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The Information Search
The first thing you must do in beginning a successful search is deciding what you must do and how you can most successfully and efficiently complete it.  To do this you need to ask yourself:

What am I supposed to do for this assignment?

What information do I need in order to do this?

What possible information sources can I use to find this information?

Once you have decided where to begin your search you need to make a list of possible sources and the locations of these sources.

What sources have I found?  Where did I find them? 
List books, encyclopedias articles, magazine articles, persons to be interviewed, etc.  Be sure to include call numbers for all library books.  With this task complete you next must ask yourself the following:

How will I record the information that I find?

Will I take notes; draw pictures, maps, charts, etc.; make a tape recording?
How will I give credit to my sources in my notes?
In order to complete your assigned task you must ask yourself:

What product or presentation will I do to finish my assignment?

How can I make this assignment truly mine, not simply a copy of my sources?

How can I best include my own thoughts in the final product, in order to reflect my accomplishments?

Once your task is completed be sure to complete a self-evaluation to ensure you have done your best work by asking:


What did I do to finish the assignment, is this what I was asked to do?

Does the information I used in my search match the information I needed to 


complete it?

Did I give credit to my sources?  Did I use the required number of sources, or at least three if a number was not specified?

Is my work neat and complete; does it reflect my true abilities?
(Rowell 3-4)

Evaluate, Select, and Organize Information

1. Is the information relevant to the central search question?

2. Is the information current?  Check the following:

· copyright date

· actual date, era, or time the ideas were created

· understand the significance of dated versus current information, or whether dating is significant at all

3. Who is the Authority?

· identify the contributor/producer of the source

· evaluate the contributor’s/producer’s work for motive, point of view, bias, scholarship, intended audience

4. Is the information objective?

· distinguish among fact, opinion, and propaganda

5. Is the information consistent and reliable?

6.
Is the information easily understood?

· Can you paraphrase it accurately?

Analyze Information Retrieved:  Interpret, Infer, and Integrate
1. Read, view, or listen to sources, identifying main ideas, opinions, and supporting facts.  

Notice and question any inconsistencies.

2. Interpret graphic sources of information:  maps, chart, pictures, etc.

3. Make valid conclusions from information sources.  Substitute new ideas when information is inaccurate.

4. Summarize and paraphrase facts and details that support the central search question.  Compile notes /information according to your search plan.

5. Create new conclusions from facts using different perspectives.
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Evaluation of Information Resources

Use the following rubric to evaluate the sources you have chosen to use in your research.

	Elements for Evaluation
	Good
	Fair
	Poor

	Authority
	Author is known authority in the field; education and

expertise are stated.  The publisher is known and recognized as a reliable provider of information.
	Author is known but little information is available about their expertise in the field.  Publisher is stated but little is known about the company or provider.
	Author is not known.  Publisher has a poor reputation for providing reliable information

	Accurate
	Information agrees with at least three other resources you looked at.
	Information agrees with one or two other resources you looked at.
	This in the only resource with this information.

	Objective
	It is clear from the information whether it is biased or not.  Facts and opinion are easily separated.  
	The bias of the information is hard to define.  The author may be stating fact but it could also be opinion.  
	The information is clearly biased. Information was used as facts instead of opinion or only gave one side of an issue

	Topic requires very current information
	Resources are less than a year old.  Very current resources have been used almost entirely.
	Resources are less than two years old with a few resources being a little older.
	Resources are three years old or older.

	Topic needs some current information
	Most of the resources are less than two years old.  Current informa- tion has been mixed with older informa-

tion.
	Most of the resources are less than four years old.  Current information has been mixed with older information.
	Some resources are more than five years old and almost all of the information used was more than three years old.



	Topic does not need current information
	Resources are from an appropriate period with a mixture of new and older information.
	Resources are mostly from one time period with little focus on material available.
	Only information from one time period has been used.  Newer or older information has been ignored.


Organizing the Research Paper

Gathering Information:  Note Cards

[image: image17.wmf]Of the many ways of taking notes, the best method is to use 3x5 index cards.  The principal benefit of using cards is in their flexibility.  The cards may be numbered, classified, renumbered and even rejected.  If the cards are organized logically, they can form the preliminary outline for your paper.

Documentation
Any information taken from another source, either directly quoted or paraphrased, must be documented.  The following are included:

· direct quotations

· material summarized or paraphrased

· charts, graphs, diagrams that are not your own

· statistics, ideas, theories, or interpretations that are not your own

· key words or terms that you have taken from a specific source

How to Take Notes
Good notes are usually brief.  The guiding principal is to keep ideas down to single units so that each card contains one idea.

1. While you are looking for possible sources, make a source card for each.  Next, create a symbol or choose a letter for that particular source.  This will save you time later when you are taking notes, because each card must have the source information on it.  Here is an example:

	A                    

                              

	Alloon, Abe.  Full of Hot Air

	     New York:  Harper, 1999.

	

	

	

	Call # 925.3                                       MCHS Library

	          ALL

	


If you use any notes from this source in your paper, then the “A” in the upper right-hand corner will refer to the bibliographic source which will serve as the identification for both the in-text citations and the list of works cited at the end.

