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Introduction 
 
Today’s students have more information available to them than ever before.  Evaluating 
information and correctly acknowledging its source are skills that every student researcher 
must acquire.  This style guide provides the tools necessary to master these skills. 
 
The documentation style used in this guide is that of the Modern Languages Association 
(MLA), an established and relatively easy style to learn.  A special section has been included 
on page 61 to acquaint you with the documentation style of the American Psychological 
Association (APA), which some of your instructors may prefer. Familiarity with these two 
common styles of documentation will serve you well if you go on to post-secondary studies.  
 
To promote ease of use: 
-  a detailed table of contents is provided in this guide;  
-  throughout the guide, many key words are in bold print; 
-  certain sections of the guide are colour-coded for speedy reference: 
 

Pink      -  instructions and examples for preparing a list of Works Cited: MLA style  
Blue      -  instructions and examples for preparing Footnotes/Endnotes: MLA style 
Yellow  -  instructions and examples for preparing Parenthetical References:  
      MLA style 
Green   -  comparison of MLA and APA styles, with examples 

 
If you use a source for which there is no citation example given, ask SRB library staff for 
assistance. 
                 Mrs. L. Swain 
        Teacher-librarian 
        Sir Robert Borden High School 
        February, 2003 
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SECTION A: FORMAT OF AN ESSAY OR REPORT 
 
I. Basic Guidelines for Submitting an Essay or Report 
 
It is important that your essay or report be neat and properly formatted. 
Listed below are basic guidelines.  
Check with your instructor about any special formatting preferences he/she may have. 
 
1. All essays, term papers and other assignments are to be submitted on standard size 

8.5” x 11” (21.5 cm x 27.5 cm) good quality, white paper. 
 

2.   Blue-lined, standard size, white paper may be used with hand-written assignments if  
      the teacher so directs.  Handwritten assignments must be neat, legible, and written in   
      ink. 
 
3.   Use one side of the paper only. 
 
4. Typed assignments should be double-spaced. 
 
5. Use only standard blue or black ink. 
 
6. Use 12-point font for computer-generated text.  Times New Roman font is recommended. 
 
7. Indent each new paragraph by one tab (5 spaces). 
 
8. Leave at least 1 inch (2.5 cm) on the top, bottom and sides of each page as a margin.  There 

should be a 2.5 cm (1 inch) margin above and below illustrations and graphical information 
when they are placed within the text. 

 
9. Illustrations, charts and graphs should always be reproduced on blank white paper.  They are 

usually inserted at the appropriate place in your assignment.  Number them consecutively 
(e.g. Figure 3, or Table 1) and state the source.  If they are lengthy, they can be placed in the 
appendix.  If they are placed in the appendix, there must be a reference to each of them in a 
footnote or parenthetical note in the body of your assignment.  The appendix is a useful place 
at the end of your assignment for important information that is too lengthy to include in the 
body. 

 
10. If a title page is required by the teacher, follow the format of the sample title page on  

Page 5 of this style guide.  The title page should not be numbered. 
 
11. Begin numbering your essay on the second page of your text.  This page should be given the 

number 2.  The page number is to be placed in the upper right-hand corner 1/2” from the top 
of the page and immediately to the left of the right-hand margin.  No punctuation is required 
after the page number.  To prevent loss of your work, you may choose to type your last name 
before the page number on each page of your work. 

 
Example: Smith 5 
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12. If footnotes, endnotes, parenthetical notes and/or a list of Works Cited are required by the 
teacher, they should follow the exact form and punctuation that is outlined in this guide, 
unless your teacher directs you otherwise. 
 

13. In the body of your assignment, the name of a complete published work such as a book,  
newspaper or CD should be written in italics or underlined. 
 
The name of one part of a published work (e.g. one short story in a collection, one article in a 
newspaper, one song on an album) should be placed within quotation marks and should not 
be underlined. 
 

Examples:   The Canadian Encyclopedia is an excellent reference source. 
 
    The Canadian Encyclopedia is an excellent reference source. 
 
   “The Raven” is one of Edgar Allan Poe’s most famous poems. 
 

14. In the body of your assignment, when you write a title, capitalize the first word and all the 
main words, including a word that follows a colon or follows a hyphen in a compound term. 
 
 Example:  Born at the Right Time: A History of the Baby-Boom Generation 

  
 
15. All quotations which are shorter than 4 lines should be enclosed in quotation marks.  

Quotations that are 4 lines or longer should not be enclosed in quotation marks but should be 
indented 2 tabs (10 spaces) from the left-hand margin and should be double-spaced.   
All quotations should be clearly introduced. 
 
Example: 
 
In “One Hundred Years of Families,” the author describes a major social effect of the 

Great Depression: 

        During the Depression of the 1930’s--a period of high unemployment and severe 

         deprivation for many Canadians and their families--people were reluctant or  
 

unable to take on the financial and social responsibilities of marriage.   
 
Consequently, marriage rates decreased dramatically--from 7.5 marriages per  
 
1,000 population in 1928 to 5.9 in 1932-- and the number of children born 
 
declined. 
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16. Words should not be divided at the end of a line.  It is better to leave a space at the  
right-hand margin than to hyphenate a word. 

 
17. You may use headings and sub-headings in a report but not in an essay.  If headings or  

sub-headings are used, they should be consistent in both typeface and underlining throughout 
your work. 

 
18. Formal language should be used in an essay or report.  Do not use slang.  Also, avoid using 

the first-person (e.g. In this essay I am going to….In this essay I have described six 
methods….). 

 
19. The completed assignment should be arranged in the following order and bound  

(e.g. duotang):   
-    title page (if required) 
- table of contents (if required) 
- essay or report 
- appendix (if required) 
- endnotes (if required) 
- list of Works Cited 
 

II.   Abbreviations 

Advice Regarding the Use of Abbreviations 
 
Avoid using abbreviations in the text of your essay.  For instance, give another specific example 
rather than giving one example and following it with the abbreviation etc. 
 
It is often useful, however, to use an abbreviation in a long citation.  On the next page is a list of 
standard abbreviations that will help you understand the wording in the citation examples in this 
style guide and to determine the correct abbreviations to use in your own citations. 
 
You will notice that sometimes an abbreviation such as ed. is capitalized in a citation.  In MLA 
style, which is the main style recommended in this style guide, this is done in a Works Cited 
entry when the abbreviation precedes the name of the person to whom it refers.  Below are two 
examples from a Works Cited list to illustrate this: 
 
Abbott, Elizabeth, ed. Chronicle of Canada. Montreal: Chronicle Publications, 1990. 
 
Jameton, Andrew L. “Organ Donation: Ethical Issues.” Encyclopedia of Bioethics.  

Ed. Warren T. Reich. 4 vols. New York: Macmillan, 1978. 
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List of Common Abbreviations Used in Documentation 
 
abr.   abridgment, abridged (shortened) 
AD after the birth of Christ.  From the Latin anno Domini  meaning in the year of the Lord); used 

before numerals (e.g. AD 14) and after references to centuries (e.g. twelfth century AD ) 
adapt.   adapter, adaptation, adapted by 
a.m.   before noon (from the Latin ante meridiem) 
anon.   anonymous 
app.   appendix 
assn.   association 
b. born 
bk.   book 
BC   before Christ.  Used after numerals (e.g. 19 BC) and references to centuries 

(e.g. fifth century BC) 
c. (ca.)   around (from the Latin circa).  Used with approximate dates (e.g. c. 1796)   
CD-ROM  compact disc read-only memory 
cent.   century 
cf.   compare  
ch. (chap.)  chapter 
colloq.   colloquial (refers to informal, everyday language) 
(contd.)   continued 
d.   died 
dept.   department 
DVD originally digital videodisc but now used to describe discs containing a wide range of data 
ed.   editor, edition, edited by 
e.g.   for example (from the Latin exempli gratia) 
e-mail   electronic mail 
et al.   and others (from the Latin et alii, et aliae) 
etc.   and so forth (from the Latin et cetera; avoid using this term in your written work) 
ex.   example 
HTTP   Hypertext Transfer Protocol 
i.e.   that is (from the Latin id est) 
illus.   illustrator, illustration, illustrated by 
(l., ll.) line, lines (where you can, use the full word line and lines or, if it is clear that you are referring to 

line numbers, use numbers only, since l. and ll. can be confused with the numerals for one or  
 eleven) 
lib.   library 
mo., wk., yr.  month, week, year 
n.d.   no date of publication 
no.   number 
n.p.   no place of publication, or  no publisher 
n.pag.   no pages indicated 
p., pp.   page, pages  
par.   paragraph 
p.m.   after noon (from the Latin post meridiem) 
pt.   part   
Rev. ed.   revised edition 
2nd ed.   second edition 
sec.   section 
sic   exactly as it was written   
UP   university press 
trans.   translator, translated by 
vers.   version 
viz.   namely 
Vol.   Volume (as in Vol. 4) 
vols.   volumes (as in 4 vols.) 
wds.   words 
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(III. Sample Title Page) 
 
 
 
 
 

 
 

 
 

Title 
 

Of 
 

Essay Or Report 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Your Name 
 

Sir Robert Borden High School 
 

Name of Teacher 
 

Course Title 
 

        Date of Submission 
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SECTION B: EVALUATING YOUR SOURCES OF INFORMATION 
 
I. Basic Guidelines 
 
When you are doing research, you want the information you locate to be as accurate, 
authoritative, objective and up-to-date as possible.  Not all books, magazines and Web sites 
contain information that is of good quality.  As a researcher, you must read with a critical eye. 
 
You can generally be more confident in using printed resources (such as books and journals) 
than the Internet. This is because most print materials have already been subjected to scrutiny by 
an editor or a respected reviewer, and many provide a fully documented list of sources that the 
author used, in footnotes and in the list of Works Cited.  Articles in scholarly journals have 
already been subjected to peer review before being accepted for publication.  This means that the 
articles in the Journal of  Psychology, for example, have been carefully read by other 
experienced psychologists and recommended for publication.  
 
When using the Internet for research, there are several cautions to keep in mind.  The World 
Wide Web is a self-publishing medium; anyone can publish anything on the Web. The 
information does not have to be accurate or true.  Furthermore, a Web site that exists one day 
may be gone the next. The fastest growing area of the World Wide Web is commercial sites.  
The pop-up ads or ads that appear at the top of the Web page are not the only way that businesses 
try to sell you something; the information in the main text of the site may be intentionally biased 
or incomplete, in order to encourage you to buy a product such as a specific drug, for example. 
 
