WORKS CITED
· MLA:
· use the book to correspond to proper MLA format

· order, punctuation

· capitalization

· alphabetical listing

· military style dates 
· reverse indentation

	(1) Author’s or Authors’ Names:
· use the full name (first name, middle initial or name) as it appears on the title page 

· don’t get lazy & use only the card catalog; consult the book

· some exceptions= JRR Tolkien (Jonathan Ronald Reuel), JK Rowling (Joanne Kathleen)

· Degrees:  do NOT include titles (Dr. Sister, Saint) or degrees (PhD, MD, DDS)

· Suffixes:  do include suffixes like “Jr.” or “II” (Last Name, First Middle, Jr.)
· Author #1:   Last name, First Name 

· Authors 2+:  First Name Last Name

· 4+ authors:  Author #1, et al. (no period after “et”)
· No Author:  start with title of article or book (no “Anonymous.”) 

· 1 Author, Multiple Works:  list all items alphabetically by the titles of the works & after the 1st listing, 3 hyphens and a period (---.) 
(2) Titles:
· use the full, unabridged title (including subtitles) as it appears on title page (article: “Senior Learners:  Motivations and Composition Strategies for Teaching Students 55+.”)

· *articles & short prepositions are NOT capitalized in titles (unless, of course, they are the first word)

· Underline:  under titles of books, magazines, journals (not italics)

· Quotation Marks:  around titles of chapters, articles

(3) Place of Publication:
· use the first listed city of publication (if several), no abbreviations

· no state names, unless...

· if unfamiliar or ambiguous city, include the postal abbreviation of state or province (London, Ontario) (no “NYC”)

(4) Shorten Publisher’s Name:
· drop “company,” “co.,” or “inc.” from name

· only the first name if formed with 2+ names (Harcourt Brace= just Harcourt)

· use UP for “university press” (Oxford UP)

· spell out most professional organizations (National Council of Teachers of English, not NCTE)

(5) Copyright Date:
· no “1st ed.”

· use latest date & edition 
· Reid, Stephen.  The Prentice Hall Guide for College Writing.  8th ed. Upper Saddle River, NJ: 
Prentice, 2008.


· Works Cited:
· page = on a separate page (with header)

· page = double spaced

· words (Works Cited) =

· centered

· no bold face

· no underlining

· no quotation marks

· no all-caps

· no colon

· CAPITALIZATION:
· Capitalize all major words in the title: 

· nouns, pronouns, verbs, adjectives, adverbs, long prepositions
· articles and conjunctions only at the start

· Capitalize first and last words.

· LISTING:
· alphabetical listing

· do NOT number items

· do NOT skip spaces between entries

· DATES:
· military format

· day, month, year

· abbreviate months (except May, June, July)

· full year

· INDENTATION:
· reverse indentation (indent second, third, fourth lines)

· e-sources:
· Author’s Name.
· “Title of Web Article or Topic.” 

· Web site.

· Name of Institution [image: image1.png]


or Organization associated with the site. 
· Date of Posting, Update, Revision. 
· dates in military format (date month year)

· abbreviate all months (except May, June, July)

· Date of Access.
· no period after the date of access

· <URL>.
· keep the < > around the URL

· * see specifics for databases, online encyclopedias, online newspapers
· * if on a database, you need the previous publication information + database information