2. Record the page number for each quote or paraphrase, as it must be cited in your documentation.

3. Record only one fact or opinion per card.  One idea and one source per card will help keep your cards flexible.  If you fill up an entire card, you may want to use the ideas at different places in your paper.

4. Use quotation marks where appropriate.  Always put quotation marks around every direct quote.  Even if you copy only some of the words, you must give credit to the author or be guilty of plagiarism.  Use quoted material only when the writer’s words can’t be paraphrased or when you need to emphasize the original words.

5. Paraphrasing means restating the information in your own words.  It does not mean rearranging the author’s words.  Paraphrasing may take a bit more time; but it is time well-spent.  By using your own words you are already writing the first draft of your paper.  You must acknowledge the source of information even when paraphrasing that source.

	A                    

                              

	Adventure

	             “There is simply no thrill on Earth that can

	               compare to floating among the clouds.”

	

	                                  p. 22

	


	A                    

                              

	Travel

	

	                  Alloon has traveled to over forty countries

	                  and four continents having many adventures

	                  while making friends along the way.

	p. 127

	


6.    Try to title your notes to develop topics, which you may wish to stress in your paper.  


These titles will help you to organize your thoughts by working as a preliminary outline.

7.  
As you are researching and taking notes, you may come up with and formulate your own ideas regarding your topic.  Instead of allowing these ideas to “vanish,” write them on cards, which you label as “MINE.”  This way you will not be confused later as to whether the idea was original, or if you obtained it from another source.

	MINE                    

                              

	Freedom

	

	               Abe Alloon’s hot air adventures seem to be

	               related to his early fascination with both 

	               science and travel.  
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Using Parenthetical References or In-Text Notes

The name and page system described by the Modern Language Association in its MLA Handbook for Writers of Research Papers 5th edition (1999) uses in-text citations, rather than footnotes or endnotes, to acknowledge the words or ideas of outside sources where they are used in a paper.  Parenthetical references have three functions:

· They alert the reader to places in the paper that have been paraphrased, summarized, or quoted from another source.

· They tell where the material is located in the source.

· They allow the reader to find the source in the Works Cited list of your paper.

How to Cite Your Sources In-Text 

Whenever you include information in your report that did not come from your mind, you need to cite the author.  Even if you paraphrase (write the information in your own words), you still need to cite the author and source.

There are two places in a research paper where the writer reveals the sources (books, magazines, encyclopedias, etc.) that they've used to write the paper.  The first place is the list of works cited (using the proper MLA format) and alphabetized.  The list of works cited is included at the end of the research paper and looks like:
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Works Cited

“Afghanistan.” Funk and Wagnalls New Encyclopedia.  1972 ed.

Clerk, Jayana, and Ruth Siegel, ed.  Modern Literature of the Non-Western World.  New 


York:  Harper Collins, 1995.

Ellingwood, Ken.  “Long lines add to anger over Mexico car fee.”  The Press 


Democrat [Santa Rosa, CA] 2 Dec. 1999:  A1.
Farah, Mounir A., et al.  Global Insights.  New York:  Glencoe, 1994.

Greece.  Videocassette.  Prod. Joel Westbrock.  Time Life Video & Television.


48 min.

Josephsen, Gerald.  “Nelson Mandela Freed.”  Facts on File: World News CD-ROM.  


CD-ROM.  1998 ed.  New York:  Facts on File News Services, 1998.

Morell, Virginia.  “Amelia Earhart.”  National Geographic  Jan. 1998:  112-135.

Tan, Amy.  The Joy Luck Club.  New York:  Ballantine, 1989.
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The list of works cited at the end of your research paper plays an important role in your acknowledgment of sources, but the list does not in itself provide sufficiently detailed and precise documentation.  You must indicate to your readers not only what works you used in writing the paper but also exactly what you derived from each source and exactly where in the work you found the material.  The most practical way to supply this information is to insert a brief parenthetical acknowledgement in your paper wherever you incorporate another's words, facts, or ideas.  Usually the author's last name and a page reference are enough to identify the source and the specific location from which you borrowed the material.  For example, if I was summarizing information about Fidel Castro for my report and I found information on page 234 from the book, Latin American Heroes by Jerome Adams, my summary would look like this.

Fidel Castro was the first person to take up arms and create the first socialist revolution in Latin America that has endured for over forty years.  Although the United States has learned to tolerate Castro, sanctions have not been lifted against Cuba.  Castro continues to be a large problem in the Western Hemisphere for our government (Adams 234).

What if my source does not have an author?
The purpose of citing in the text itself is so the reader of your paper can find the reference in your works cited easily.  Therefore, if you are citing an encyclopedia without a clear author for example, then you should list the article title.  For example:

In 1967, Cuba's economy grew 300% (“Cuba” 79).

What if I include the author's name in my paragraph; do I still have to mention it in the parenthesis?

No, if you list your author's name in your paragraph, you can simply list the page number in the parenthesis.  For example:

In Julia Alvarez's novel, In the Time of the Butterflies, she discusses how the OAS came to the prisons to check on political prisoners (43).

What do I do if I'm citing sources from the Internet?