In your research, try to use Web sites that are posted by respected organizations and provide 
balanced, accurate information.  University and government sites are good choices.  Other good 
sources are for-fee electronic databases such as Electric Library, CPIQ, Canadian News Disk, 
and EBSCO MasterFILE Premier.  These searchable databases, which are accessed through the 
Internet but require a password, contain articles from thousands of magazines, newspapers and 
scholarly journals that have been published in a print edition as well, with all the editorial 
scrutiny that implies.  Many schools and most public libraries have subscriptions to such 
databases.  You can access public library databases from home if you have a public library card 
and an Internet connection. 
  
The checklists provided on the following pages will help you to choose the most reliable 
material when you are researching. 
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II. Evaluating a Print Source (e.g. book, periodical article) 
  

 
Relevance to My Purpose 
 
 1. Does this resource provide the kind of information I need? (Facts?  Opinions? 

Support for a thesis?  To determine this, check the table of contents and the index; 
skim-read a chapter.) 

 
 2. Is the level of language and information in the resource appropriate for the 

depth of my topic? (For example, the World Book encyclopedia may provide a 
simple overview of the topic, but for greater detail and depth, you may use the 
Encyclopedia Britannica.)  

 
 3. Does the publication have a table of contents and an index? (These will 

increase the efficiency of your research) 
 
Authority 
 
 4. Is the author or group responsible for the publication clearly identified? 
 
 5. Is the author qualified to write this document? (Did your teacher recommend 

the author?  Is any of the following information provided about the author: 
professional title, educational background, accomplishments or other publications?) 

 
 6. Is the name of the publisher given, and is it reputable? (Reputable publishers 

such as university presses are willing to be accountable for what they publish.) 
 
 7. Has the publication been favourably reviewed? (Many books, when they are 

first published, are reviewed in newspapers, magazines or journals.) 
 
Objectivity (the potential for bias or distortion) 
 
 8. Is the author associated with an organization whose goals or values might 

strongly influence the content or opinions expressed in the publication? (There 
are print sources, as well as newspaper databases and the Internet, that can help you 
find information about specific organizations.) 

 
 9. Does the publication present balanced information? (Even if it is published by 

an organization with a particular viewpoint, a book may present other points of view 
and refute them in a well-reasoned fashion.) 

 
 10. Is there any advertising in the publication? (If there is, consider to what degree 

the content of the publication may be influenced by the advertisers.) 
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 11. Does the publication contain membership applications or requests for 
contributions of money or time? (This usually indicates that the publication is 
promoting a certain cause.) 

 
 12. Is the author’s tone calm and reasonable? 
 
Accuracy 
 
 13. Does the content appear to be valid and well researched? (Check that 

footnotes and a list of Works Cited are present.  Do the sources listed seem to be 
reputable?) 

 
 14. Is there quantitative data (e.g. statistics, graphs) included, and is the source 

of this data clearly identified? 
 
 15. Do other sources (books, articles, Web sites) confirm the information or 

opinions expressed in the publication? 
 
Currency 
 
 16. Is the publication date given? (For many research topics, it is important to find 

current information.) 
 
 17. Do you have the most recent edition of the publication? (The fact that care has 

been taken to update the original publication to keep its information current also 
indicates that the content of the publication is more likely to be reliable.) 
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III. Evaluating a Web Source 
 
Relevance to My Purpose 
 
 1. Does this Web site provide the kind of information I need (Facts?  Opinions? 

Support for a thesis?) or is its main purpose entertainment or advertising? 
(Look for links to pages that tell more about the content of the Web site. They may be  
called About This Site, Site Index, Site Map, About Us.) 

 
 2. Is the level of language and information on the Web site appropriate for the 

depth of my topic? ( Is the language and the information too simple?  Are there 
many graphics but little text?  If so, the site may not be suitable for research at the 
high school level.) 

 
Authority 
 
 3. Is the domain a preferred one for reliability of information (e.g .edu , .gov)?  
 
 4. Is the author of the Web document identified? 
 
 5. Is this person qualified to write this document? (Are credentials listed such as 

professional title or position of employment, educational background, a list of other 
accomplishments or published works, evidence of reputation or standing among 
his/her peers?  Authors often put the address of their Home Page in the footer of all 
their Web pages.  A look at their home page often reveals a lot about them.) 
 

 6. Is the author’s e-mail or phone number provided, so you can contact him/her?  
(Remember that the author or compiler of the information on a Web page is not 
always the same as the Web master of the page; it may sometimes be necessary to ask 
for the author’s name from the Web master via e-mail.) 
 

 7. Is the author associated with an institution or organization whose goals or 
values are known to you? (If you are not familiar with the organization, try to find 
information outside the Web site that can lend credibility to it.) 

 
Recognition 
 
 8. Has the site been reviewed favorably? (Check whether the Web site has been 

reviewed and chosen for inclusion in one of the more selective Web directories such 
as Librarian’s Index to the Internet [lii.org].) 

 
 9. Have other respected organizations or institutions posted a link to this site on 

their Web sites? (To see who has posted a link, go to  www.google.ca  and type   
in the search box the word link followed by a colon and then the site address.) 
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Objectivity (the potential for bias or distortion)  
 
 10. Which individual or organization is responsible for the site?  
 
 11. Does the organization clearly state its aims, philosophy or goals? 
 
 12. Does the site contain membership applications or requests for contributions 

of money or time? (These are usually found on sites that promote a particular cause.) 
 
 13. Is there any advertising on the site? (If there is, consider to what degree the site 

content may be influenced by the advertisers; is the site just a mask for advertising?) 
 
 14. Does the site present balanced information? (Even if a site is sponsored by an 

organization with a particular viewpoint, it will often present other points of view and 
refute them in a well-reasoned fashion.) 

 
 15. Is the tone of the site calm and reasoned? (Be cautious of highly emotional 

language that has an angry, spiteful tone or exaggerated claims such as, “Hundreds of 
children are murdered every day in Canada.”)  
 

 16. If the author provides links of interest, follow some of them; does their 
content suggest that the author may have a special interest to promote or a bias? 
 
Accuracy 

 
 17. Does the information on the site appear to be valid, well researched, and 

supported by documented evidence?  
 
 18. Is there quantitative data (such as statistics, surveys and graphs) presented to 

support the information or opinions on the site, and does each piece of data have 
its source cited? 

 
 19. Do other sources (books, articles, Web sites) confirm the information or 

opinions on the site? (Even where the information given is an opinion rather than 
facts, if the opinion is sound, there will probably be a number of other experts in other 
sources who will agree with it.)   

 
 20. Have you detected errors in spelling, grammar, facts or reasoning on the 

site? (If there are errors that you already recognize on the site, it is likely that there 
are also factual errors that you don’t know about.) 
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Currency 
 
 21. Does the Web document give the date of publication? (Material that was 

published many years ago may be satisfactory for a history topic, while science and 
technology topics demand more current information.) 

 
 22. Has the site been updated recently? (This information is usually found at the 

end of the Web site.) 
 
 23. How up-to-date are any links on the site? (Check their last updates.  Are there 

any “dead” links [ones that don’t work]?  Even if a link has changed its Web address, 
it should re-direct you to its new address.  “Dead” links are a sign that a Web site has 
not been carefully compiled and/or kept up-to-date.)  
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SECTION C: WHY DOCUMENT YOUR SOURCES OF INFORMATION? 
 
I. What Is MLA Style? 
 
There are many different style manuals that teach how to document sources of information (a list 
of these style manuals can be found on page 64).  MLA style, which is featured in this style 
guide, was established nearly fifty years ago by the Modern Languages Association and is 
updated on a regular basis.  It is widely used in schools and is one of the easiest documentation 
styles to learn. 
 
II.     What Is a List of Works Cited? 
 
When you prepare an essay or report, sometimes the ideas you use will be entirely your own.  
Often, however, you will refer to the words, ideas or research of others to support what you say.  
This support from others, which may take forms such as graphs, charts, maps, diagrams, 
quotations or paraphrase, must be documented.  Works Cited is a list of all the sources that you 
used in preparing your essay or report.  It is written on a separate page at the end of your work. 
 
 
III.    What Are In-Text References? 
 
When you choose to use specific words or ideas from one of the sources in your Works Cited 
list, you must indicate in the text of your work exactly where you got the idea or words. 
 
There are three possible methods of indicating your exact source: 
 
 - a footnote 
 - an endnote 
 - a note in parentheses  
 
No matter which method you use, every in-text reference that you give must have a 
corresponding citation in your list of Works Cited. 
 
Ask your teacher which is the preferred method for in-text references in your course.  Then 
use the same method throughout your assignment. 
 
 
IV.   Why Document Your Sources? 
 
 
1. A documented quotation or paraphrase from a well-respected authority on your topic 
 can add to the credibility of your essay or report. 
 
2. Documenting your sources enables your reader to further investigate your topic if 

he/she wishes, by locating some of the sources in your list of Works Cited and reading them. 
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3. Your reader may wish to verify that you have correctly quoted or paraphrased from another 
source and that you have not taken the words out of context.  To do this, he/she would need 
to know which sources you used. 

 
4. When you document your sources, you include their date of publication.  This information 

may be very important to your reader because he/she will want to know how up-to-date your 
research material is, especially if your topic is scientific or technical.  

 
5. Your list of Works Cited reveals to your reader whether you used primary or secondary      

sources.  Primary sources are generally preferable to secondary sources. 
  
 Primary Source vs. Secondary Source: 
 

A primary source is an original creation such as a novel or a work of art, or an account 
given by a person who witnessed an event or was directly involved in it.  A primary 
source is usually considered more reliable than a secondary source, which is second-
hand information that interprets or analyzes an event or an item created by someone else.  

 
 Examples of primary sources are:  

-  a newspaper account written by a journalist who witnessed a 
   battle in the Vietnam War.  

 -  the book The Diary of Anne Frank.  
 
 Examples of secondary sources are: 
     -  an encyclopedia entry on the Vietnam War. 
     -  a book written about the causes of World War II. 
 
6. Your list of Works Cited is a clue to the quality of the research material you used. 

For example, does it include respected academic journals, or only popular  
magazines? 

