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Proper MLA Format for Papers

1. Use white 8 ½” by 11” paper.

2. Print on only one side of the paper.

3. Type in 12 pt. standard font.

4. Set margins at 1” all around.

5. Print paper in black ink only.

6. All text should be double-spaced.  Do not skip lines between paragraphs, heading, title or body of the paper.

7. Each paragraph should be indented five spaces.

8. Label the heading as shown above in the upper left corner.

9. Do not include a title page.

10. Center the assignment title as shown above.  Do not underline, bold face, put inside quotation marks or italicize unless it includes a title of a published work.

11. All pages should have a header as shown above ½” from the top of the right corner.

12. All works used for research must be cited within the text and are included on a Works Cited page.

Essay Submission Standards

Teachers will only accept compositions adhering to the following standards:

1) Final drafts will be typed.

2) Paper must be in new condition.  Torn, wrinkled or excessively folded papers will not be accepted.

3) Compositions will use MLA format throughout.

4) Compositions must be edited and proofread before handed in to the teacher with careful attention to correct punctuation, capitalization, spelling and grammar.

5) Compositions must be free of any plagiarism, symbols or abbreviations, inappropriate language or slang, doodling, excessive whiteout marks and scribbled out words. 

About Plagiarism

Plagiarism is the holding up of another’s work, opinions, writing, or thoughts as your own.  Plagiarism is a serious form of intellectual theft and usually results in a severe penalty that can range from receiving a zero on the assignment to failure of the course.  Plagiarism can take the form of any of the following:

1. direct duplication by copying another’s work, whether from a book, article, web site, another student’s assignment, etc.;  this includes text as well as graphics, tables, charts or any other representation that is not original.

2. paraphrasing another’s work closely, with only minor changes, but with the original meaning, form, findings and progression of ideas maintained.

3. cutting and pasting sections of the work of others into your document.

4. having someone else write a paper to be submitted as your own.

(Morrison, p.1)

Since many teachers and administrators may not distinguish between deliberate and accidental plagiarism, it is important to avoid any suspicion by making sure you give credit where it is due.  This may be credit for something somebody wrote, said, emailed, drew or implied (Purdue).

About Plagiarism

	Need to Document

· When you are using or referring to somebody else’s words or ideas from a magazine, book, newspaper, song, TV program, movie, Web page, computer program, letter, advertisement, or any other medium

· When you use information gained through interviewing another person

· When you copy the exact words or a "unique phrase" from somewhere

· When you reprint any diagrams, illustrations, charts, and pictures

· When you use ideas that others have given you in conversations or e-mail.
	No Need to Document

· When you are writing your own experiences, your own observations, your own insights, your own thoughts, your own conclusions about a subject

· When you are using "common knowledge" — folklore, common sense observations, shared information within your field of study or cultural group

· When you are compiling generally accepted facts

· When you are writing up your own experimental results 


The Works Cited Page

Since Martin Luther King High School uses MLA format, it is necessary that all papers that involve any outside research include a Works Cited page at the end of the paper.  Works Cited is a term which MLA has adopted to replace the term Bibliography.  A Works Cited page is a list of materials which you have actually cited in the paper rather than materials that you have consulted in your research.  It is important that you follow the rules below:

1.  The Works Cited page is placed on a separate paper at the end of the essay.

2. The title of the page (Works Cited) is typed in the same font as the rest of the paper, centered on the first line of the page.

3. Each entry begins at the left margin with the second and all subsequent lines indented five spaces from the left margin.

4. All lines on the page will be double spaced, both within the entry and between entries.

5. The entries are listed in alphabetical order by the authors’ or the editors’ last names and also contain the place of publication, publisher and date.

6. Page numbers do not need to be listed unless they refer to a cited source from an article in a periodical or anthology.

Examples of Works Cited Entries

A book with a single author.

Saul, John. Midnight Voices. New York: The Ballantine Publishing Group, 2002

A book with only an editor or translator.

Tusca, Jon, ed. The Big Book of Western Action Stories. New York: Barricade Books, 1995.

A book with two authors.

The authors are listed as they are listed in the book. The first author's name is given surname first to ease the alphabetical listing of the works cited. The names of the remaining authors are listed in their normal order.

King, Stephen, and John Saul. Black House. New York: Random House, 2001.

A book with a single author and an editor or translator.

Sears, Barry. Enter The Zone. ed. Bill Lawren. New York: HarperCollins, 1995.

A work in several volumes.

Instead of the volume number, the entry will indicate the total number of volumes.

Lincoln, Abraham. The Works of Abraham Lincoln. ed. Arthur Brooks Lapsley. 8 vols. New York:  

      Putnam and Sons, 1905.

A play, poem or short story which is part of a book with an editor, such as an anthology of plays or poems.

Bradbury, Ray. "The Illustrated Man." Reel Future. ed. Forrest Ackerman and Jean Stine. New York:

      Barnes and Noble, 1994.

A graph, graphic, chart or table.

    Beneath and to the left of the object insert the word Source followed by a colon and a name or title which will point to the work cited and the page number where the object appeared. The Works Cited entry is the same as for any other material.