If you are citing a source on the Internet, please list the webmaster's name, if available.

If the webmaster's name is not available include the full title of the web page in the parenthesis. For example:

With a known webmaster:  In 1987, the population of Cuba was 5 million (Smith).

Without a known webmaster:  In 1987, the population of Cuba was 5 million (The

Official Cuba Homepage)

Since there are numerous types of websites please refer to the MLA Handbook for Writers of Research Papers 5th edition (1999) for the specific type you are using.

Where can I turn for help when I don’t know what to do?

When all else fails consult the MLA Handbook for Writers of Research Papers 5th edition (1999) available in the MCHS library, or for limited information you can check the MLA website at <www.mla.org/>.
Sample I-Search with MLA Style Citations
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The 1990 Census Bureau stated that over three million people were homeless—1.2% of the nation's population.  Matthew Kraljic states in The Homeless Problem that 35 to 40% of the

homeless population have severe drug and alcohol addictions and 50% are disabled by mental

illness.  Also about 56% of homeless people have served five or more days in jail, 25% have

served in a state or federal prison, 56% of homeless people have never finished high school and only 5% of the three million homeless have ever had steady employment (158).

As I was reading The Homeless Problem, one main question really kept recurring in my mind—“How many homeless children are there and where do they stay?" I found that one-fifth of America's children grow up in poverty.  Children make up 39.5% of America's poor (Kraljic 200).  More than ten thousand children in the United States die each year as a result of poverty.  This is a very sad statistic and it's not a far away thing—this is occurring in Santa Rosa.


If children are born into a homeless situation, they will grow up thinking it is all right to

stay homeless.  A contributor to the Teen Life Section of the Press Democrat, Miriam Bale, 

wrote:
"Homelessness is something that young people are very susceptible to as soon as they go out on their own, oftentimes because they are not welcome at home.  Jobs are low paying for young people and landlords don't like kids" (D3).  While reading the newspaper on September 13th I noticed an article on a homeless teen named Mickey.  He had just turned eighteen; he no longer received his father’s social security benefits because of his age.  His mom told him he had to find another place to live.  "It's not that he is not welcome in my home,” said Mickey's mother.  "He's really a good kid.  I really would like him to live with me, but I can't afford it.  He's eighteen now.  He'll have to make it on his own way" (Graves D1).  When I first read this article I felt angry towards Mickey's mother because she would let this happen, but the more I thought about it, I realized that it wasn't out of hate that his mom would do this.  Mickey is just another example of someone who is a victim of circumstances.

The homeless situation in Sonoma County has not yet reached an extreme state as in other large cities, although I believe it is necessary to prevent Sonoma County's situation from worsening.  Through doing research for this report, I discovered that unfortunately, there isn't an obvious solution to homelessness.  In an interview with the Director of Sonoma County Task force on the Homeless, Tula Jaffe, she said, “Our system of government fosters the policy that everyone is alone.  Our policy almost guarantees that people will be homeless.”

I talked to a representative from the City of Santa Rosa’s Housing and Redevelopment

Sample Research Paper with MLA Style Citations
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When Stimson consulted military leaders about precision bombing, he was told that in Japan weapons manufacturing was a cottage industry, carried out in private homes, so that precision bombing of weapons factories was not feasible (Rhodes 649-50).  Meanwhile, Byrnes pressed the Interim Committee to come to a decision.  He urged that the bomb be used without warning, the sooner the better.  Thousands of American lives were being lost daily.  Oppenheimer had speculated that the bomb might kill around 20,000 people (Larsen 112).  Byres maintained that the only alternative to using the bomb was a US invasion of 

Japan, an operation in which, according to military leaders, a million American soldiers 

might be killed or wounded (Beyer 62).


In later years, Szilard was to call options of nuclear attack and invasion “the fake alternatives” (Interview 70).  Basically, he was right:  invasion was not the only 

alternative to using the bomb, nor was it the best one available.  Japan’s air force and 

navy were crippled, and an Allied blockade was having devastating effects.  Furthermore, 

in March 1945, the US general Curtis LeMay had devised a means of  firebombing that , he felt, could defeat Japan without the need for invasion (Rhodes 600; Phillips 266).  Stimson, opposed to the bombing of civilians, had ordered him to hold off, but LeMay firebombed Tokyo on May 25, reducing much of the Japanese capital to rubble.  American newspapers announced that attack in triumphant headlines.  In spite of this news and its implications, the Interim 

Committee’s final recommendation, issued on June 1, 1945, was to drop the atomic bomb on one or more Japanese cities with no warning (Beyer 64).
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leave no ambiguity for drivers.  Currently, drivers can tease themselves into thinking they are using their car phones responsibly because the definition of “negligent driving” is vague.