  
7. When you document your sources, you give the credit that is due to the person whose    

original idea you used in your work. 
 
8.   If you do not acknowledge the source of another’s ideas or words, you leave  yourself 
      open to an accusation of plagiarism. 
 
 
Plagiarism 
 
The word “plagiarism” comes from the Latin word for “kidnapper” because a plagiarist is one 
who makes off with another person’s ideas. When you plagiarize, you are presenting someone 
else’s ideas as if they are your own.  This is a form of academic fraud.  When you use someone 
else’s words or ideas, you must give the person credit by citing your source. 
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Plagiarism is treated as a serious offense.  In your student handbook, the policy of the Ottawa-
Carleton District School board on Academic Fraud states,“If a student participates in academic 
fraud (e.g. cheating on tests, plagiarism in assignments), he/she is deemed not to have met the 
expectations associated with that particular evaluation; a mark of zero will be assigned.”1 
 
At the post-secondary level, punishment may range from receiving a zero for an assignment or a 
course, to being expelled from a university or college.  
 
Plagiarism also includes handing in an essay or assignment done previously for another course or 
teacher or borrowing someone else’s work for academic credit.  With the advent of computers 
and the Internet, copying part of another writer’s work into your own or even downloading 
whole essays is possible.  Don’t do it!  There are now increasingly sophisticated means of 
checking student work for plagiarism, including specialized for-fee sites to which universities 
and colleges subscribe whose sole purpose is to detect plagiarism.  More than the chance of 
being caught, you should consider the ethics of the situation: would you want your original work 
or ideas to be used by others without credit being given to you? 
 
High school is a good time to gain practice in how to give credit for the use of someone else’s 
words and ideas.  This style guide will help by showing you the accepted method of citing your 
sources.  First, however, you should have a good understanding of two techniques that writers 
use to include other people’s words or ideas in their own writing: quoting and paraphrasing. 
 
 
Quotation vs. Paraphrase 
 
 
What Is a Quotation? 
 
A quotation is a string of words that is identical to the words of a person other than yourself.  If 
you want to say exactly what the author said, use a quotation.  In your work, you must clearly 
indicate a quotation by enclosing it in quotation marks and by properly citing its source.  
Quotations that are longer than four lines should be indented ten spaces from the left margin; 
they are not enclosed in quotation marks but the source must still be cited.  
 
 
What Is a Paraphrase? 
 
Paraphrase is putting someone else’s thoughts into your own words.  Often, paraphrasing an 
author’s words is shorter, clearer or more direct than quoting a whole passage.  If you decide to 
paraphrase a passage, you should read the entire passage, then close the book or computer screen 
and write the passage in your own words.  Do not just alter a few of the words in the original 
passage.  You must also cite the source of a paraphrase. 
 
 

                                                
1 Student Handbook: Sir Robert Borden High School Sept. 2002: 16 
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An Example to Illustrate the Difference Between Quotation and Paraphrase 
 
Read this original passage from an article that you might read while researching the issue of  
factory farms. 
 
Then look beneath the passage to see the difference between paraphrasing and quoting from it. 
 
Original Passage 
 
 Canada raised 26.2 million pigs in 2001--70% more that it did a decade ago.  Apart from 
the sheer economic growth, provincial governments are happy about that trend because factory 
pig farms, unlike many types of agriculture, don’t require government subsidies to survive.  And 
because factory-farm hogs are raised exclusively indoors, they don’t depend on co-operation 
from Canada’s unpredictable weather.  Finally, foolproof agriculture. 
 
 Except for this: A farm of 3,000 pigs can produce as much waste as a town of 10,000 
people.  Phosphorus, along with nitrogen and ammonia, is one of the main constituents of pig 
manure.  It spurs algae and weed growth in water, often killing fish.  Untreated liquid hog 
manure--the solid waste is watered down to make it easier to spray on fields--also contains 
countless pathogens, such as the infamous E. coli bacteria.  When the manure is spread, much of 
the nutrient content is displaced into the air. 
 
 The smell is not the worst result.  Vaporized hog manure is increasingly linked to 
respiratory problems in humans.  And when the amount of liquid manure exceeds the soil’s 
ability to absorb it, its nutrients and pathogens seep into the ground water or run off into lakes 
and rivers, potentially contaminating drinking water.  
 
 
Paraphrase from the Passage  
 
 Pig production in Canada has increased by 70% in the last ten years. Governments tend to 

favour this growth because pig farming does not depend on good weather to sustain it and 

therefore does not need to receive government subsidies in times of drought. However, the 

untreated waste produced by increasingly large pig farms can contaminate the soil and drinking 

water of nearby communities.2 

 

                                                
2 Konrad Yakabuski, “High on the Hog,” Report on Business Magazine 2 Sept. 2002: 63. 
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Short Quotation from the Passage 
 
Describing government response to the rapid increase in factory pig farms, reporter 

Konrad Yakabuski writes, “provincial governments are happy about that trend because 

factory pig farms, unlike many types of agriculture, don’t require government subsidies 

to survive.”3 

 
 
Longer Quotation from the Passage  
 
In  Report on Business Magazine , Konrad Yakabuski describes the effects of the waste 

produced by factory pig farms: 

A farm of 3,000 pigs can produce as much waste as a town of 10,000  

people.  Phosphorus, along with nitrogen and ammonia, is one of the main 

constituents of pig manure.  It spurs algae and weed growth in water, often 

killing fish.  Untreated liquid hog manure--the solid waste is watered 

down to make it easier to spray on fields--also contains countless 

pathogens, such as the infamous E. coli bacteria.  When the manure is 

spread, much of the nutrient content is displaced into the air.4  

 

                                                
3 Konrad Yakabuski, “High on the Hog,” Report on Business Magazine 2 Sept. 2002: 63.  
4 Yakabuski, 63. 
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Sometimes, determining what is common knowledge is difficult, but your judgment will improve 
with practice.  Use the following points as a guide: 
 

- if the fact is generally known in the country or culture where your writing will  
be read (e.g. words such as Midas, from mythology, are widely known in Western 
cultures), then you can assume that it is common knowledge. 

 
- if, in your research or general reading, you have noticed that at least 3 other published 

writers (in print, not electronic, publication) have stated the fact but not given a 
source for it,  then you may assume that it is common knowledge. 
 

-     opinions are not common knowledge. 
 

- when in doubt about whether a fact is common knowledge, cite a source. 
 
 
How to Avoid Plagiarism 
 
1. Plan your project to allow enough time for the research process, so you are not rushed.  
 
2. Begin your assignment by jotting down your own ideas about the topic. 
    Use the headings  who?  what?  when?  where?  why? 
    By beginning with your own thoughts in this way, you will avoid unintentional 
    plagiarism, which occurs when, after doing research, you honestly cannot remember which      
    were your original ideas and which were the ideas of others.  
 
3. As you perform your research, whether using books or electronic sources such as databases or 

the Internet, be sure to record in your notes the publication information for the sources you use 
and the exact page numbers where you got your information. 

 
4. Ensure that all quotations you take from a source are recorded in your notes as quotations. 
 
5. Write your essay or report from your own outline and notes.  By not making an outline and 

notes, and by not writing a preliminary draft, you greatly increase the chances that you will 
unintentionally plagiarize material. 

 
6. In your completed assignment, document all sources using footnotes (or endnotes or 
    parenthetical notes) and a list of Works Cited. 
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SECTION D: HOW TO DOCUMENT YOUR SOURCES  
 
I. How to Document Your Sources of Information, Using MLA Style 
 
The list of Works Cited is a list of all the sources you used in preparing an essay or report.  The 
purpose of this list is to identify the sources of your information for your reader.  Whether you 
are citing books, periodical articles, or electronic information that you accessed via such media 
as the Internet, your list of Works Cited should provide accurate and precise information so that 
your reader may locate each of your sources should he or she wish to do so.  
 
Each item in a list of Works Cited is called an entry or a citation. 
 
II. The List of Works Cited, MLA Style 
 
Basic Guidelines for a List of Works Cited in MLA Style 
 
1.  The Works Cited are listed on a separate page.  
 
2.  The Works Cited list is placed at the end of the essay or report. 
 
3.  The page is titled Works Cited (not underlined). 
 
4. All Works Cited entries should be arranged alphabetically according to the author’s 

surname (last name).  Items that have no author should be inserted alphabetically by 
title, ignoring any article (e.g. a, an, the) at the beginning of the title. 

 
5.   The entries in the list of Works Cited are not numbered. 
 
6. The first line of each entry begins at the margin.  The second and subsequent lines of  

each entry are indented by one tab (five spaces).   
 
7. If your Works Cited list contains two or more works by the same author: after the 
      first citation, use three hyphens and a period for the author’s name on subsequent 
      citations, placing each citation in the Works Cited list alphabetically by title. 
 
 Example: 
 

Bradley, A.C. Oxford Lectures on Poetry. New York: Indiana University 
  Press, 1961. 
 

---. Shakespearean Tragedy: Lectures on Hamlet, Othello, King Lear, Macbeth. London: 
Macmillan, 1957. 
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8. To be sure of the correct title of a book, take your information from the title page inside the 
book, not from the book’s cover. 

 
9. In titles and sub-titles of books and articles, do capitalize the first word, the last word and all 

main words, including those that follow hyphens in a compound term.   
This includes nouns, pronouns, verbs, adjectives, adverbs and subordinating conjunctions  
(e.g. although, because, where, when, unless, until). 
 
Do not capitalize the following parts of speech when they fall in the middle of a title: 
articles (e.g. the, a, an), prepositions (e.g. of, to, against, between), co-ordinating 
conjunctions (e.g. and, but, for, or, so, yet) and the word to in an infinitive  

      (e.g. The Right to Live). 
 
10. Correct format and punctuation are important. 
      Follow the examples given on the following pages. 
 
 
Entries for Print Sources (e.g. books, magazine articles) in a List of Works Cited: MLA Style 
 
Basic Requirements 
Below is a basic list of the required items in a Works Cited entry for print sources.  
Correct punctuation is important.  
  
 a) author’s name in reverse order and followed by a period. 
 

b) title of the work underlined (or the title in italics but not underlined) and followed by  
    a period. 

 
c) place of publication, followed by a colon (if several cities are listed, give only the 
    first). 

 
 d) publisher, followed by a comma. 
 

e) date of publication, followed by a period (if date of publication is not stated, give 
    the most recent copyright date; do not give reprint dates). 

