          191  

Page Number 
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Evaluation of Sources 
 

In choosing sources, MLA advises researchers “to evaluate the quality 
of any work before using and citing it. Students writing their first research 
papers often find it difficult to evaluate sources. Not all sources are equally 
reliable or  
of equal quality. In reading and evaluating potential sources, you should 
not assume that something is truthful or trustworthy just because it 
appears in print or on the Internet. Some material may be based on 
incorrect or outdated information or on poor logic, and the author’s knowledge 
or view of the subject may be limited. Weigh what you read against your own 
knowledge and intelligence as well as against other treatments of the subject. 
. . . 
 
 “Assessing Internet resources is a particular challenge. Whereas the 
print publications that researchers depend on are generally issued by 
reputable publishers, like university presses, that accept accountability for the 
quality and reliability of the works they distribute, relatively few electronic 
publications currently have comparable authority. . . . 
 
 “Researchers need to be concerned about the authority, accuracy, and 
currency of all sources they use. . . . If you have doubts about a source, your 
instructor or a librarian can probably help you” (26-27). 
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Plagiarism 
 

 
The MLA Handbook for Writers of Research Papers states: 

Plagiarism refers to a form of cheating that has been defined as “the 

false assumption of authorship: the wrongful act of taking the product 

of another person’s mind and presenting it as one’s own” (Alexander 

Lindey, Plagiarism and Originality [New York: Harper, 1952] 2). To use 

another person’s ideas or expressions in your writing without 

acknowledging the source is to plagiarize. Plagiarism, then, constitutes 

intellectual theft . . . [and] often carries severe penalties, ranging from 

failure in a course to expulsion from school (30). 

 

MLA further warns: 

At all times during research and writing, guard against the possibility of 

inadvertent plagiarism by keeping careful notes that distinguish 

between your own musings and thoughts and the material you gather 

from others. Forms of plagiarism include the failure to give 

appropriate acknowledgment when repeating another’s wording 

or particularly apt phrase, when paraphrasing another’s 

argument, or when presenting another’s line of thinking. 

 

You may certainly use other persons’ words and thoughts in your 

research paper, but the borrowed material must not seem your 

creation (30-31). 
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The next four examples in MLA style from Writing Research Papers by James 

D. Lester demonstrate the difference between genuine research writing and 

plagiarism. First is the original reference material; it is followed by four student 

versions, two of which are plagiarism and two of which are not. 

 

Original Material 

 
Despite the growth of these new technologies and the importance of the mass media 

in our lives, our schools have failed to do anything in the way of developing a 

systematic curriculum aimed at helping students to understand the form, content, 

ownership, and organization of the mass media. While schools continue to operate 

as though print were the main means of communication in our culture, an 

increasingly high-tech society requires a new definition of literacy that encompasses 

visual, computer, and media literacy. 

 from David M. Considine’s “Visual Literacy and 
the Curriculum: More to It Than Meets the 
Eye,” in Language Arts 64 (1987): 635-39. 
Print. 

 

 

Student Version A (Unacceptable) 
 
Despite new technology that makes the mass media important in our lives, 

the schools have failed to develop a systematic curriculum aimed at helping 

students to understand television. In fact, schools operate as though print 

were the main means of communication in our culture, but young people have 

a high-tech, visual sense of communication. 

 
This piece of writing is a clear example of plagiarism. Material stolen without 
documentation is obvious. The writer has simply borrowed abundantly from 
the original source, even to the point of retaining the essential wording. The 
writer has provided no documentation whatsoever nor has the writer named 
the authority. In truth, the writer implies to the reader that these sentences are 
an original creation when, actually nothing belongs to the writer. The next 
version is better, but still demonstrates blatant disregard for scholarly 
conventions. 
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Student Version B (Unacceptable) 
 
Modern communication technology is here to stay and cannot be ignored. We 

live in the information age, bombarded by television and radio in our homes 

and automobiles, annoyed by ringing telephones, and infatuated by 

computers and their modems for networking across the nation. Despite this 

new technology that makes the mass media important in our lives, the 

schools have failed to develop a systematic curriculum aimed at helping 

students to understand television. In fact, schools operate as though print 

were the main means of communication in our culture. But young people 

have a high-tech, visual sense of communication (Considine 635-39). 