As of December 2000, twenty countries were restricting use of cell phones in 

moving vehicles (Sundeen 8).  In the United States, it is highly unlikely that legislation could 

be passed on the national level, since traffic safety is considered a state and local issue.  To 

date, only a few counties and towns have passed traffic laws restricting cell phone use.  For example, in Suffolk County, New York, it is illegal for drivers to use a handheld phone for anything but an emergency while on the road (Haughney A8).  The first town to restrict use of handheld phone was Brooklym, Ohio (Layton C9).  Brooklyn, the first community in the country to pass a seat belt law, has once again shown its concern for traffic safety.
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Laws passed by counties and towns have had some effect, but it makes more sense 

to legislate at the state level. Local laws are not likely to have the impact of state laws, 
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Ellington's Adventures in Music and Geography

“——In studying the influence of Latin American, African.}and Asian
music on modern American composers, music historians tend to discuss
such figures as Aaron Copland, George Gershwin, Henry Cowell, Alan
Hovhaness, and John Cage (Brindle; Griffiths 104-39; Hitchcock 173-98).
They usually overlook Duke Ellington, whom Gunther Schuller rightly
calle "one of America's great composers" (318), probably because they
are familiar only with Ellington's popular pieces, like "Sophisticated
Lady," "Mood Indigo," and "Solitude.” Still little known are the many
ambitious orchestral suites Ellington composed, several of which, such
as Black, Brown, and Beige (originally entitled The African Suite), The
Liberian Suite, The Far Past Suite, The Latin American Suite, and Afro-
Eurasian Eclipse, explore his impressions of the people, places, and
music of other countries.

Not all music critics, however, have ignored Ellington's
excurgions into longer musical forms. In the 1950s, for example, while
Ellington was still alive, Raymond Horricks compared him with Ravel,
Delius, and Debussy:

The continually enquiring mind of Ellington [. . .] has

-~.~\__-~\ sought to extend steadily the imaginative boundaries of the

"= musical form on which it subsists. [. . .] Ellington since
the mid-1930s has been engaged upon extending both the

imagery and the formal construction of written jazz. (122-23)

—=—1"—= Ellington's earliest attempts to move beyond the three-minute limit

|

1"

f

11"




and keeping track of a wide variety of local ordinances is confusing for drivers. Even a spokesperson for Verizon Wireless has said that statewide bans are preferable to a “crazy patchwork quilt of ordinances” (Haughney A8). Unfortunately, although a number of bills have been introducedin state legislatures, as of early 2001 no state law seriouslyrestricting use of the phones had passed--largely because of effective lobbying from the wireless industry. 


Despite the claims of some lobbyists, tough laws regulating phone use can make our roads safer. In Japan, for example, accidents linked to cell phones fell by 75% just a month 

after the country prohibited using a handheld phone while driving (Haughney A8).  Research suggests and common sense tells us that it is not possible to drive an automobile at high speeds, dial numbers, and carry on conversations without significant risks.  When such behavior is regulated, obviously our roads will be safer.

(Hacker)

Working With Quotations

Short Quotations

When you quote fewer than four handwritten or typewritten lines, you integrate the quoted material into your own sentence or paragraph.  The following are samples of parenthetical or in-text documentation. 

Historians have contended that World War I helped to advance the Russian Revolution: “Precious days went by without the military reforms being enacted.  Knowing that the Germans intended soon to resume offensive operations and hoping to stir things up, Kornilov requested permission to meet with his cabinet” (Pipes 445)

Since Pipes feels that the university students were not active in early revolutionary ideas he reminds us that “the 1880s and 1890s were a period of relative calm at the institutions of higher learning”(4), apparently making it clear that change came from elsewhere.

In the first example, the author's name and the page number are cited in parenthesis after the quotation marks but before the period.  The author's name, which is usually what a reader needs to find in an entry in the Works Cited list, is provided in the parenthetical reference because it is not mentioned anywhere else in the sentence.  No punctuation separates the author's name from the page number.

In the second example, only the page number is given as a parenthetical reference because the author's name is mentioned in the sentence.  The page number is placed at the end of the quoted words but before the comma.  Placing the page reference immediately after the quotation signals that the rest of the sentence does not paraphrase or summarize Pipes; it is the paper-writer's own words.

Long Quotations
When you quote more than four handwritten lines, you set the quoted material off from your own writing by indenting it ten spaces from the left margin and double spacing it.  You do not put quotation marks around a long, indented quotation.

Richard Pipes asserts that Russia’s worries were not only in Europe, the 

government had problems in Asia as well:

The news from the Far East went from bad to worse.  In February 1905, the Russians fought the Japanese for Mukden, a Manchurian city that Kuropatkin had vowed never to surrender.  It was ferocious engagement in which 330,000 Russians battled 270,000 Japanese.  After losing 

89,000 men (to 71,000 of the enemy), Kuropatkin decided to abandon the city. (30)

This example shows how to document a quotation that is set off from the rest of the text.  The reference is in parentheses at the end of the quotation and after the final period.  Again, because the author's name is mentioned in the sentence that introduces the quotation, it is not given in the parenthetical reference.  Only the page number is supplied in parentheses.

The previous quotations all come from one book.  The entry for this book in the Works Cited list looks like this:

Works Cited


Pipes, Richard.  The Russian Revolution.  New York:  Vintage Books, 1991.

Additional Information

Make parenthetical references brief and accurate.  When you are deciding what information to include in a reference, you need to consider what information about the source already appears in the sentence or the immediate context.  Sometimes you may mention an author and refer to the entire work being cited in the sentence.  Then no parenthetical reference is necessary.