 
 
Note: Sometimes all of this basic information is not available (see #4 and #11 in the following 
examples), and some types of sources may require you to give additional information (see #7 and 
#8 in the following examples).  
 
Use the examples on the following pages as models. 
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Sample Entries for Print Sources in a List of Works Cited: MLA Style 
 
 
1. book with one author 
 
Moss, John. A Reader’s Guide to the Canadian Novel. Toronto: Lester Publishing  

Limited, 1990. 
 
 

2. book with two or three authors 
 
Lunn, Janet, and Christopher Moore. The Story of Canada. Toronto: Lester Publishing 

 Limited, 1992. 
 
Armstrong, Hugh, Pat Armstrong, and Claudia Fegan. Universal Health Care.  

New York: The New Press, 1998. 
 

 
3. book with more than three authors 
If there are more than three authors, you may name only the first and add et al 
(which means and others). 
 
Williams, John E., et al. Modern Physics. New York: Holt, Rinehart and Winston, 1968. 
 
 
4. book with no author 
Begin the citation with the title of the book, and place the book in your Works Cited list 
alphabetically, ignoring any initial articles (e.g. a, an, the) in the book’s title. 
Do not use the word anonymous or the abbreviation Anon. 
 
Cheerleading for the Novice. Ottawa: Peregrinet Press, 2002. 
 
 
5. book with editor as author 
When the abbreviation for editor is placed after the editor’s name, it is ed. 
The plural form is eds. 
 
Abbott, Elizabeth, ed. Chronicle of Canada. Montreal: Chronicle Publications, 1990. 
 
    two or three editors 
 
McMahon, David, and Allan Penney, eds. The Successful High School. Ottawa: Taylor Press, 
 2002. 
 
Egoff, Sheila, G.T. Stubbs, and L.F. Ashley, eds. Only Connect: Readings on Children’s 

Literature. Toronto: Oxford UP, 1980. 
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    more than three editors 
 
Steadman, Rita, et al., eds. The Forrest Anthology of Canadian Literature. 2nd ed. 2 vols.  

London: Penguin, 1995. 
  

 
6. one author’s work in an anthology (collection) 
When citing an essay, a short story, a poem, or another work that appears within an anthology, 
begin your entry with the author and the title of the part of the book you are citing, enclosing the 
title of that part in quotation marks. 
Usually, an anthology has an editor or compiler rather than an author.  The part of the book you 
are citing may have a translator as well. 
Include at the end of your citation the page numbers of the entire part of the book you are citing, 
not just the pages from which you may have quoted. 
 
Levin, Harry. “Two Scenes from Macbeth.” Modern Critical Interpretations: William 

Shakespeare’s Macbeth. Ed. Harold Bloom. New York: Chelsea House, 1987. 113-131. 
 
 
7. an author’s work translated by another 
State the author’s name first, and give the translator’s name, preceded by Trans. 
 
Allende, Isabel. The Infinite Plan. Trans. Margaret Sayers Peden. New York: Harper Collins,  
 1991. 
 
 
8. an introduction, a preface, a foreword, or an afterword. 
 
Anderson, Quentin. Introduction. Wuthering Heights. By Emily Bronte. New York:  

Collier Books, 1962. v-viii. 
 
 
9. book with a corporate (group) author 
A corporate author may be a commission, an association, a committee or any other group whose 
individual members are not identified on the title page of the book. 
Give the name of the group as the author, and give the rest of your information in the standard 
order given on page 20 of this guide. (Sometimes the corporate author is also the publisher.) 
 
Canadian Advisory Council on the Status of Women. Expanding Our Horizons: The Work of the 

Canadian Advisory Council on the Status of Women and Its Context. Ottawa: 
Canadian Advisory Council on the Status of Women, 1993. 

 
 



 23 

If you give the acronym for the corporate author within square brackets the first time that you 
refer to it in your citation, you may use the acronym in place of the full name in the rest of your 
citation.  Do not write the acronym in the title, however, unless it was written this way in the title 
of the original publication.  
 
Example: 
 
Canadian Advisory Council on the Status of Women [CACSW]. Expanding Our Horizons: The
 Work of the Canadian Advisory Council on the Status of Women and Its Context.  

Ottawa: CACSW, 1993. 
 
 
10. book with government as author 
If you do not know the writer of a government publication, state the name of the government first 
(in place of the author), followed by the name of the agency that produced the publication.  Give 
the rest of your information in the standard order. 
 
Canada. Human Resources Development Canada. 100 Top Internet Sites for Learning and 

Employment. Ottawa: Human Resources Development, 2001. 
 
 
11. item with some publication information missing 
When an item does not indicate the publisher, the place or date of publication, or if there are no 
page numbers, supply as much of the missing information as you can, using square brackets to 
show that this information did not come from the source.  Listed below are the ways to indicate 
such estimated information, and also what to do if you cannot make an estimate.  Following this, 
there are examples of how your Works Cited entry might look. 
 

- estimated place or date of publication is placed within square brackets 
  (c. means “circa” ; latin for “around”) [c.1996]      [London] 

 - estimated date of publication, but you are uncertain of it     [1996?] 
 - no place of publication given     n.p. 
 - no publisher given     n.p. 
 - no date of publication given     n.d. 

- no page numbers given     n. pag.   or    N. pag.  
 
 
Examples: 
 
Morton, Desmond. A Short History of Canada. Edmonton: Hurtig Publishers, n.d. 
 
Galsworthy, John. Justice. [London]: Gerald Duckworth and Co., [1910?]. 
 
Wright, James, ed.  Proceedings of the International Conference on Genetically Modified 
 Foods. [Pennsylvania]: [Fac. of Science, U of Pennsylvania], n.d. 
 
Sketches of London. [Eng.]: n.p., n.d. N. pag.  
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12. encyclopedia article or dictionary entry 
If the encyclopedia or dictionary is a familiar one to most people, it is necessary  
to list only the edition (if stated) and the year of publication. 
 
Soll, Ivan. “Existentialism.” The World Book Encyclopedia. 2000. 
 
“Political Economy.” Merriam Webster’s Collegiate Dictionary. 10th ed. 1998. 
 
However, when citing less familiar encyclopedias and dictionaries, give full publication 
information, including the author of the article (often articles in reference books are signed with 
initials that are identified elsewhere in the work; look for a list of “contributors” in the first or 
last pages of the work), article title, the editor of the book, the number of volumes in the work, 
the place of publication, and the publication date. 
 
Myers, Aaron. “Kwanzaa.” Africana: The Encyclopedia of the African and African American 

Experience. Ed. Kwame Anthony Appiah and Henry Louis Gates. New York: 
Basic Civitas Books, 1999. 

 
Belanger, Real. “Sir Wilfrid Laurier.” Dictionary of Canadian Biography. Ed. Ramsay Cook.  

14 vols. Toronto: U of Toronto, 1998. 
 
 
13. article in a magazine 
Include the author’s name, title of the article, magazine title, date of publication and the inclusive 
page numbers.  If the article is not printed on consecutive pages, write only the first page number 
and a plus sign.  Do not include the volume or issue number, even if they are given. 
 
Adams, Caralee. “Seven Secrets of Successful Discipline.” Better Homes and Gardens  

Aug. 2001: 74+ 
 
Ceci, Stephen. “Intelligence: The Surprising Truth.” Psychology Today August 2001: 47-53. 
 
Kluger, Jeffrey. “How Science Solves Crimes.” Time 21 October 2002: 25-32. 
 
 
14. article in a journal 
Include the author’s name, title of the article, journal title, volume number, issue number (only if 
each issue begins with page 1), the year of publication and the inclusive page numbers.  As an 
illustration, the second example below includes the issue number 9017 after the volume number 
347 and a period (347.9017) 
 
Thomas, Derrick. “Evolving Family Living Arrangements of Canada’s Immigrants.” 
 Canadian Social Trends  61 (2001): 16-22. 
 
Holden, Constance. “Happiness and DNA.” Science 347.9017 (1996): 1728-1730. 
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15. article in a newspaper 
Include the author of the article, title of the article, title of the newspaper (omit the at the 
beginning of the title of an English language newspaper), the date of publication, the edition, the 
section, and the page number or numbers.  If there is no author, begin with the title of the article.  
If the article carries over to another page, place a plus sign after the first page number.  If the 
name of the newspaper does not contain the name of the city where it is published, and the 
newspaper name is a common one or is a foreign newspaper, identify the newspaper more clearly 
by placing the city and/or country where it is published in square brackets after the name.  
 
O’Neil, Peter. “Canada Softens Lumber Tactics.” Ottawa Citizen 19 Sept. 2001, 
 early ed.: D3. 
 
Hilliard, Will. “Fierce Waves Driving Chemical Tanker to Shelter in St. John’s.” 

 TheTelegram [St. John’s] 31 Dec. 2000, final ed.: 1. 
 
Schouten, Hank. “Who was St. Nick?” The Evening Post [Wellington, New Zealand]  

1 Dec. 2001: n.p. 
 
 
16. editorial in a newspaper 
Begin with the author’s name as usual. If no author is given, begin with the title. 
 
Smith, Aubrey. “Lack of Fish Puts Lie to Proverb.” Editorial. The Telegram [St. John’s]  

31 Dec. 2000, final ed.: 12. 
 
“A Library Not a Monument.”  Editorial. Ottawa Citizen 14 May 2002, early ed.: B4. 
 
 
17. vertical file material 
Begin the entry with the author of the material you used from the vertical file, followed by its 
title, in quotation marks.  Place the title of the vertical file at the end. 
 
Johnson, Teague. “Life Is...Astounding!” Sir Robert Borden High School Vertical File.  

Euthanasia. 
 
 
18. pamphlet 
Treat a pamphlet as you would a book.  
Take the title from the front page of the pamphlet.  
 
A Mini Guide to Ontario’s Freedom of Information and Protection of Privacy Act. 
 Toronto: Information and Privacy Commissioner of Ontario, 2000. 
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Sample Entries for Other Media in a List of Works Cited: MLA Style  
 
1. an interview 
The name of the person interviewed is given first. 
 
Little, John. Interview with Susan Swanson. As It happens. CBC Radio. CBO. Ottawa. 
 14 Sept. 2001. 
 