 

Although this version provides original opening sentences by the student and 
a citation to the authority, David Considine, it contains two serious errors. 
First, readers cannot know that the citation “(Considine 635-39)” refers to 
most of the paragraph; in fact, they can only assume that the citation refers to 
the final sentence. Second, the borrowing from Considine is not paraphrased 
properly; it contains far too much of Considine’s language – words that should 
be enclosed within quotation marks. The next version is correct and proper. 
 
 
Student Version C (Acceptable) 
 
Modern communication technology is here to stay and cannot be ignored. We live in 

the information age, bombarded by television and radio in our homes and 

automobiles, annoyed by ringing telephones, and infatuated by computers and their 

modems for networking across the nation. David Considine sees the conflict as 

chalkboards and teacher lectures versus an environment of technological, electronic 

marvels (635). He argues, “While schools continue to operate as though print were 

the main means of communication in our culture, an increasingly high-tech society 

requires a new definition of literacy that encompasses visual, computer, and media 

literacy” (Considine 639). 

 
This version represents a satisfactory handling of the source material. The authority 
is acknowledged at the outset of the borrowing, a key section has been paraphrased 
in the student’s own words with a correct page citation to Considine’s article, and 
another part has been quoted directly with a page citation at the end. Let’s suppose, 
however, that the author does not wish to quote directly at all. The fourth example 
shows a paraphrased version with proper acknowledgment given to the source. 
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Student Version D (Acceptable) 
 
Modern communication technology is here to stay and cannot be ignored. We live in 

the information age, bombarded by television and radio in our homes and 

automobiles, annoyed by ringing telephones, and infatuated by computers and their 

modems for networking across the nation.  Mr. David Considine sees the conflict as 

chalkboards and talking by teachers versus an environment of technological advan- 

ces (635). He argues that our public schools function with print media almost 

exclusively, while the children possess a complex feel and understanding of modern 

electronics in their use of computers, television, and other media forms (Considine 

639). 

 

Although the entire paragraph is paraphrased in the student’s own language and no 
direct quotation is employed, the authority is acknowledged and credited. 
MLA concludes that, in writing your research paper, then, you must document 
everything that you borrow, not only direct quotations and paraphrases, but also 
information and ideas. Of course, common sense as well as ethics should determine 
what you document. For example, you rarely need to give sources for familiar 
proverbs (“You can’t judge a book by its cover”), well-known quotations (“We shall 
overcome”), or common knowledge (“George Washington was the first president of 
the United States”). But you must indicate the source of any appropriate material that 
readers might otherwise mistake for your own. If you have any doubt about whether 
or not you are committing plagiarism, cite your source or sources. 

 

Step eight: Prepare a final thesis statement 

 to reflect the information gathered 

 by double-checking answers to the questions Who? What? When? 
Where? and Why? or How? 

 
 
Step nine: Prepare a final topic outline 

 for body paragraphs only (NOT the introduction and conclusion) 

 by sorting note cards into piles according to slugs 

 by deciding on the most logical order of slugs 

 by organizing all note cards within each slug 

 by maintaining the correct outline format throughout: 
o indention 
o capitalization 
o punctuation  
o parallelism 
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Model of Final Topic Outline 

 
 

 

Communication in the Human Brain 

Thesis Statement: In the eighteenth century scientists in Europe began to 

study communication within the brain to identify the significance of nerve 

cells, to trace the breakdown in brain communication, and to generate future 

research and study. 