Richard Pipes careful research, which he presents in every chapter of The Russian Revolution, makes a significant contribution to our understanding of the struggles of the Russian people.

Most references are not as straight forward as these examples, however.  Some sources name multiple authors or corporate authors or even no author.  Some sources have several volumes or are reprinted from another source.  Always consider such factors so that you can identify sources and the uses you make of them briefly and accurately.  To avoid lengthy parenthetical references, get in the habit of putting into your sentence or the immediate context enough information about a source so that readers can locate it in the Works Cited list. 

Research Paper Format

Heading:
Student's name, teacher's name, class title, date (double-spaced)

Title:
Centered and double-spaced after heading

Pages:
Student last name and page number 1/2" from top margin (Place this in the "header," when using word processing)

Spacing:
Double spaced throughout

Indent:
5-space (1/2") indent on left side per paragraph 10-space (1") indent on left side for long quotations

Margins:
1" on all sides

(See sample on next page)

Sample Research Paper First Page
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Fig. 2.  An example of the first page of a research paper using MLA style from  Joseph Gibaldi,


MLA Handbook for Writers of Research Papers.  5th ed.  (New York:  The Modern Language 


Association of America, 1999) 292.
The Works Cited Page

Works Cited vs. Bibliography

In writing a research paper with material including facts, opinion, or quotations from other sources, you must document these sources.  You will compile a list of those sources actually cited in your paper.  This list will be titled “Works Cited.”  You may have in the past used a “Bibliography” rather than a Works Cited.  A Bibliography (literally “description of books”) differs from Works Cited in two ways.  A Bibliography includes only books and articles where a Works Cited could include nonprint sources.  Also, a Bibliography might include printed matter researched but not cited in your paper.

Works Cited

Although the list of works cited appears at the end of your paper, you will need to draft the section in advance, so that you will know what information to give in parenthetical citations as you write.  As the heading “Works Cited” indicates, this list contains all the works that you will cite in your text.  The list simplifies documentation by permitting you to make only brief references to these works in the text.

Works Cited Format

Where:
The end of the paper, on a new page

Title:
Works Cited, centered ½” below page number

Spacing:
Double-space between title and the first entry, begin each entry flush with the left margin, indent each subsequent line or lines 5 spaces (1/2”) from the left margin,


double-space the entire list, both between and within entries

Arrangement:
Alphabetize entries in the works cited by the author’s last name, if the author’s name is unknown, alphabetize by the title, ignoring any initial A, An, or The
(See sample on next page)

Sample Works Cited 
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Fig. 3.  An example of the Works Cited page of a research paper using MLA style from  Joseph Gibaldi,


MLA Handbook for Writers of Research Papers.  5th ed.  (New York:  The Modern Language Association


of America, 1999) 293.
Tips for Successfully Creating a Works Cited List

General 

· Begin the Works Cited list on a new page at the end of the paper.

· Number the page as a continuation of the text.

· Center the title, Works Cited at the top of the page.

· Double-space between and within all entries.

· Alphabetize by author’s last name or by title if no author.  [Ignore “a,” “an” or “the” as the first word.]

· Begin the first line of each entry at the left margin.

· Indent subsequent lines for each entry with a 5-space indentation.

· All entries in the Works Cited List must be cited within the paper.

· The work cited information should follow the author, title, publishing information order.  Each section of the citation should end with a period.  

· Work cited lists are never numbered. 

· If a web address is long, put in a blank space where a natural break occurs so it will run on two lines, rather than dropping down to a new line.

Author section:

· If there is no identifiable author for your source, leave this section out. Do not write anonymous or No Name.

· List the first author by last name first, then first name after the comma.

· A second or third author is listed first name first, commas between full names.

· Be sure to use capital letters for names.

· Encyclopedia articles generally have the author listed at the end of the article.

Title section:

· Books, encyclopedias, newspapers, magazines, films and journals are underlined or italicized—be consistent throughout with you choice.  Italics are preferred.

· Article titles, web sites, and encyclopedia articles are in quotation marks. The period goes inside the end quote.

· Any article should also contain the name of the magazine, encyclopedia or larger work it is part of as part of the title information. 

Publishing information section:

· This is perhaps the most variable section. Generally it requires place of publication, publisher (publishing company), and date of publication.

· For a web site, the date of access (in day, month, year order) goes after the title and before the web address.

· The web address should be enclosed in angle brackets (< …>)

Works Cited Guidelines Using the MLA Format

	Every source cited in your text must also be given in your works cited list, and vice versa.  The examples on the next few pages are provided to aid you in compiling your list of works cited.  .  Note:  examples in this list have been single spaced to conserve space—this is not the correct format.  The following general rules will also be helpful from Tips for Successfully Creating a Works Cited List and bear repeating:

· Begin the Works Cited list on a new page at the end of the paper.

· Number the page as a continuation of the text.

· Center the title, Works Cited at the top of the page.

· Double-space between and within all entries.

· Alphabetize by author’s last name or by title if no author.  [Ignore “a,” “an” or “the” as the first word.]

· Work cited lists are never numbered. 

· Begin the first line of each entry at the left margin.