 
2. an interview conducted by you 
Give the name of the person interviewed, the kind of interview (e.g. personal or telephone), and 
the date of the the interview. 
 
McGregor, Bruce. Personal interview. 14 February 2002. 
 
 
3. a map or chart 
In general, treat a map or chart like a book without an author. 
Give the title of the map or chart, followed by the word Map or Chart.  Then state the place of 
publication, the publisher’s name, and the date of publication. 
 
Ottawa. Map. Ottawa: Rightway Maps, 1999. 
 
 
4. a sound recording 
Give the name of the person you wish to emphasize (e.g. the composer, the conductor or 
performer), followed by the title of the recording, the artist or artists, the medium  
(e.g. audiocassette), the manufacturer (e.g. Capitol) and the year of issue (if the year is unknown, 
write n.d.).  Place a comma between the manufacturer and the date; periods follow the other 
items. 
 
If you are citing a specific song, place its title in quotation marks. 
 
Treat a spoken-word recording as you would a musical recording.  Begin with the speaker, the 
writer, or the production director, depending on which person you wish to emphasize. 
 
In citing the liner notes from a sound recording, give the author’s name, the title of the material 
(if any), and a description of the material.  Then provide the usual Works Cited information (see 
page 20 of this style guide) for the recording. 
 
Kern, Jerome, and Oscar Hammerstein. Showboat. Dir. Harold Prince. CD. Quality, 1994.  
 
Dion, Celine. Celine, All the Way: A Decade of Song. CD. Columbia, 1999. 
 
Beattie, Rod. Wingfield’s Progress. Audiocassette. Dynapak, 1989. 
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Lipski, Alexander, and Suzenna Martin. Liner notes. The Concert for Bangladesh. L.P. 
 Apple, 1971. 
 
Murrow, Edward R., narr. I Can Hear It Now: 1919- 1949. L.P. Columbia, n.d. 
 
 
5. a film, videocassette, DVD, laser disc, slide program or filmstrip 
A film entry begins with the title, underlined, followed by the director, the medium, the 
distributor, and the year of release.  In the case of a videocassette, DVD or laser disc, include the 
original release date of the film before indicating the medium. 
You may include other data that seems pertinent, such as the names of the writer, performers, 
and producer; place this information between the title and distributor. 
 
If you wish to emphasize the contribution of a particular individual, begin the citation with the 
person’s name. 
 
 
Hitchcock, Alfred, dir. The Man Who Knew Too Much. Perf. James Stewart and Doris Day. 

1955. Videocassette. Universal Studios, 1999. 
 
2001: A Space Odyssey. Dir. Stanley Kubrick. Perf. Keir Dullea and Gary Lockwood. 1968. 

DVD. Warner Brothers, 2001. 
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Entries for Electronic Sources in a List of Works Cited: MLA Style 
 
Internet Sources 
 
Important Information to Know Before You Begin 
 
This section of the style guide will show you how to cite Internet sources in your list of Works 
Cited.  Read the guidelines below before you begin. 
 
 
1. How this section of the style guide is arranged 
Below the description of each type of online source there is a list of items that should be included 
in your citation.  Be sure to follow the order of the items in this list as well as the punctuation 
used. 
 
Beneath the list is at least one example to use as a model.  Sometimes several examples are 
given.  Follow the example that best suits your source. 
 
 
2. What to do if you can’t find all the required information 
Make a good attempt to find all the information that is required for your citation.  However, if it 
is not possible to find an item that is in the list, go on to the next item, remembering to use the 
correct punctuation for each item. 
 
 
3. <Angled brackets around Internet addresses> 
One of the MLA rules for citing Internet sources is the placement of angled brackets around the 
Internet address.  This is done  because there are so many symbols used in addresses that could 
be misread as the punctuation in a citation.  The angled brackets make it clear exactly where the 
Internet address begins and ends. 
 
 
4. Page or paragraph numbers on Internet sites 
For some citations, you are instructed to include page or paragraph numbers.  Web documents 
generally do not have fixed page numbers or any kind of section numbering.  If your Web 
document has page or paragraph numbers, use them in your citation.  Otherwise, go on to the 
next required item in the list.  Do not use the page numbers of a computer printout, as the page 
numbers vary in different printouts. 
 
 
5. Date of access 
One of the items required in an Internet citation is the date of access.  This is the date that you 
obtained your information from the site.  In the citation examples given, notice that the last date 
given is the date of access. 
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6. When http:// must be included 
Most Web browsers now automatically insert the http:// protocol when you type an address 
beginning with www (World-wide Web).  Therefore, when writing www sites in your citation, 
you are not required to include the http://, since it is not needed for your instructor to locate your 
source.  
 
However, when an address does not contain www, include the http:// in your citation. 
 
Note: If you are submitting a paper electronically to your instructor, you should include the 
http:// in all of your citations, because some software will not create a hyperlink without it, and 
your instructor may want to use the hyperlinks to check your Internet sources. 
 
 
7. Placement of the Internet address in a citation 
If possible, show the address of the Web site in its entirety without a break at the end of a line.  
Put the address on a separate line, if necessary.  
 
 
8. Preference for Printed Materials 
If there is a print version of a document that you found on a Web site, it is preferable to cite the 
print version in your in-text references and in your list of Works cited.  This is because a print 
version is more likely to remain retrievable by your reader for a longer period of time.  For 
example, you may cite an article from a current issue of a magazine on the Web, but a month 
later, that article may only be available by ordering a back issue and paying for it.  Check the 
library for a print version, or cite the same article in an electronic information database such as 
Electric Library, which keeps the articles for several years. 
 
 
9. Long Internet addresses 
Both MLA and APA rules state that, in your list of Works Cited, you should give the Web 
address of the exact page from which you obtained your information; this enables your reader to 
easily locate your source.  The easiest way to accurately place a Web address into your citation is 
to copy it from the Web page and paste it into your document (MSWord does this well without 
any formatting problems). 
 
Unfortunately, some Web page addresses can be extremely long.  If you find that your Web 
address is very long (longer than two lines in your citation), ask your instructor if you may do 
one of the following in order to shorten the web address: 
 
 
 

a) cite the Home Page, but only if there is an obvious link on the 
Home Page that leads directly to the Web page where you found your 
information. This link must be very obvious and easy to spot on the Home Page. 
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OR 
 

a) go to the end of the Web address, place your cursor after the slash  (/)  
that ends the previous part of  the address and press RETURN.  
Check to see that the Web page that comes up has an obvious link that leads 
directly to the Web page where you found your information. If it does, you may 
use the address of this Web page in your citation.  

 
To aid your understanding of this process, here are the four parts of a Web address: 

 
  http://www.un.org/aboutun/basicfacts/hrights.htm 
 
  
 
Protocol:  Host name:    Directory path:    File name: 
indicates which identifies the file  the path which leads    the name of  
method a Web  server on which  to a specific      a specific 
browser should the files reside   document     document 
use to  
communicate 
with the file server  
on which the files 
reside 
 
10. Spelling and Punctuation: website, web site, E-mail, online, on-line,  
Because the Internet has introduced many new words into our language, there are no definitive 
rules yet about how some of these words should be spelled or punctuated.  However, here are 
some guidelines from well-respected sources: 
 
Capitalize the word Internet wherever it is used. Also capitalize Net when it refers to the 
Internet, and Web when it refers to the World-wide Web. 
 
The term Web site is recommended for use in formal writing such as essays and reports. In 
other, less formal writing, website or web site are acceptable. 
 
When a term such as e-mail and e-Bay is the first word in a sentence, the first letter should be 
capitalized (e.g. E-mail). At other times, the letter e is not capitalized. 
 
Online, on line and on-line are all currently in common use. It is best to use the form on-line 
when you are using this word as an adjective (e.g. on-line communication). 
 
The most important thing to remember when using any of these terms is that you must  be 
consistent.  Use the same form throughout your work. 
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Sample Entries for Internet Sources in a List of Works Cited: MLA Style 
 
1. an article accessed through an on-line service such as Electric Library or CPIQ 
(Canadian Periodical Index database) 
Such services as Electric Library Canada and Ebsco MasterFILE Premier are usually accessed 
through libraries such as Sir Robert Borden H.S. library or the public library.  These services 
provide a large database of magazine, newspaper, and journal articles that are searchable for your 
topic.  Articles included in such databases provide reliable information because the material they 
contain also exists in a print version and therefore has already been subjected to editorial 
scrutiny---unlike the material found on most Internet sites.  These services are highly 
recommended for your research.  To cite on-line material from one of these databases, state: 
 
Author(s). “Title of Article.” Publication title (could be a magazine, journal, newspaper, 
encyclopedia, etc.). Date of publication: page(s). Title of service. Library where you accessed the 
service, City where library is located. Date of access <electronic address of the service’s Home 
Page if you know it>. 
 
Note: In the case of journals on such databases, also include in your citation the volume, issue 

number and specific pages or length in number of pages, if these are available.  See  
example (b) below. 

 
Examples:  
 
a) a magazine article found in Electric Library database 
 
Caragata, Warren. “Crime in Cybercity.” Maclean’s. 22 May 1995:50. Electric Library Canada. 

Sir Robert Borden H.S. Library, Ottawa. 20 February 2002  <www.elibrary.ca/>. 
 
 
b) a journal article found in MasterFILE Premier database 
(After the journal title, include the volume number followed by a period and the issue number 
followed by the year of publication in parentheses followed by a colon and number of pages 
in length or a page range such as 225-234 followed by a period.) 
 
Glick, Shimon M. “Cheating at Medical School.” British Medical Journal. 322.7281 
 (2002): 2 pp. MasterFILE Premier. Ottawa Public Library, Ottawa. 24 Nov. 2002  
 <www.epnet.com/>.  
 
 
c) an encyclopedia article found in Grolier On-line database 
 
Brooks, Hugh. “Namibia.” Lands and Peoples. 2002. Grolier Online. Ottawa Public Library, 

Ottawa. 15 Feb. 2002 <http://go.grolier.com/>. 
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d) an encyclopedia article found in Electric Library database  
 
Wallechinsky, David. “Olympic Games.” World Book Encyclopedia. 2002. Electric Library 

Canada. Sir Robert Borden H.S. Lib., Ottawa. 19 Feb. 2002 <www.elibrary.ca/>. 
 
 
e) a newspaper article found in CPIQ (Canadian Periodical Index) database 
 
Scoffield, Heather. “Auditor-General’s Report: Auditor Blasts High EI Premiums.” Globe and  

Mail. 7 Feb. 2001: 1. CPIQ. Sir Robert Borden H.S. Lib., Ottawa. 18 Feb. 2002 
<www.galegroup.com>. 

