Research Paper Style Sheet

The Format

(How to set up your research paper)

1. The Body, 6-10 pgs 

The body is the paper itself. It must always be double-spaced. Your last name and the page number must always appear in the upper right hand corner 1/2 inch from the top of the page. Type your last name before the page number as a precaution in case of misplaced pages. Do not use the letter "p" to indicate the page number. Number all pages. Please refer to the reference provided in your senior English class to format your title page as well as the entire paper. 

The top, bottom and side margins must be one inch. To avoid larger bottom margins, in Microsoft Word, go to Format>Paragraph. Select the Line and Page Breaks tab. Make sure the Widow/Orphan control box is not checked. In addition, check your margins with a ruler, because there is some variance between printers. You might need to adjust the page settings to actually print one-inch margins. If your paper is formatted correctly, you will have 24 lines of text per page (not counting the header).

2. The Works Cited 

The Works Cited is a list of all the information sources (books, films, computer programs, magazines, TV shows and interviews that you read, saw or consulted within the process of your research) that you actually quote or paraphrase in your paper. This list appears at the end of your paper and each source is listed in alphabetical order by the first letter of the entry. Do not number the entries. 

Use hanging indent for your Works Cited. Before you begin typing the page, go to Format>Paragraph. In the middle of the Indents and Spacing tab, change Special from (none) to Hanging. Each line after the first in each of your entries will automatically be indented.

Be sure to remove the hyperlinks (blue font and underlining) from the web addresses on your Works Cited. To do this, simply right-click the hyperlink and select “Remove Hyperlink.” 

3. The Works Consulted (also called Bibliography) 

A Works Consulted is a list of all sources (books, films, computer programs, magazines, TV shows, and interviews that you read, saw or consulted in the process of your research) that you did not cite in the paper but which added to your overall knowledge of your subject. This list appears at the end of your paper, and each source is listed in alphabetical order by the first letter of the entry. Do not number the entries. 

Writing and Documenting a Research Paper

A research paper requires the use of borrowed material. Borrowed material is material that is found in primary sources (i.e. interviews) and secondary sources (i.e. books) that is not common knowledge. Material is considered borrowed even when you put it in your own words, and even when you have read it in several sources. All borrowed material must be documented (cited) -- direct quotations, paraphrased material and even borrowed ideas. 

Paraphrasing: Paraphrasing is to put into your own words what you have read in a primary or secondary source. Paraphrasing must be documented (cited). 

Quotations: Quotations are an important part of the research paper, but they must be used carefully and selectively and in the proper format. Quotes should be used only when they are important and special and as a writer you find no better way to say it. In writing you must avoid naked quotes. In other words be sure to introduce a quote with a sentence or part of a sentence of your own that makes reference to the quote or names the source. Try to incorporate the quote into your own writing. Naked quotes are just padding and add little to the meaning of the paper. Quotes may come at the beginning, the middle or at the end of a sentence.

How to Incorporate and Document (Cite) Quotes and Paraphrases in the Research Paper

When writing your research paper you must document your sources with a citation. It is considered plagiarism if you do not give credit to a source you use, and plagiarism is a major mistake that will result in a failing grade. 

To document your sources you will use parenthetical documentation. This means you cite your sources in parentheses. Parenthetical documentation is very easy because it provides a brief source of information in parentheses within the body of the research paper. It is a brief amount of information about your source and it directly follows the quoted or paraphrased material. For more complete information the reader will then consult the Works Cited page at the back of the paper.

Citing Quotations 

(of less than four typed lines)

Quotations are placed in quotation marks and included in the text. 

The citation comes directly after the closing quote marks and before the final period of the sentence. The citation includes the author's last name and the page number of the source. 

1. When the source has an author and that author's name is not a part of the sentence, the citation is simply the author's last name and page number. Do not use any punctuation in the citation such as commas or periods. 

EXAMPLE: Chinese and American culture is skillfully interwoven as the immigrant mother teaches her daughter “the art of invisible strength" (Tan 89). 