· Indent subsequent lines for each entry with a 5-space indentation.

· All entries in the Works Cited List must be cited within the paper.

· The work cited information should follow the author, title, publishing information order.  Each section of the citation should end with a period.  

· If a web address is long, put in a blank space where a natural break occurs so it will run on two lines, rather than dropping down to a new line.




A Book by a Single Author:


Clark, Kenneth.  What is a Masterpiece?    London:  Thames, 1979.

Hinton, Susan Eloise.  The Outsiders.  New York:  Vikings, 1967.

A Book by Two Authors:

Andrews, Deborah C., and William D. Bananan.  Business Communication.  New York:  Macmillan, 1988.

A Book by Three Authors:

Allen, R.R., Kenneth L. Brown, and Joanne Yarvin.  Learning Language Through Communication:  A 


Functional Perspective.  Belmont, CA:  Wadsworth, 1986.              

A Book by More than Three Authors:

Morris, Desmond, et al.  Gestures.  New York:  Stein, 1979.

A Book by a Corporate Author 

Commission on the Humanities.  The Humanities in American Life:  Report of the Commission on the 

Humanities.  Berkeley:  University of California Press, 1980.

A Book in Several Volumes:

Fiedler, Leslie A.  The Collected Essays of Leslie Fiedler.  2 vols.  New York:  Stein, 1971.

A Book in a Series:

Ndukwe, Pat I.  Fulani.  Ed. George Bond.  The Heritage Library of African Peoples.  New York:  The Rosen


Publishing Group, 1996.

Sullivan, Jo M.  Liberia…in Pictures.  Visual Geography Series.  Minneapolis:  Lerner Publications, 1996.

*Note:  do not underline the series name

From an Anthology:
More, Hannah.  “The Black Slave Trade:  A Poem.”  British Women Poets of the Romantic Era.  Ed. Paula R. 


Feldman.  Baltimore:  Johns Hopkins UP, 1997.  472-82.

Allende, Isabel.  “Toad’s Mouth.” Trans. Margaret Sayers Peden.  A Hammock Beneath the Mangoes:  Stories from 


Latin America.  Ed. Thomas Colchie.  New York:  Plume, 1992.  83-88.

A Government Publication:
United States.  Department of Agriculture.  The Face of Rural America:  The Yearbook of Agriculture.  


Washington:  GPO, 1976.  

*GPO means Government Printing Office

A Pamphlet (signed and unsigned by an author):

Capital Punishment:  Cruel and Unusual?  Sacramento:  Instructional Aids, 1982.

Kilgus, Robert.  Color Scripsit Program Manual.  Fortworth:  Tandy, 1981.

An Encyclopedia Article (signed and unsigned by an author):

Rupp, Ernest G.  “Australia.”  Encyclopedia Britannica:  Macropaedia.  1988 ed.

“New Zealand”  Encyclopedia Americana.  1986 ed.

A Newspaper Article (signed and unsigned by an author):

Collins, Glen.  “Single-Father Survey Finds Adjustment a Problem.”  New York Times  21 Nov. 1983:   B17.

Smith, Larry.  “Maria Carrillo School Wins Championship!”  Press Democrat [Santa Rosa, CA] 11 July 


1997:  A13+.

“In 1938, the World Knew.”  New York Times  9 Nov. 1988, late ed:  A34.

A Magazine Article:

Begley, Sharon.  “A Healthy Dose of Laughter.”  Newsweek  4 Oct. 1982:  74.

A Scholarly Journal:

Hallin, Daniel C. “Sound Bite News:  Television Coverage of Elections, 1968-1988.”  Journal of Communication  


42 (1992):  5-24.





A Television Program:
“The First Americans.”  Narr. Hugh Downs.  Writ. and Prod. Craig Fisher.  NBC News Special.  KNBC, Los


Angeles.  21 Mar. 1968.

A Video Recording:

Creation vs. Evolution. Dir. Ryan Wilson.  PBS Video, 1982. 

A Sound Recording:

Bartoli, Celecia.  Chant d’amour.  London, 1996.

Holiday, Billie.  “God Bless the Child.”  Rec. 9 May 1941.  The Essence of Billie Holiday.  Audiocassette. 


Columbia, 1991.

Shakespeare, William.  Othello.  Perf.  Laurence Olivier, Maggie Smith, Frank Finley, and Derek  Jacobi.  Dir. John


Dexter.  LP. RCA Victor, 1964.

*Note:  If the medium is not a compact disc, indicate the medium

A Lecture:

Smith, J.  “African Traditions.”  English/Humanities Core.  Maria Carrillo High School.  


Santa Rosa, CA.  20 Feb. 1998.

Hyman, Earle.  Reading of Shakespeare’s Othello.  Symphony Space, New York.  28 Mar. 1994.

An Interview: 

Peterson, Joy.  Personal Interview.  27 April 1977.

Poussaint, Alvin F.  Telephone Interview.  10 Dec. 1980.

A Map or Chart:

Japanese Fundamentals.  Chart.  Hauppauge:  Barron, 1992

Washington.  Map.  Rand, 1995.

A Professional or Personal Web Site:

Dawe, James.  Jane Austen Page.  15 Sept. 2004 <http://nyquist.ee.ualberta.ca/~dawe/auten.html>.