 
 
2. a personal or professional Web site 
Author(s). Name of Web site. Date of posting/last update. Name of institution/organization 
affiliated with the site (if available). Date that you accessed the site <electronic address>. 
 
 
Examples: 
   
a) personal Web site that provides date of posting/update 
    (The date of posting/update in the example is 1999.) 
 
Savill, Richard. The Jazz Age Page. 1999. 7 Nov. 2000 

<www.btinternet.com/~dreklind/Biograph.html>. 
 
 
b) personal Web site that does not provide date of posting/update 
    (The date in the example is the access date.) 
  
Salwen, Peter. Peter Salwen’s Mark Twain Page. 10 Nov. 2002 

<http://salwen.com/pstwain.html >. 
 
 
c) personal Web site that does not provide title or date of posting/update 
    (The date in the example is the access date.) 
  
Smith, Keith A. Home page. 21 May 2002 <www.eecs.harvard.edu/~keith/>. 
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d) personal Web site with two or three authors 
(The names of the second and third authors are in natural order, not reverse order.) 
 
Holuth, Lori, and Ken Holuth. MidMichigander.com. 2002. 16 Oct. 2002   
 <http://midmichigander.com/index.htm.>. 
 
 
e) personal Web site with more than three authors 
    (et al means and others) 
 
Dickson, Thelma et al. Poems on Friendship. 2001. 21 Nov. 2002 <www.canista.com/friend/>. 
 
 
f) professional Web site with no author but with associated institution and date of 
posting/update provided 
 
The Harvard University Choir Home Page. 22 Jan. 2003. The Memorial Church, Harvard
 University. 24 Jan. 2003 <www.uchoir.harvard.edu/index.html>.  
 
 
g) professional Web site with author, associated institution and date of posting/update 
provided 
 
Felluga, Dino. Introductory Guide to Literary Theory. 17 July 2002. Purdue University. 

 10 Oct. 2002 <www.sla.purdue.edu/academic/engl/theory/>. 
 
 

3. an article in a Web site 
Author(s). “Article title.” Title of Web site. Date of posting/update. Name of 
institution/organization affiliated with the site (if available). Date of access  
<electronic address>.  
 
Example: 
 
Carlson, Emily. “Gender Differences May Figure in Sleeping Disorder.”   
 University Communications: News@UW-Madison. 27 Nov. 2001. University  

of Wisconsin-Madison. 4 Oct. 2002  <www.news.wisc.edu/view.html?get=6841>. 
 



 34 

4. an article in an on-line magazine or newsletter 
Author(s). “Title of Article.” Title of magazine or journal Date of posting/publication. Date of 
access <electronic address>. 
 
Examples: 
 
a) article with one author, in an on-line magazine 
 
Umansky, Eric. “Bali Bombs.” Slate 14 Oct. 2002. 15 Oct. 2002 
 <http://slate.msn.com/default.aspx?id=2072313&device=>. 
 
 
b) an article with two authors, in an on-line magazine 
Note: Keep in mind points #8 and #9 on p. 29 of this style guide. 
 
MacQueen, Ken, and Chris Lambie. “Bug Wars.” Macleans.ca 20 Aug. 2001.   

14 Nov. 2002 <www.macleans.ca/>. 
 
 
c) an article in an on-line magazine with number of paragraphs noted (number of paragraphs 
follows date of posting/publication and a colon) 
Note: Keep in mind points #8 and #9 on p. 29 of this guide. 
                        
Hawaleshka, Danylo. “Trouble Spots.” Macleans.ca 21 Oct. 2002: 32 pars. 24 Oct. 

2002 <www.macleans.ca/>. 
 
 

5. an article in an on-line newspaper or newswire 
Author(s). “Title of Article.” Title of Newspaper or Newswire Date of posting/publication.  
Date of access <electronic address>. 
 
Example: 
 
Harper, Tim, and Andrew Chung. “Layton Offers a New Vision for Cities.” Toronto Star   

27 Jan. 2003. 27 Jan. 2003 <www.thestar.com>. 
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6. an article in an on-line journal 
Author(s). “Title of article.” Title of journal Volume number. Issue number (Year of 
publication): Number of pages or paragraphs if they are numbered. Date of access 
<electronic address>.   
 
Examples: 
 
a) an article with one author but no page or paragraphs noted, in an on-line journal 
 
Mercier, Rose. “Being Professional about Your Employment.” Canadian  Journal for  

Women in Coaching 1.1 (2000): 14 Nov. 2002     
 <www.coach.ca/women/e/journal/sep2000/pg1.htm>. 
 
 
b) an article with one author and page numbers noted, in an on-line journal  
 
Bateman, Rebecca B. “Talking with the Plow: Agricultural Policy and  Indian Farming in 

the Canadian and U.S. Prairies.” The Canadian Journal of Native Studies 16.2 (1996): 
211-228. 14 Nov. 2002 <www.brandonu.ca/library/cjns/16.2/bateman.pdf>. 

 
 
c) an article with three authors and number of paragraphs in length noted, in an on-line 
journal 
 
Perkins, Bradley A., Tanja Popovic, and Kevin Yeskey. “Public Health in the Time of 

 Bioterrorism.” Emerging Infectious Diseases 8.10 (2002): 12 pars. 2 Nov. 2002  
 <www.cdc.gov/neidod/eid/vol8no10/02-0444.htm>. 
 
 
d) an article with the number of pages in length noted, in an on-line journal 
   
Albertson, Michael O., and Karen L. Collins. “Symmetry Breaking in Graphs.” Electronic 

Journal of Combinatorics 3.1 (1996): 17 pp. 22 January 2001 
 <www.combinatorics.org/Volume_3/volume3.html#R18>. 

  
 
e) an article with more than three authors, in an on-line journal (et al  means and others) 
 
Parks, Susan, et al. “Crossing Boundaries: Multimedia Technology and Pedagogical Innovation  

in a High School Class.” Language Learning and Technology 7.1 (2003): 28-45. 
21 Jan. 2003 <http://llt.msu.edu/vol7num1/parks/default.html>.  
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7. a complete information database (e.g. encyclopedia) or scholarly project on the Internet 
Title of database or project. Name of editor of the database or project (if given). Any publication 
information available (e.g. version number, date of electronic publication or latest update, name 
of sponsoring institution or organization). Date of access <electronic address>. 
 
Examples: 
   
a) encyclopedia with date of electronic publication  
 
Britannica Online. 2003. Encyclopedia Britannica. 10 Jan. 2003 <www.eb.com/>. 
 
b) information database or scholarly project  
 
CNN.com. 17 Oct. 2002. Cable News Network. 17 Oct 2002 <www.cnn.com/>. 
 
The History Channel Online. 2002. A&E Television Network. 2 Nov. 2002  

<http://historychannel.com/index.html>. 
 
Little Red Riding Hood Project. Ed. Michael N. Salda. Vers. 1.0. Dec. 1995. De Grummond 

Children’s Lit. Research Collection, U of Southern Mississippi. 5 Sept. 2002  
<www-dept.usm.edu/~engdept/lrrh.lrrhhome.htm>. 

 
The Middle East Media Research Institute. 2002. MEMRI. 24 October 2002 

<www.memri.org/index.htm>. 
 

 
8. an article or entry from an information database (e.g. encyclopedia or dictionary) or a 
document within a scholarly project on the Internet 
Author(s) if given. “Title of article.” Title of database or project. Name of editor of the database 
or project if given. Any publication information available (e.g. version number, issue number, 
name of translator or editor, date of electronic publication or latest update, name of sponsoring 
institution or organization). Date of access <electronic address>. 
 
Examples: 
 
a) an encyclopedia article 
 
“Genetic Engineering.” Britannica Online. 2003. Encyclopedia Britannica. 10 Jan. 2003 

<www.eb.com/>. 
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b) an article from an information database or scholarly project 
 
“Beijing Urges Caution with North Korea.” CNN.com. 18 Oct. 2002. Cable News 

 Network. 18 Oct. 2002  
<www.cnn.com/2002/WORLD/asiapcf/east/10/17/china.korea/index.html>. 

 
 
“This Day in History: November 14.” The History Channel Online. 2002. 

A&E Television Network. 14 Nov. 2002 <www.historychannel.com/tdih/index.html>. 
 
 
Eck, Diana. “The Challenge of Pluralism.” The Pluralism Project. Dir. Diana L. Eck. 

2003. Committee on the Study of Religion, Harvard University. 10 Jan. 2003  
<www.pluralism.org/research/articles/cop.php?from=articles_index>. 

 
 
Raphaeli, Nimrod. “Saudi Arabia: The Structure of Royal Oligarchy.” Inquiry and Analysis.  

No. 102. 12 July 2002. The Middle East Media Research Institute. 24 Oct. 2002  
<www. memri.org/ia.html>. 

 
 
9. an on-line book within a scholarly project 
Author(s). Title of book. Name of editor, compiler or translator of book if given. 
Any publication information available (e.g. date of electronic publication, name of sponsoring 
institution or organization, publication facts about the original print version of the book such as 
publication date, city of publication and name of publisher). Title of scholarly project. 
Publication information for the project (e.g. editor, date of electronic publication, sponsoring 
organization) Date of access <electronic address>. 
 
Examples: 
 
a) a book with original publishing date given and the project editor named 
 
Bevington, Louisa S. Poems, Lyrics and Sonnets. 1882. Victorian Women Writers Project.  

Ed. Perry Willett. 19 Jan. 2001. Indiana University. 15 May 2002 
<www.indiana.edu/~letrs/vwwp/bevington/bevpoems.html>. 

 
 
b) a book with no author but with the estimated publishing date of the book stated, the 
original publisher and city of publication as well as the name of the project editor and the 
version number of the project  
 
 
Little Red Riding Hood. New York: McLoughlin Bros., [1890?]. Little Red Riding Hood Project.  