2. When the source has an author and that author's name is part of the sentence, the citation is simply the page number.

EXAMPLE: Amy Tan has skillfully interwoven the Chinese and American cultures when her characters teach their daughters “the art of invisible strength" (89).

3. When the source has no author, such as a newspaper editorial or TV show, use the first words of the entry as they appear on the Works Cited page. 

EXAMPLE: A New York Times editorial called Ralph Ellison "a writer of universal reach" (“Death” E4).

4. When the source has no author but has an editor, such as an anthology or textbook, use the editor's name as if he/she were the author.

EXAMPLE: Most contemporary readers understand that "escape literature is that written purely for entertainment…" (Perrine 4). 

5. When citing two different authors with the same last name, include enough information to distinguish between them: (L. Smith 49) or (P. Smith 122).

6. If the source has two authors, list both names: (Gonzales and Rystad 49). 

7. If you are citing two different works by the same author in your paper, include the last name, the first words of the entry as they appear on the Works Cited page, and the page number:  (Gilbert, Blood 5)

8. If information is from an internet source, do not use page numbers:  (Koretz)

Citing quotations of four or more typed lines

If a quotation is four full typed lines or more, begin the quotation by beginning a new line and indenting 10 spaces from the left margin (if you are using a typewriter) or one inch (if you are using a word processor or computer). Do not use quotation marks. Continue to type it double-spaced. Usually a colon (:) introduces the quote. A period follows the quote and the citation is placed in parentheses. 

EXAMPLE: 

The true joy reading can provide is often lost as people age:

It is believed that some adult readers lose something precious as we grow older: Unfortunately many readers--indeed most--never grow beyond the fairy tale except in the most elementary of senses. In some way, perhaps, their movement is backward, for it involves a loss of that sense of wonder that marks the child's vision. (Perrine 5) 

Indeed, reading often becomes more of a chore as people lose the excitement that can accompany a good book.

Ellipsis

At times you may wish to omit some words from within the quotation. If this is done, you use an ellipse, or three spaced periods, to indicate that you omitted part of the quote. For an ellipsis within a sentence, use three periods with a space before each and a space after the last (...). 

EXAMPLE: "Unfortunately many readers . . . never grow beyond the fairy tale... their movement is backwards, for it involves a loss of that sense of wonder that mark's the child's vision" (Perrine 5).

Citing paraphrased sources

The parenthetical documentation (citing) for a paraphrased sentence, section or paragraph follows the last sentence of the paraphrase. The citation appears after the last word of the last sentence of the paraphrase and before the period.

EXAMPLE: Escape writers are very similar to inventors who create new technology for our personal recreational pleasures (Perrine 4). 

EXAMPLE: Most US newspapers and magazines preferred not to cover the growing women's movement in the late 60s and early 70s (Faludi 75).



Explanation of the Works Cited Page

	

	


The Works Cited page is what you used to call a bibliography in your middle school years. It is a list of all the sources that are cited in the research paper. 

The Works Cited page: 

· Appears on a separate numbered page, and is the last page of the research paper. 

· Contains entries arranged alphabetically by the first letter of the first word to appear in each entry, excluding “a, or the.”

· Uses reverse/hanging indentation. 

· Must be double-spaced throughout the entire page. You must NOT quadruple space between entries. 

· MUST NOT be numbered. 

For any source not listed, see your teacher or a current MLA handbook. The handbook is available in book stores and most libraries.

You can also get formatting help from http://citationmachine.net

Generally the format for books is:
Author’s last name--comma--1 space--author’s first name--period--one space--Title of book underlined or in italics--period--one space--City of publication--colon--one space--Name of publishing company (use only the name not the words Inc.; Co.; Press)--comma--1 space--year of publication--period.

Berlage, Gai Ingham. Women in Baseball: The Forgotten History. Westport: 


Greenwood, 1994.

