MLA Citation Guide

When using information from outside sources (anything that is not common knowledge or your original idea) you must credit your sources.  Failing to do this is a serious act of academic dishonesty called plagiarism.  For this assignment, you will create a works cited page with detailed information about the two sources of research you use in your persuasive letter.  MLA requires the following:

Citing from a Website

· Last Name, First Name of Author. (if an author name isn’t available, skip this)

· “Title of Article or Section of Website in Quotation Marks.”  

· Name of Website or Publication in Italics.    

· Publisher of Site or Owner of Copyright (if not available insert N.p.), 

· Publication date or date last updated (if the date is unknown, insert n.d.).  

· Type of source:  Web. 

· Date you accessed the information in MLA format.

Web Citation Example

“Impaired Driving.”  SADD Statistics.  Students Against Destructive Decisions (SADD), February 2007.  Web.  22 October 2012.

Formatting a Works Cited Page
1. Insert a page break at the end of your letter.

2. Go to the format menu, and select paragraph.  

3. Under special select hanging, and under line spacing select double.

4. On the top line of the page, center the words Works Cited in initial caps

5. Hit “Enter” once and align your text to the left.

6. Alphabetize entries by what is first in the entry (either author’s last name or title).  DO NOT add numbers or any additional formatting outside of what is outlined in the MLA citation guide.  Punctuation should be exactly like the examples provided!!!

7. Do not hit “Enter” until you finish the entire entry and are ready to move on to the next.

Incorporating Researched Information into Writing
· Use either a direct quote (where the exact words of a source are used within quotation marks) or a paraphrase (where you present the same information but in your own words.  Either one is fine, but a direct quote MUST appear within quotation marks!!!


· Incorporate the information into a complete sentence—blend it with your words.  


· Be sure to mention the source of the information (EXAMPLE:  According to Students Against Destructive Decisions (SADD)… or In a recent Time Magazine Article…)


· When you are writing your letter, don’t forget to explain why this information is significant, important, startling, or particularly relevant.  It is your job as the writer to explain or highlight the importance of any information you provide for your reader.


Remember to do the following:
· Instead of saying “I think” or “I believe,” state your opinions as fact, then give evidence to support your point of view. 


· Only use “you” or “your” when directly addressing the person to whom you are writing.  For example:  Thank you for your time and interest in this very important teen issue. Do not use “you” as an indefinite pronoun


· Remember, when writing formally you should not use contractions, abbreviations, or slang.

· When you use research, either paraphrase (put the same information into your own words) or incorporate a direct quote (use the exact words of a source with quotation marks at the beginning and end of the quote) into one of your sentences.  Be sure to mention the source of the information.  You must do this correctly or it is considered plagiarism (serious academic dishonesty).  If you are unsure, ASK!

Example paraphrase (researched information in my own words):  According to the 2005 “Monitoring the Future” study, three-fourths of high school students have consumed alcoholic beverages.

Example direct quote (the EXACT words of the source surrounded by quotation marks):  According to the 2005 “Monitoring the Future” study, “three out of every four students (75%) have consumed alcohol (more than just a few sips) by the end of high school.”

· In addition to your letter, you will also be creating a works cited page with source information for the research you choose to use in your letter.  Follow the MLA guide given in class to format this page and each works cited entry correctly. 