*Note: for web sites give the authors name or webmasters name if available; the title of the site, or if no title is given include a descriptor such as Home Page (neither underlined nor in quotation marks); the address of the site; date of access; and the network address.  If some information is unavailable, cite what is available.

Periodical Article Accessed Through an Online Database:

Emerson, Lee.  “Signature Bridge Won’t Solve Area’s Traffic Nightmare.”  San Francisco Chronicle  13 July 2003, 

B2.  elibrary.  20 July 2003  <http://elibrary.bigchalk.com/libweb/elib/do/search >.

A Document within a Scholarly Project or Information Database:

“This Day in History:  August 20.”  The History Channel Online.  19 June 1998  


http://historychannel.com/thisday/today/980820.html.

Dove Rita.  “Lady Freedom Among Us.”  The Electronic  Text Center.  Ed. David Seaman.  1998.  Alderman Lib., 



U of Virginia.  19 June 1998  <http://etext.lib.virginia.edu/subjects/afam.html>.

An Article in an Online Periodical:

Markoff, John.  “The Voice on the Phone is not Human, but It’s Helpful.”  New York Times on the Web  21 June 

1998.  25 June 1998  <http://www.nytimes.com/library/tech/98/06/biztech/articles/21voice.html>.

A CD-ROM:

Braunmuller, A. R., ed.  Macbeth.  By William Shakespeare.  CD-ROM.  New York:  Voyager.  1994.

Amerstead, Julia.  “Kangaroos.”  The World’s Animals.  CD-ROM.  Version 1.5.  Chicago:  DK Multimedia, 1991.

 “Oboe.”  Orchestra.  CD-ROM.  Burbank:  Warner New Media, 1992.

*Note:  for a CD-ROM give the author’s name if available, if only an editor, compiler, or translator is identified, cite that person, followed by the appropriate abbreviation (ed. Comp., trans.); title of publication, name of editor, compiler, or translator, if relevant; place of publication; name of publisher; and date of publication. If some information is unavailable, cite what is available.

An E-Mail:

Boyle, anthony T.  “Re:  Utopia.”  E-mail to Daniel J. Cahill.  21 June 1997.

Harner, James L,  E-mail to the author.  20 Aug. 1998.

*For E-mail give the author’s name or alias; the title of the message, if any, taken from the subject line enclosed in quotation marks; a descriptor of the message that include the recipient (e.g, E-mail to the author); and the date of the message.

For any sources not listed please refer to the MLA Handbook for Writers of Research Papers  5th edition  (1999)
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Works Consulted
The title Works Consulted or List of Works Consulted indicates that the list is not confined to works cited in the paper.  This will most often occur when you are researching for a presentation which does not require a final written paper.  However, the Works Consulted could also be an addition to a written paper listing sources read but not cited in the paper.

Works Consulted Format

Where:
The end of the paper, on a new page

Title:
Works Consulted or List of Works Consulted, centered ½” below page number

Spacing:
Double-space between title and the first entry, begin each entry flush with the left margin, indent each subsequent line or lines 5 spaces (1/2”) from the left margin,


double-space the entire list, both between and within entries

Arrangement:
Alphabetize entries in the works consulted by the author’s last name, if the author’s name is unknown, alphabetize by the title, ignoring any initial A, An, or The

Annotated List of Works Consulted

The Annotated List of Works Consulted contains both descriptive and evaluative information about each source you used in your research.  The formatting is the same as for the Works Consulted described above, however after each entry the researcher will give a brief statement describing the contents of each source followed by a description evaluating the usefulness of each source to the researcher in completing the task at hand.

Sample Annotated List of Works Consulted

Puma 1

Joe Puma

Mr. Emery

Core 1/2


3 June 2002

Annotated List of Works Consulted

Coe, Michael D.  The Maya.  London:  Thames and Hudson Ltd., 1993.


The Maya is a clear and concise introduction to the Maya and their culture.  The author discusses the Maya from earliest records down to their ancestors living in the Yucatan today.  This book explores the archeological ruins which have been discovered and reclaimed from the jungles of Mexico, Honduras and Guatemala.  Also included is a concise explanation of the effects of the coming of the Europeans on the Mayans and their way of life.  Finally, Coe concludes with a discussion of the descendents of the Maya living in Mexico and Central America today.


The most important use of Coe’s work was in providing background information which helped to put my other sources into context.  The numerous photos and drawings of Mayan architecture gave some much needed visual references.  I also found the maps of the various Mayan sites to be helpful in understanding the organization of the Mayan cities. The final discussion of the descendents of the Mayans provided some much needed clarification on what happened to the Mayans.

Maya: The Blood of Kings.  Exec. Prod. Joel Westbrook.  Time Life Video and Television, 1995.