Lowe, Doug. PowerPoint 2000 for Dummies. New  York: Wiley Publishing, 1999.

An encyclopedia where the author is known

Clinton, Bill. "Fidelity." New Living Encyclopedia. New York: Ashland and Stewart, 2002.

If there is no author, then use the editor of the encyclopedia:

Sonntag, Linda, ed. "Which is the Biggest Whale?" Question and Answer Encyclopedia. 

      London: Parrigon Books, 1998.

A magazine article.

Roberts, Sarah. "Hungry for Video." PC Magazine 17 August 2004: 68-69.

A newspaper.

    The entry is essentially the same as for a magazine, unless it is an unsigned article or editorial. When the place of publication is not part of the newspaper's title, it is added in square brackets after the title.

If  author is named:

Warren, Rodney. "Power and Purse." The Press Enterprise [Riverside] 20 August  2004: B8.

A government document.

Bureau of Automotive Repair. “Your Vehicle is Due for a Smog Check.” California Department of

      Consumer Affairs, 2004.

A radio or television program

NBC. "Leading the Pack." The Summer Olympics: NBC, 20 August 2004.

CD-ROM Database.

Hansell, Heff, ed. "Arthur Ashe." World Book Information Finder. (CD-ROM). World Book Inc., 1999.

Britannica Incorporated. "South Africa." Encyclopedia Britannica (CD-ROM). 1999.

Internet --the world wide web (WWW)

Try to include as many of the following as possible in the following order:

author's name, if known, last name first 

title of the site or article (which is usually displayed in the subject line at the top of the browser screen) 

date of publication (if known) 

date of access 

web site address (URL) 

Harris, Clint. The Official Unofficial Steve Earle Site. 21 May 2004. 20 August 2004

       http://www.steveearle.net/

Sony Music Entertainment. Bruce Springsteen. 20 August 2004<http://www.brucespringsteen.net/>.
 

Step by Step Guide to a Successful Essay

1. Carefully analyze the prompt to determine what it is asking you to do.

2. Develop a thesis statement that deals directly with the topic.  A proper thesis statement includes the topic of the essay and the opinion that you will prove.

Poor Thesis:  Henry Ford is the inventor of the automobile.

Strong Thesis:  Henry Ford’s invention of the automobile is the most significant action of the 20th century.

3. Write an introductory paragraph that begins with general statements and ends with your thesis.

4. Develop topic sentences that support your thesis.

5. Select the strongest reason, details, specific examples and illustrations to develop your main ideas.

6. Determine the best order to present your main ideas.

7. Provide smooth transitions to connect your ideas into a flowing paper.

8. Write a concluding paragraph that either summarizes the main ideas or applies what you have proved “to the bigger picture” of the world.

9. Decide on an interesting and attention-getting title.

10. Write your draft.




Editing Symbols

Teachers or peer editors will use the following symbols on drafts of papers to signify corresponding errors in writing:

	Symbol
	Meaning
	How to Correct Error

	agr
	Agreement error
	Make the subject and the verb agree in number

	awk
	Awkward sentence or passage
	Rephrase the sentence or passage

	c
	Close space
	Remove the space between words

	cap
	Capitalization error
	Add or delete the capital letter

	concl
	Conclusion is missing, weak or unrelated to the rest of the paper
	Add or rephrase the conclusion paragraph

	Con
	Contraction
	Write the two words out instead of contraction

	frag
	Sentence fragment
	Add a subject or verb, or attach fragment to a nearby sentence

	gr
	Grammar error
	Determine type of error and fix it

	irr
	Irrelevant detail
	Delete or replace phrase or detail

	MLA
	Incorrect MLA manuscript format
	Correct to match proper MLA style

	nc or ?
	Not clear
	Restate your idea more clearly

	no ¶
	No need to start new paragraph
	Join paragraphs

	org
	Organization not clear
	Rearrange ideas in a more logical order

	p
	Punctuation error
	Add, replace or delete punctuation

	¶
	Paragraph problem
	Begin a new paragraph

	pv
	Unnecessary point of view shift
	Eliminate the shift in POV

	rep
	Repetitious
	Remove or replace repeated words or phrases

	ro
	Run-on sentence
	Break up the sentence.  Correct with needed punctuation and capitals.

	sl
	Slang
	Replace the slang with acceptable word

	sp
	Misspelled word
	Correct spelling

	spec
	Needs to be more specific
	Clarify a detail or add more specific details.

	t
	Tense error
	Correct verb tense

	tr
	Transition between ideas missing or confusing
	Add or replace connecting words or phrases

	thesis?
	Missing thesis statement
	Add a thesis statement

	ts
	Topic sentence missing or not clear
	Add a topic sentence to the paragraph

	wc
	Word choice problem
	Replace with a correct or more exact word

	wo
	A word is not written out
	Write the complete word or number

	^
	Insert
	Insert a word or phrase

	/
	Separate
	Leave a space between two words


Sources Used in Creating Manual

McDonald, Sheri.  Valley Stylebook for Success. Valley High School, 1996.

Morrison, Iain. Melbourne University, 2000.

Purdue University Online Writing Lab, 2004.

Saitz, R. Clarke High School Style Guide.  Clarke High School, 2004.
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