Jakobson, Roman, and Linda R. Waugh. The Sound Shape of Language. 




Bloomington: Indiana UP, 1979.

Marquart, James W., Sheldon Ekland Olson, and Jonathan R. Sorensen. The Rope, 

the Chair, and the Needle: Capital Punishment in Texas, 1923-1990. Austin: U 


of Texas P, 1994.



[If there are two books by the same author]

Gilbert, Sandra M. Blood Pressure. New York: Norton, 1989.

- - -. Emily’s Bread: Poems. New York: Norton, 1984.



[Book with an editor only]

Toffler, Alvin, ed. Learning for Tomorrow. New York: Random House, 1974.



[A work in an anthology (textbooks, compilation of essays)]

Crane, Stephen. “The Bride Comes to Yellow Sky.” Literature: Structure, Sound, and 

Sense. New York: Harcourt, 1978. 425-434.

Franklin, Benjamin. “Emigration to America.” 1782.  The Faber Book of America. Ed. 


Christopher Ricks, and William L. Vance. Boston: Faber, 1992. 24-26.

The format for an encyclopedia is:
“Mandarin.” The Encyclopedia Americana. 1994 ed.

Mohanty, Jitendra M. “Indian Philosophy.” The New Encyclopedia Britannica: 

Macropedia. 15th ed. 1987.

The format for magazines and periodicals is:
Author’s last name--comma--author’s first name--period--one space--Quotation marks--Title of the Article--period--Quotation marks--one space--Title of the magazine underlined or in italics--one space--day month year--colon--one space--page number(s)--period.

Bender, William H. “How Much Food Will We Need in the Twenty-First Century?” 


Environment Mar. 1997: 6-11.

Fricke, David. “New Age, Old Hat.”  Rolling Stone 18 Dec. 1987: 95-100.



[For a magazine or journal article with no author]

“Dissecting Network News.” Broadcasting 26 Feb. 1990: 40+.

For a newspaper article and editorial:

Feder, Barnaby J. “For Job Seekers, a Tool-Free Gift of Expert Advice.” New York 


Times 30 Dec. 1993: D1+.

“Death of a Writer.” Editorial. New York Times 20 Apr. 1994: A18.

For a pamphlet or a brochure:

Best Museums: New York City. New York: Trip Builder, 1993.

For a government document:

New York State. Commission on the Adirondacks in the Twenty-First Century. The 


Adirondack Park in the Twenty-First Century. Albany: State of New York, 1990.
United States. Cong. Joint Committee on the Inveestigation of the Pearl Harbor 


Attack. Hearings. 79th Cong., 1st and 2nd sees. 32 vols. Washington: GPO, 


1946.
The format for an interview is:
Blackmun, Harry. Interview with Ted Koppel and Nina Totenberg. Nightline. ABC. 


WABC, New York. 5 Apr. 1994.

Gordimer, Nadine. Interview. New York Times 20 Oct. 1999: C25. Ebsco. Los Altos 


High School Lib., Hacienda Heights, CA. 17 Oct. 2000

<http://search.epnet.com>.

Knechtel, Susan. Personal interview. 28 Nov. 1998.

Poussaint, Alvin F. Telephone interview. 10 Dec. 2001.

The format for a film or videocassette:

It’s a Wonderful Life. Dir. Frank Capra. Perf. James Steward, Donna Reed, Lionel 


Barrymore, and Thomas Mitchell.  RKO, 1946.

Like Water for Chocolate [Como agua para chocolate]. Screenplay by Laura Esquivel. 


Dir. Alfonso Arau. Perf. Lumi Cavazos, Marco Lombardi, and Regina Torne. 


Miramax, 1993.

The format for a television or radio show:

“Yes...but is it Art?” Narr. Morley Safer. Sixty Minutes. CBS. WCBS, New York. 19 Sept. 

1993.