 I. Early knowledge of human brain 

 A. Early belief in heart as center of life 

 B. Later discovery of brain as center 

 II. Knowledge of brain communication process 

 A. Galvani’s discovery of electricity’s role 

 B. Woewi’s discovery of chemical role 

 III. Nerve cells as center of brain communication 

 A. Structure of cell 

 1. Nucleus 

  a. Control center 

  b. Molecules 

 2. Axon 

 3. Dendrites 

 B. Importance of synapse 

 1. Role of electricity 

 2. Role of chemicals 

 IV. Breakdown in brain communication system 

 A. Results 

 1. Physical illness 

 2. Mental illness 

 B. Causes 
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Step ten: Draft a body, an introduction, and a conclusion 
 

 by developing and following the outline, using information on note 
cards to construct body paragraphs 

 by introducing and integrating quoted, paraphrased, and summarized 
information into the text of the paper 

 by providing parenthetical citations for quoted, paraphrased, and 
summarized information 

 by moving from general information to the specific thesis statement in 
the introduction 

 by summarizing the main ideas presented in the paper and restating 
the writer’s position in the conclusion 
 

 
 
 

Quoted, Paraphrased, and Summarized Information: 
Introducing and Integrating 

 

1. Integration of a basic citation 

Medieval Europe was a place both of “raids, pillages, slavery, and 

extortion” and “of traveling merchants, monetary exchange, towns if 

not cities, and active markets in grain” (Townsend 10). 

 

2. Integration of a quotation with an author’s name 

According to John Hartley, nineteenth century scientists “discovered 

single cells that divided into two identical off-spring cells” (56). 

 

3. Integration of a citation of a long quote 

Set off long prose quotations of more than four lines by indenting ten 
additional spaces from the left margin or indenting one inch. Do not 
use quotation marks with the indented material. Double-space between 
the text and the quoted material. Place the parenthetical citation after 
the final mark of punctuation. 
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Two political commentators make this observation: 

Every day the network news organizations face the task 

of reducing complex, multifaceted issues to simple, 

unambiguous stories that consume no more than a 

minute or two of precious air-time. To avoid the 

accusation of being unfair, they also face the pressure to 

present “both sides” of the controversies they cover. 

(Kiklinski and Sigelman 814) 

 
Quoted, Paraphrased, and Summarized Information: 

Providing Parenthetical Citations for 
 
Some instructors require students to use endnotes instead of 
parenthetical citations. If required to use endnotes, to avoid interrupting 
the continuity of the text, place a note number at the end of the 
sentence, clause, or phrase containing the material referred to or 
quoted. Number notes consecutively throughout the paper. See pages 
33-34. 

 

1. Citation of two or more works by the same author or authors 

Shakespeare’s King Lear has been called a “comedy of the grotesque” 

(Frye, Anatomy 237). 

 

2. Citation of a source when no author is listed 

Articles about the unusual names of towns, such as Peculiar, Missouri; 

Kimmundy, Illinois; and Frostproof, Florida, are a regular feature of one 

national magazine (Chicago Manual 63). 

3. Citation of a quotation appearing in a source 

Martine Greenburg says, “The interventions can be construed by the 

adolescent as negative, overburdening, and interfering with the child’s 

ability to care for himself” (qtd. in Peterson 9). 
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4. Citation of a work by two or three authors 

DNA in the chromosomes must be copied perfectly during cell 

reproduction: “Each DNA strand provides the pattern of bases for a 

new strand to form, resulting in two complete molecules” (Justice, 

Moody, and Graves 462). 

5. Citation of a work by more than three authors 

Scientists are still debating whether the higher apes can be taught to 

create “sentences” in sign language (Kim et al. 427). 

6. Citing more than one work in a single parenthetical citation 

 Cite each work as you normally would in a reference, and use 

semicolons to separate the citations.  

“A final thesis statement will control and focus the entire paper”; “do 

not hesitate to revise the thesis statement as you write the paper” 

(Lester 146; Gibaldi 35).  

7.  Citing the Internet document with fixed page numbers 

Since pagination may differ from printer to printer, page numbers of 

printouts should not be cited. 

“Lays and Fresca provide on 10% of the company’s profits” (Gallagher 

2). 

 

8. Citing an Internet document with no fixed page numbers 

“Steinbeck proposed that the American political structure demonized 

the common man” (Stevens). 

