Using MLA Style

General Guidelines

· double space your paper

· set the margins of your document to 1 inch on all sides

· create a header that numbers all pages consecutively in the upper right-hand corner, one-half inch from the top and flush with the right margin (Note:  your instructor may ask that you omit the number on the first page – always follow their guidelines.

· Use underlining throughout  your essay for highlighting the titles of books.

Should you use journal articles in your essay, use brackets, ex.  “A Modest Proposal”.

Formatting the first page of your paper

· Most secondary institutions require that you attach a title page separate from the rest of the essay, (this does not count as a page of your essay!)

· The title should appear in the middle of the page (use print review to check for this)

· Next set tabs for the right hand side of the paper and include the following information formatted in the following style.

 (Bottom right hand corner)

Your Name

Your Instructor’s Name

Name of the course

The Due Date

· When starting the first page of your essay, DO NOT NUMBER THE PAGE.

· When typing the first page, leave about two or three spaces at the top.

· The second page of the essay (excluding the title page) should be numbered.  There are two acceptable ways of doing this.  In the right hand corner either type the page number or type the last name then the page number.

                                                                                                  (top right hand corner)

Sanheim 2 

Citing works within your essay

· when citing direct quotes (word for word) from your books that are 3 lines or less

“Make sure you have quotations (bunny ears) around the outside of the quote”  (Wright 23).  Do not use punctuation inside the brackets where your author is cited.  Simply type the name of the author(s) and the page number the quote appears on.

· When citing direct quotes from your books that are 4 or more lines, your need something called a block quote:

A quotation that occupies more than four types lines should be indented one inch (or ten spaces) from the left margin.  It should be double spaced, without quotation marks at the beginning and end of the quoted material.  Its right margin should be set at 1”. (Wright 16)

· If the last quote was from the exact same author and piece of work, then it is only necessary to put the page number inside the brackets.  Ex. (3).  Also if you mention the author’s name before the quote (see example), then again only the page number is necessary in the brackets.

According to some, dreams express “profound aspects of personality” (Foulkes 184), though others disagree.

According to Foulkes’ study, dreams may express “profound aspects of personality” (184).

Two works by the same author:


Lightnenor has argued that computers are not useful tools for small children (“Too soon” 38), though he has acknowledged that early exposure to computer games does lead to better small motor development in a child’s second and third year (“Hand-Eye Development” 17).

Starting a “Works Cited” page:

· remember to number the page in the right hand corner as you have been doing throughout the essay

· leave a space between the page number and the title.

· Center this title:  Works Cited

· Leave a space and then start to list your authors in alphabetical order.

· If you have other sources you did not directly cite but have consulted, these go on a separate sheet title Works Consulted in a similar fashion as noted above.

Citing Books on your “Works Cited” page

Author (s).  Title of Book.  Place of Publication:  Publisher, Year of Publication.  

Book with one author.

Henley, Patricia.  The Hummingbird House.  Denver:  MacMurray, 1999.

Two books by the same author

(After the first listing of the author’s name, use three hyphens and a period for the author’s name.  List books alphabetically.)

Palmer, William J.  Dickens and New Historicism.  New York:  St. Martin’s, 1997

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

     1993.

Book with more than one author

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

If there are more than three authors, you may list only the first author followed by the phrase et. al.  (the abbreviation for the Latin phrase “and others”)  in place of the other author’s names, or you may list all the authors in the order in which their names appear on the title page.

· there are many other ways to cite electronic sources and other sources besides books.  See me for help with these.

Common Errors

· unless otherwise stated use only 12 font

· do not use contractions in a formal essay  

· do not use first person

· I feel the character development in this novel could have been more in depth.  (“I feel the” should be invisible words)

· There was a lack of depth to character development in this novel.  

· Awkward sentences

· The effects can be drastically in the negative direction as well.

· The effects can take a drastically negative direction.

· Be consistent with your tense - try to avoid using you and we in your essay.  They are also scared of what others will think of them or say about them.  It is okay to keep secrets to yourself.  Can you see where this person switched?  Revision:  It is okay for many people to keep their secrets hidden.

· Watch the casual language

· It was basically about him kinda just getting some things off his chest.

· The book illustrated how the protagonist was able to achieve emotional release.

· Watch your use of “it”  - this becomes unclear as to what you are talking about.

· Book titles need to be underlined:  The Client, only journal titles appear in quotations.

· Block quotes should appear:  

No quotations appear in block quote.  You simply indent the Paragraph for effect.  Block quotes are for quotes longer than three lines.  Block quotes also need to be double spaced like the rest of your essay.  (Sanheim 26)

When In Doubt ASK.