The format for Proquest and other online subscription services:

Author’s last name--comma--author’s first name--period--one space--Quotation marks--Title of the Article--period--Quotation marks--one space--Title of the magazine or newspaper underlined or in italics--one space--day month year--colon--one space--page number(s)--period. Name of subscription service--period--one space--Name of subscribing library or library system--comma--one space--city where library is located--comma--one space--state abbreviation--period--one space--Date of access--one space--left angle bracket--URL to subscription service--right angle bracket--period.

Koretz, Gene. “Economic Trends: Uh-Oh, Warm Water.” Business Week 21 July 


1997: 32. Proquest. Los Altos High School Lib., Hacienda Heights, CA. 17 Oct. 


2000 <http://proquest.umi.com/pqdweb>. 

Generally the format for web pages is:

Author’s last name--comma--1 space--author’s first name--period--one space--Quotation mark--Title of Article--period--Quotation mark--Name of the Website underlined--period--one space--Date of posting or update--period--one space--Name of the Organization or Institution sponsoring the site--period--one space--Date of access--1 space--left angle bracket--Electronic address or URL--right angle bracket--period.

“Fresco.” Britannica Online. Vers. 97.1.1. Mar. 1997. Encyclopaedia Britannica. 29 


Mar. 2000 <http://www.eb.com:180>.

Landsburg, Steven E. “Who shall Inherit the Earth?” Slate. 1 May 1997. 2 May 1997


<http://www.slate.com/Economics/97-05-01/Economics.asp>.

Willett, Perry. ed. Victorian Women Writers Project. Apr. 1997. Indiana U. 26 Aug. 


2000 <http://www.indiana.edu/~letrs/wwwp/>.

The amount of information available for websites often varies.  Include as much of the following as is available in this order (Taken directly from pages 214-215 of Modern Language Association. MLA Handbook for Writers of Research Papers. Ed. Joseph Gibaldi. New York: MLA of America, 2003):

1. Name of the author, editor, compiler, or translator, reversed for alphabetizing and, if appropriate, followed by an abbreviation, such as ed.

2. Title of an article, poem, short story, or similar short work in the Internet site (enclosed in quotation marks). Or title of a posting to a discussion list or forum (taken from the subject line and put in quotation marks), followed by the description Online posting

3. Title of a book (underlined)

4. Name of the editor, compiler, or translator of the text (if relevant and if not cited earlier), preceded by the appropriate abbreviation, such as Ed.

5. Publication information for any print version of the source.

6. Title of the Internet site (e.g., scholarly project, database, online periodical, or professional or personal site (underlined), or for a professional or personal site with no title, a description such a Home Page
7. Name of the editor of the site (if given)

8. Version number of the source (if not part of the title) or, for a journal, the volume number, issue number, or other identifying number

9. Date of electronic publication, of the latest update, or of posting

10. For a work from a subscription service, the name of the service and—if a library or a consortium of libraries is the subscriber—the name and geographic location (e.g. city, state abbreviation) of the subscriber

11. For a posting to a discussion list or forum, the name of the list or forum

12. The number range of total number of pages, paragraphs, or other sections, if they are numbered

13. Name of any institution or organization sponsoring the site (if not cited earlier)

14. Date when the researcher accessed the source

15. URL of the source or, if the URL is impractically long and complicated, the URL of the site’s search page. Or, fo a document from a subscription service, the URL of the service’s home page, if known; or the keyword assigned by the service, preceded by Keyword; or the series of links followed, preceded by Path
Generally the format for print-based articles found on the web is:

Harada, Marvin. “Transcend Death by Making Most of Life.” The Orange County Register 20 May 2006: E6. OC Register. 2006. Freedom Communications, Inc. 10 Oct. 2006 <http://www.ocregister.com/ocregister/news/atoz/ article_1149670.php>.

Mairs, Nancy. “Afterlife-‘A Troubled Guest: Life and Death Stories’-Excerpt.” Christian 
Century 10 Oct. 2001. Find Articles. 2006. Gale Group. 10 Oct. 20
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