 

  

 
Step eleven: Revise 

 by rereading and rethinking the draft to ensure that all information 
supports the thesis 

 for content (adequate development and logical organization) 

 for style (clarity, conciseness, sentence structure, word choice, and 
transitions) 
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Step twelve: Prepare a final manuscript (Based on Microsoft Word 2007) 

 
Printing 

 

 All papers must be computer-generated and printed in a standard, 
easily readable typeface on white paper in black ink. 

 
Margins 

 

 Maintain a one-inch margin on the top, bottom, and both sides of the 
text. 

o Click “Page Layout” from the menu bar 
o Click “Margin” button and select 1” model 

 
 
Numbering Pages through the Use of a Header 

 

 Number all pages of the text in the upper right-hand corner one-half 
inch from the top and flush with the right margin. Include your last 
name before the page number. 

 Use lowercase Roman numerals (i, ii, iii, iv, v…) for preliminary pages, 
such as an outline. Place your last name and lowercase Roman 
numeral in the upper right-hand corner. 
 
Word processing directions for adding a header for the page numbers 

o Select “Insert” from the menu bar 
 Select “Page Number” 
 Select “Top of Page” 
 Select “Plain Number 3” 
 Add your last name before the page number 
 Click “Close Header/Footer” box on the top right of the 

menu bar 
 

o Refer to image on the next page 
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Computer Image of Header/Footer 
 

 
 

 
 
Indention  

 

 Indent each paragraph one-half inch (one tab) from the left margin. 

 Indent set-off quotations one inch (two tabs) from the left margin. 
 
 

Spacing 
 

 Double-space throughout.  To double-space: 

o Under “Home” on the menu bar, select the spacing button 

 

 
 

o Select 2.0 
o Also, click “Remove space before paragraph” and Remove 

space after paragraph” 
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Heading and Title 

 

 A research paper in MLA style does not require a separate title page 
unless you include an outline. 

 If a title page is unnecessary, place your identification in the upper left-
hand corner of the first page. 

 Include your name, the instructor’s name, course number, and date on 
separate lines, double-spacing between lines. 

 Double-space again and center the title. Also double-space between 
the lines of the title and the first line of the text. 

 Do not underline the title or put it in quotation marks or type it in all 
capital letters. Refer to the model below. 

 
 
 

Model of a First Page without a Title Page 
 

Double Space Throughout 

 
  1 inch from top                      ½ inch from top 
          

 Howell 1 
 

Pamela Howell 

Mr. Smith 

English 11 

17 May 2011 

  

 
The Changes of Human Nature 

 
  To some people, the Holocaust may be just another history lesson about Nazi            1 inch  margin 

  Germany and World War II.  However, to the people who lived through it, it was a  

  never-ending battle for life or death.  Elie Wiesel, a Holocaust survivor and Nobel Prize 

  winner, explains how life really was in a concentration camp in his novella, Night.  This  

  nonfiction piece is taken firsthand from the experiences Wiesel lived through during  

  persecution of the European Jews.  At the young age of 15, Wiesel is taken from his home 

  and forced to work at a concentration camp with his father.  Throughout the novella, Wiesel 

  is subject to the real aspects of human behavior, sprouting from the fight for survival.  In       

  Night,  Wiesel reveals both sides of human nature with the acts of brotherhood and cruelty. 

 To start, one side of human nature that Wiesel reveals is brotherhood.  First , Wiesel 

  shows brotherhood… 
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Title Page 

 
If the instructor requires a formal outline to be submitted with the paper, a 
title page is necessary. Use the following guidelines when preparing a title 
page: 
 

 Use an inverted pyramid to balance and center two or more lines in the 
title. 

 Use capital and lowercase letters in the title of the paper. Do not 
underline, italicize, or place quotation marks around the title of the 
paper, except for portions of the title that identify the title of a published 
work. Do not use a period at the end of the title of the paper. 

 Place your full name below the title, centered top to bottom and left to 
right. 

 Center the title of the course, the instructor’s name, and date of 
submittal (European style). Refer to model on page 30. 

 
 
 

Word Processing Directions for Typing the Title Page: 

 Set margins at one inch for the top, bottom, left and right. 