Ed. Michael N. Salda. Vers. 1.0. Dec. 1995. De Grummond Children’s Lit. Research 
Collection, U of Southern Mississippi. 5 Sept. 2002  
<www-dept.usm.edu/~engdept/lrrh/inventt.htm>. 
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10. part of an on-line book within a scholarly project 
Author(s). “Title of the part (e.g. poem, chapter).” Title of book. Name of editor, compiler or 
translator of book if given. Any publication information available (e.g. date of electronic 
publication, name of sponsoring institution or organization, publication facts about the original 
print version of the book such as publication date, city of publication and name of publisher). 
Title of scholarly project. Publication information for the project. (e.g. editor, sponsoring 
organization). Date of access <electronic address>. 
 
Example: 
 
a) a poem within a book; the original publishing date of the book is given, and the project 
editor is named  
 
Bevington, Louisa S. “The Pessimist.” Poems, Lyrics and Sonnets. 1882. Victorian Women 

Writers Project. Ed. Perry Willett. 19 Jan. 2001 Indiana U. 15 May 2002 
<www.indiana.edu/~letrs/vwwp/bevington/bevpoems.html>. 

 
 
11. an on-line book available independently (not as part of a scholarly project) 
Author(s) or editor(s). Title of book. Name of the editor, compiler or translator if given. 
Publication information (e.g. date of electronic publication, name of sponsoring institution or 
organization, publication facts about the original print version such as city of publication, name 
of publisher and year of publication) if given. Date of access <electronic address>. 
 
Examples: 
 
a) a book with author and editor provided 
 
Yeats, W. B. Visions and Beliefs in the West of Ireland. Ed. Augusta Gregory. 2003.  

10 Jan. 2003 <www.sacred-texts.com/neu/celt/vbwi/index.htm >. 
 
 
b) a book with city and date of the original publication provided 
 
James, Henry. Daisy Miller. New York, 1909. 2 Sept. 2002 

 <www2.newpaltz.edu/~hathaway/daisynye.html>. 
 
 
c) a book with name of translator and publishing date of original hardcopy edition 
 
Cervantes, Miguel de. Don Quixote. Trans. John Ormsby. 1885. 16 Sept. 2002 
 <http://csdl.tamu.edu/cervantes/english/ctxt/DQ_Ormsby/>. 
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d) a book with editor, city, publisher and date of original hardcopy publication provided 
 
Shakespeare, William. Henry IV, Part I. Ed. William James Craig. London: Oxford UP, 1914. 

16 Oct. 2002 <www.bartleby.com/70/index27.htm>. 
 
 
12. part (e.g. poem, essay) of an on-line book that is available independently (not as part of 
a scholarly project)  
(In the example below, the editor, city, publisher and date of the original print publication has 
been provided. For possible alternative information you might give about the book, see the 
examples in #11 on page 38 of this style guide.) 
 
Example: 
 
Shelley, Percy B. “Mutability.” The Complete Poetical Works of Percy Bysshe Shelley. Ed. 

Thomas Hutchinson. London: Oxford UP, 1914. 20 Sept. 2002 
<http://ibiblio.org/gutenberg/etext03/shly210.txt>.  

     
 
13. an on-line government publication  
Government that issued the publication. Government agency responsible for the publication. 
Title of publication. Author(s) if available. Date of posting/publication. Date of access 
<electronic address>. 
 
Examples: 
 
a) government publication with author identified 
 
Canada. Statistics Canada. Beyond the Information Highway: Networked Canada. 

By Heidi Ertl, Daniel April, and George Sciadas. 2001. 21 Dec. 2002  
<www. statcan.ca/english/freepub/56-504-XIE/56-504-XIE99000.pdf >. 
 
 

b) government publication with no author identified 
(Frequently, only a government agency, not a specific author, is identified as being responsible 
for a government document.) 
 
Canada. Natural Resources Canada. Energy and Sustainable Development. 31 Aug. 2000.  

15 Feb. 2001 
<www.nrcan.gc.ca/es/epb/eng/Energy_Sustainable_Development.Eng.PDF>. 
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14. an on-line map or chart 
“Title of map or chart.” Map (or Chart). Title of Web site. Publisher. Date of publication. Date of 
access. <electronic address>.  
 
Examples:  
 
“Bangor, Maine.” Map. Mapquest. Mapquest. 2002. 21 Oct. 2002 <www.mapquest.com/>. 
 
“Ethnolinguistic Groups in Afghanistan.” Map. Perry-CastanedaLibrary Map Collection.  

UT Library Online. 1997. 2 Nov. 2002 
 <www.lib.utexas.edu/maps/middle_east_and_asia/afghanistan_ethnoling_97.jpg>. 
 
“Maps of Nuclear Power Reactors: World Map.” Map. International Nuclear Safety  

Centre. Argonne National Laboratory for the U.S. Dep’t. of Energy. 14 Dec.  
1999. 15 Nov. 2002 <www.insc.anl.gov/pwrmaps/map/world_map.html>. 

 
“The United Nations System.” Chart. About the United Nations. 2001. 21 Oct. 2002  

<www.un.org/aboutun/chart.html>. 
 
 
15. an on-line interview 
Name of person interviewed. Interview with ------. Title of Web site. Date of posting/publication. 
Date of access <electronic address>. 
If the interviewer is not identified, give only the name of the person interviewed (see the second 
example). 
 
Examples: 
 
Edelstein, Paula. Interview with Benny Golson. All About Jazz. 2000. 21 Dec. 2001 

 <www.allaboutjazz.com/iviews/bgolson.htm>. 
 
Fodon, Giles. Interview. Bold Type. 30 April 2001. 13 Nov. 2002 
 <www.randomhouse.com/boldtype/1298/foden/interview.html>. 
    
 
16. an on-line painting, sculpture or photograph 
Name of artist. Title of artwork. Date of production if known. Name of institution that houses the 
work or name of individual who owns the work in a private collection, City where the work is 
housed. Section of art gallery/museum in which the work is included. Date of access <electronic 
address>. 
  
Examples: 
 
a) a painting with date of production given and the section of the art gallery/museum in 
which the work is housed  
 
Prud’hon, Pierre-Paul. The Empress Josephine. 1805. Louvre Museum, Paris. 19th c. French
 Painting. 2 Nov. 2002 <www.louvre.fr/louvrea.htm>.  
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b) a sculpture; the name of the collection to which it belongs is included 
 
Lemoyne, Jean-Louis. A Companion of  Diana. 1724. Widener Collection. National Gallery of
 Art, Washington. European Sculpture of the 14th–19th Centuries. 4 Nov. 2002 

<http://www.nga.gov/collection/gallery/ggsculpt/ggsculpt-1275.0.hyml.>. 
 
 
17. an e-mail message 
Name of the writer of the message. “Title of the message (if any) taken from the subject line.”  
A description of the message that includes the name of the recipient. Date of the message. 
 
Examples: 
 
Leclerc, Stephan. “ Re: Hedonism in Ancient Greece.” E-mail to Dennis Archibald.  

14 June 2002. 
 

 
Gibson, Brian. E-mail to the author. 15 December 2002. 
 
 
18. a sound recording, sound clip, television or radio program, video, film or film clip 
 
See library staff for the correct format. 
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Entries for CD-ROM Sources in a List of Works Cited: MLA Style 
 
Sample Entries for CD-ROM Sources in a Works Cited List 
 
1. material from an encyclopedia on CD-ROM 
Name of author of encyclopedia article. “Title of encyclopedia article.” Title of encyclopedia. 
CD-ROM. Place of publication: Name of publisher, Date of publication. 
 
Example: 
 
McConnell, W.H. “Constitution Act, 1867.” The Canadian Encyclopedia: World Edition.  

CD-ROM. Toronto: McClelland & Stewart, 1999. 
 
 
2. material from a frequently updated database on CD-ROM (e.g. a newspaper article on 
the Canadian News Disk)   
Name of author of article. “Title of article.” Title of printed source Date of publication. Page(s). 
Title of the database. CD-ROM. Name of vendor if known. Date of CD publication. 
  
Example: 
 
Note that the article in this example is from a newspaper (on a CD-ROM database), so both the 
edition of the newspaper (final) and the page number 18 in section A of the newspaper (A18) are 
given.   
 
Gordon, Charles. “Cambodia Has Learned the Bitter Lesson of Landmines.” Ottawa 

Citizen 18 Nov. 1999, final ed.: A18. Canada News Disk. CD-ROM. SilverPlatter. 1999. 
 
 
3. part of a work published on CD-ROM (e.g. an essay in a book) 
Name of author of section on CD. “Title of section (article, essay or chapter).”  Title of the work. 
Author of the work. Editor of the work if given. CD-ROM. Place of publication: Name of 
publisher, Date of CD publication. 
 
Example: 
 
Elson, John. “Apocalypse Now?” Desert Storm. CD-ROM. Burbank: Warner New Media, 1991. 
 
Braunmuller, A.R. “Macbeth in Performance.” Macbeth. By William Shakespeare.  

Ed. A.R. Braunmuller. CD-ROM. New York: Voyager, 1994. 
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(Sample Page of a List of Works Cited)    
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III. In-Text References: Footnotes/ Endnotes/ Parenthetical Notes, Using  
MLA Style 

 
The purpose of footnotes/endnotes/parenthetical notes is to indicate in the text of your work 
exactly where you got the idea or words (for a complete explanation, see pages 12- 18 of this 
style guide). 
 
Footnotes 
 
Footnote Format: What to Place in Your Text 
 
At the end of the sentence in your essay that quoted or expressed another person’s idea, after the 
end punctuation in the sentence, place a raised (superscript) number, slightly above the line; the 
raised number should have no punctuation. 
 
Example:  
 
In Fifth Business, Robertson Davies’ awareness of the complexity of human beings can be seen 

in his exploration of  “the dark shadows and genteel surfaces of personal behaviour and of social 

alliances.” 5 

 

Footnote Format: What to Place at the Bottom of the Page 
 
At the bottom (or “foot”) of the page, four lines below your text, indent one inch (or 5 spaces) 
from the left margin, and place a corresponding raised (superscript) number. Then leave one 
space and give the following information: 
 
-  for print sources (e.g. book):  

- the author’s name (in natural order rather than reverse order) 
- title of source (underlined or in italicized print) 
- place of publication 
- publisher 
- date of publication (if no date is given, use the abbreviation n.d.) 
- page number where you got the words or ideas  
- see the Additional Rules for footnote format on page 45 of this style guide 
- see the examples beginning on page 46 of this style guide; pay close 
  attention to punctuation 

 
  

 

                                                
5John Moss, A Reader’s Guide to the Canadian Novel (Toronto: McClelland and Stewart, 1981) 55. 
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-  for electronic sources (e.g. Internet): 
- the items that you must include in a footnote for an electronic source are basically the 

same as those required in a Works Cited entry for an electronic source. However, the 
arrangement of the items and the punctuation are different.  