This video explores the Mayan ruins reclaimed from the jungles of Mexico, Guatemala and Honduras.  The video emphasizes the development of civilization that took place in this region and successfully
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	clear thesis
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10th Grade Research Paper Minimum Expectations

	
	A
	B
	C
	D or F

	Proofreading
	virtually error free
	few errors
	some errors
	little evidence of proofreading

	Structure
	clear and concise thesis

clear introduction, body and conclusion

statements strongly supported with facts
	clear thesis

clear introduction, body and conclusion

statements supported with facts
	unclear thesis

structure incomplete

paper lacks supporting facts
	little or no thesis

paper lacks structure or cohesiveness

little or no facts present

	MLA Format
	MLA format is virtually error free

3 sources cited
	MLA has few errors

3 sources cited
	MLA format has some errors

3 sources cited
	MLA format has many errors

Less than 3 sources cited

	Evidence of Research
	demonstrates strong knowledge of the topic
	demonstrates knowledge of the topic
	demonstrates some knowledge of the topic
	demonstrates little or no knowledge of the topic

	Analysis of Information
	synthesis, evaluation and analysis of information is present
	evaluation, analysis and application of information is present
	evaluation and application of information is present
	evaluation and/or comprehension of information is present
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Peer response, also known as peer editing, is a vital step in the writing process.  During this step a fellow student will read your rough draft and give you guided feedback on your writing.  Another person can often see things in your writing that you cannot see yourself, be they strengths or weaknesses.  During this peer response it is important to be honest, detailed and specific, telling the writer “I like it” does not help them to improve no matter how good it makes them feel.  Following the peer response step it is the writer’s responsibility to read and reflect upon the comments given, and to decide what revisions, if any, will be made to the essay.

Sample Peer Response
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Fig. 1.  An example of a student peer response.

DBQ Essay Outline Guide

Working Title: _________________________________________________________

Paragraph #1


Grabber:  A sentence that is relevant to the essay and catches the reader’s attention


The questions with key terms defined:


The road map: An introduction of analytical categories to be investigated

Paragraph #2


Topic sentence reintroducing analytical category number one


Supporting detail with reference to specific document(s)

Paragraph #3


Topic sentence


Supporting detail with reference to specific document(s)

Paragraph #4


Topic sentence 


Supporting detail with reference to specific document(s)

Paragraph #5


Conclusion:  Statement of main idea, along with a fresh insight or emphasis

Quick Tips For Revision

· Read your paper aloud.  How does it sound?  Is there any place where you stumble?  Change it so that it is easier to read.  Reread the passage and see if it now makes sense.

· Keep your audience in mind.  Is this a paper that your audience will enjoy reading?  Why or why not?

· What is your main purpose in writing this paper?  Can you underline the sentence that tells your reader what it is?

· Underline your best part.

· Does your reader need more information?  Add the pieces that you are missing.

· Have you included too much information?  Have you said something more than once?  Delete these sentences.

· Put your paragraphs in a logical order by cutting and pasting.

· Circle your showing words.  If you don’t have any try replacing your tired verbs with stronger ones.

· Look at your sentences.  Does each sentence state a complete thought?  Do the lengths of your sentences have variety?  Did you use different sentence beginnings?  How do your sentences sound when you read them aloud?

· Does each paragraph develop just one thought?  

· Have you created good “mind pictures” for your reader?  Do you need to add more description?


References for Writing 


Dead Words
get
a lot
well


got
fine
so


nice
fun
great


you
every
very


just
the end
your

good
really
stuff
Slang and Incorrect Grammar: awesome, cool, totally, sucks, hot, gotta, should of, lots, hella

Substitutes for very
intensely
unusually
immeasurably
slightly

exceedingly
truly
infinitely
incredibly

bitterly
richly
severely
fully

surely
mightily
chiefly

especially
powerfully
shockingly

Prepositions
about
beneath
inside
toward

above
beside
near
under

across
between
of
until

against
beyond
off
up

after
by
on
upon

along
down
out
with

among
during
over
within

around
except
since
without

at
for
past

before
from
through

behind
in
throughout

below
into
to

Linking Verbs
is
be
feels
grows

am
being
tastes
sounds

are
been
remains
continue

was
appears
seems

were
turns
becomes

Helping Verbs
is
be
had
will

am
being
can
would

are
been
could
may

was
have
shall
might

were
has
should
do, does

Transitional Expressions

Similar Ideas
again
for example
moreover

also
for instance
nor

and
further
of course

another
furthermore
similar

besides
in addition
too

equally important

Dissimilar or Contradictory Ideas

although
however
otherwise

and yet
in spite of
provided that

as if
instead
still

but
nevertheless
yet

conversely
on the contrary

even if
on the other hand

Cause, Purpose, or Result

as
for
so

as a result
for this reason
then

because
hence
therefore

consequently
since
thus

Summary of Ideas

as I have said
in any event
in other words

as a result
in brief
in short

for example
in conclusion
on the whole

for instance
in fact
to sum up

in any case
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VERY, VERY, VERY IMPORTANT!  TAKE NOTE.





Organization is the key to a successful research report!
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The paper includes material from more than one source attributed to Szilard, so the citation identifies the source








When material from two sources is documented in a citation, the two references should be separated with a semicolon





Author explains why U.S. laws need to be passed on the state level.





Transition helps readers move from one paragraph to the next





Daly counters a claim made by some opponents
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You did carefully and meticulously revise your research paper, didn’t you?





Well…ummm???
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