 Vertically center the page 

 Select File 

 Select Page Setup 

 Select the Layout Tab 

 Select Vertical Alignment = Center 

 Horizontally center all text 

 Select the Center icon on the formatting toolbar 

 Use double line spacing by selecting the following: 
o Format 
o Paragraph  
o Indent and Spacing Tab 
o Line spacing = Double 

 Type the title of the paper. 

 Enter eight times. 

 Type “by” and enter. 

 Type your name and enter eight times. 

 Type the course name and number and enter.  

 Type the instructor’s name and enter. 

 Type the date (day month year). 

 This is a good time to save and insert a page break. 
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Model of Title Page 

 

 

 

 

 

The Changes of Human Nature 

 

 

 

 

 

by 
 

Pamela Howell 
 

 

 

 

English 11 

Mr. Smith 

17 May 2011 
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Outline 
 

 Center the title of the outline one inch from the top of the page. 

 Type the thesis statement at the beginning of the outline. 

 Use topic outline format with standard outline symbols. 

 The introduction and conclusion are never a part of the outline. Refer 
to model on page 23. 

 
 
Identification of Sources 
 

Works Cited indicates all the works that are cited in the paper. 
 

Works Consulted indicates that the list is not confined to works cited 
in the paper, but also includes books read or examined in the process 
of the research. 

 
Bibliography includes all sources relevant to the topic. 

 
Based on these definitions, the students in the Baldwin-Whitehall 
School District will use a Works Cited page using the following 
guidelines: 

 

 Type all entries for the Works Cited page in alphabetical order. 
Type the first line at the left margin with all subsequent lines 
indented one-half inch (one tab). 

 

 To create a hanging indent while word processing, look at the ruler 
at the top of the page.  (To get the ruler to appear, under “View” on 
the menu bar, check the “ruler” box.)  On the hourglass shape, 
select the bottom portion of the hourglass (hanging indent) and 
drag it to the right ½ inch (half way to the 1 inch mark on the ruler).  
Refer to illustration on the below. 

 

 
Computer Image of a Hanging Indent 
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 To cite two or more books by the same author, give the author’s name 
in the first entry only. Thereafter, in place of the author’s name, type 
three hyphens, followed by a period and the title of the source. The 
three hyphens stand for exactly the same name as in the preceding 
entry.  Refer to model below. 

 
Model of Works Cited Page 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Howell 14 
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Step thirteen: Edit 
 

 by reading aloud to detect errors in sentence structure 

 by correcting typographical errors 

 by checking spelling and capitalization 

 by reading carefully to ensure accurate punctuation 

 by checking for consistent point of view and verb tense 

 by eliminating contractions, slang, and first and second person 
pronouns 

 

 

Step fourteen: Proofread 
 

 by reading each quotation to verify accuracy of wording 

 by double-checking parenthetical citations to verify accuracy 

 by verifying that each source is listed on the Works Cited page 

 by double-checking that all sources on the Works Cited page are listed 
in alphabetical order 

 by double-checking the format of the title page as well as margins, 
spacing, and pagination throughout 
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Appendix: Common Scholarly Abbreviations 
 
 
 
 
 
abr. abridgment, abridged    illus. illustrator, illustration, illustrated by 

adapt. adapter, adaptation, adapted by   LC Library of Congress 

anon. anonymous     lib. library 

app. appendix     mag. magazine 

art.  article      n.d. no date of publication 

attrib. attributed to     n.p.  no place of publication 

(c) copyright     n. pag. no pagination 

c.  circa or around     pref. preface, preface by 

ch. chapter      pseud. pseudonym 

dev. development, developed by   qtd. quoted 

ed. editor, edition, edited by    rept. report, reported by 

encyc. encyclopedia     rev. review, reviewed by, revised, revised by 

et al. and others     rpt. reprint, reprinted by 

etc. and so forth     trans. translator, translation, translated by 

fr. from      U University 

fwd. foreword, foreword by    UP University Press 

i.e. that is      vol. volume 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