 
- examples of footnotes for electronic sources are given beginning on page 49 of this 

style guide.  If you are in any doubt about what each item in the entry means, check 
the meanings of items in the corresponding entry for that type of source in a Works 
Cited list, beginning on page 31 of this guide. 

 
 
Footnote Format: Additional Rules 
 
1. If the footnote extends to two or more lines, indent the first line of the footnote 5 spaces  

(one tab) in from the left margin, and begin subsequent lines at the left margin. 
Single-space footnotes, but double-space between each footnote. 
 
Note: If you use a word-processing program which automatically creates footnotes, 
then these formatting rules may not apply.  However, both the order of  the items and 
the punctuation that is shown in the sample footnote entries in this style guide must still 
be followed. 
 

 
2.  Footnotes should be numbered consecutively throughout your  essay. 
      
 
3.  The first time that you write a footnote for a source, include all required information. 
     In subsequent footnotes for the same source, the author’s last name, followed by the 
     relevant page numbers, is adequate. 
 
 Example: 
   14 Stanton 345-47. 
 
 
4.  If you find that you have two different references in your essay, but they are written 

by authors that have the same last name, make footnotes clear by including the author’s 
initials or, if necessary, his/her first name, in each citation.  This will help to avoid confusion 
for your reader. 

   
 Example: 14 H. Stanton 345-47. 
  
   15 M. G. Stanton 21-22. 
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Sample Footnote Entries for Print Sources: MLA Style 
 
Correct punctuation is important. 
Use the examples below as models. 
 
1.  book with one author 
 

4John Moss, A Reader’s Guide to the Canadian Novel (Toronto: McClelland and Stewart, 
1981) 55. 
 
 
2.  book with two or three authors 
 

6Janet Lunn and Christopher Moore, The Story of Canada (Toronto: Lester Publishing 
Limited, 1992) 32-33. 
 

2Hugh Armstrong, Pat Armstrong, and Claudia Fegan, Universal Health Care  
(New York: The New Press, 1998) 37. 
 
 
3.  book with more than three authors (et al  means and others) 
 

8H. A Eliot et al., Relations, Transformations and Statistics (Toronto: Holt, Rinehart and 
Winston, 1972) 21. 
 
 
4. book with no author 
Begin the footnote with the title of the book. Do not use the word anonymous or the abbreviation 
Anon. 
 

12Primary Colors (New York: Warner Books, 1996) 147. 
   
 
5.  book with an editor as author 
 

7Elizabeth Abbott, ed., Chronicle of Canada (Montreal: Chronicle Publications, 1990) 76. 
 
 
6.  an author’s work translated by another 
In this example, the translator is Margaret Sayers Peden. 
 

5Isabelle  Allende, The Infinite Plan, trans. Margaret Sayers Peden  (New York: Harper 
Collins, 1991) 14. 
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7.  a thought or idea from one work quoted in another work (i.e. indirect or 
second-hand  source) 
 
 6 Quoted in George Black, Nemesis. (Toronto: Wilson Press, 2000) 23. 

 
 

9Quoted in George H. Sabine, A History of Political Theory. 3rd. ed. (New York: Holt, 
Rinehart and Winston, 1961) 579. 
 
 
 3 Quoted in Denyse Jacobs, “The New Liberals,” in Changing Politics. (Toronto: Trinity 
Books, 1985) 71. 
 
 
8.  one author’s work in an anthology (collection) 
 

1Harry Levin, “Two Scenes from Macbeth,” Modern Critical Interpretations, ed. Harold 
Bloom (New York: Chelsea House, 1987) 22.  
 
 
9.  book with a corporate (group) author 
 
 10Canadian Advisory Council on the Status of Women, Expanding Our Horizons: The 
Work of the Canadian Advisory Council on the Status of Women and Its Context  (Ottawa:  
Canadian Advisory Council on the Status of Women, 1993) 32. 
 
 
10. book with government as author 
 

7Canada, Human Resources Development Canada, 100 Top Internet Sites for Learning 
and Employment (Ottawa: Human Resources Development, 2001) 4. 
 
 
11. encyclopedia entry or dictionary entry 
Include the author’s name, if it is available. 
Note that it is not necessary to include the page number or publication details. 
 
 

10Ivan Soll, “Existentialism,”The World Book Encyclopedia, 2000 ed. 
 
 

8“Political Economy,” Merriam Webster’s Collegiate Dictionary, 1998 ed. 
 

 
12. article in a magazine 
 

6Jeffrey Kluger, “How Science Solves Crimes,” Time 21 Oct. 2002: 26. 
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13. article in a journal 
In the typical example below, the volume number is 61, and the page number is 18. Other 
information that you might need to include will depend on the specific journal (see #14 on page 
24 of this style guide). 
 

2Derrick Thomas, “Evolving Family Living Arrangements of Canada’s Immigrants,” 
Canadian Social Trends 61 (2001): 18. 
 
14. article in a newspaper 
 

5Peter O’Neil, “Canada Softens Lumber Tactics,” Ottawa Citizen 19 Sept. 2001,  
early ed.: D3. 
 
 
15. vertical file material 
 

7Teague Johnson, “Life Is ...Astounding!” Sir Robert Borden High School Vertical File, 
Euthanasia  2. 
 
 
16. pamphlet (Cite it like a book) 
 

9A Mini Guide to Ontario’s Freedom of Information and Protection of Privacy Act 
(Toronto: Information and Privacy Commissioner of Ontario, 2000) 3. 
 
 
17. Interview 
The name of the person interviewed is given first. 
 
  4John Little, interview with Susan Swanson, As It Happens, CBC Radio, CBO, 
Ottawa, 14 Sept. 2001. 
 
 
18. interview conducted by you 
Give the name of the person interviewed, the kind of interview (e.g. personal or telephone) and 
the date of the interview. 
 
 

6Bruce McGregor, personal interview, 14 February 2002. 
 
 
19. map or chart 
Give the title of the map or chart, followed by the word map or chart, and then state the place of 
publication, publisher and date of publication within parentheses. 
 

12Ottawa, map (Ottawa: Rightway Maps, 1999). 
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Sample Footnote Entries for Electronic Sources: MLA Style 
(Note: In the examples, the last date given is the date that you accessed the information.) 
 
Internet Sources: Footnote Entries, MLA Style 
 
1. an article accessed through an online database service such as Electric Library  

or CPIQ 
  

3Hugh Brooks, “Namibia,” Lands and Peoples, 2002, Grolier Online, Ottawa Public 
Library, Ottawa, 15 February 2002 <http://go.grolier.com/>. 
 

7Warren Caragata, “Crime in Cybercity,” Maclean’s, 22 May 1995: 50, Electric Library 
Canada, Sir Robert Borden H. S. Library, Ottawa, 20 February 2002 <www.elibrary.ca/>. 
 

1David Wallechinsky, “Olympic Games,” World Book Encyclopedia, 2002, Electric 
Library Canada, Sir Robert Borden H. S. Library, Ottawa, 19 February 2002 
<www.elibrary.ca/>. 
 
 
2. an article or entry from an information database (e.g. encyclopedia or dictionary) or a 

document within a scholarly project on the Internet          
 

3Nimrod Raphaeli, “Saudi Arabia: The Structure of Royal Oligarchy” Inquiry and 
Analysis.  No. 102, 12  July 2002, The Middle East Media and Research Institute, 12 July  2002 
<www. memri.org/ia.html>. 
 

6“Genetic Engineering,” Britannica Online, 2003, Encyclopedia Britannica, 10 Jan. 2003 
<www.eb.com/>.  
 

9Patrick Barr, “League of Nations,” Britannica Online, vers. 97.1.1, Mar. 1997, 
Encyclopedia Britannica, 29 Mar. 1997 <www.eb.com/>. 
 

4Stephen Herrero, “Grizzly Bear,” The Canadian Encyclopedia Online, vers. A, 2001, 
Historica, 11 Feb. 2001 <www.thecanadianencyclopedia.com/>.   
  

12“Oxymoron,” Dictionary.com, 2002, Lexico LLC, 11 February 2002 
<www.dictionary.com/search?q=oxymoron>.  
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3.   a professional or personal Web site, or a document within such a Web site  
 

3Richard Savill, “Jazz Age Biographies,” The Jazz Age Page, 1999, 7 Nov. 2000  
<www. btinternet.com/~dreklind/Biograph.html>. 
 

6Peter Salwen, Peter Salwen’s Mark Twain Page, 10 Nov. 2002 
<http://salwen.com/pstwain.html>. 
 

5Keith Smith, Home page, 21 May 2002 <www.eecs.harvard.edu/~keith>. 
 

2The Harvard University Choir Home Page, 22 Jan. 2003, The Memorial Church, 
Harvard University, 24 Jan. 2003 <www.uchoir.harvard.edu/index.html>. 

 
 
4.   an on-line book within a scholarly project 
 

17Louisa S. Bevington, Poems, Lyrics and Sonnets, 1882, Victorian Women Writers 
Project, ed. Perry Willett, 19 Jan. 2001, Indiana University, 15 May 2002 
<www.indiana.edu/~letrs/vwwp/bevington/bevpoems.html>.  
 
 
5.   part of an on-line book within a scholarly project 
 

8Louisa S. Bevington, “The Pessimist,” Poems, Lyrics and Sonnets, 1882, Victorian 
Women Writers Project, ed. Perry Willett, 19 Jan. 2001, Indiana University, 15 May 2002 
<www.indiana.edu/~letrs/vwwp/bevington/bevpoems.html>. 
 
 
6.   an on-line book available independently 
 
 4W. B. Yeats, Visions and Beliefs in the West of Ireland, ed. Augusta Gregory, 2003,  
10 Jan. 2003 <www.sacred-texts.com/neu/celt/vbwi/index/htm>. 
 
 
7.   part (e.g. poem, essay) of an on-line book that is available independently 
 
 5Percy B. Shelley, “Mutability,” The Complete Poetical Works of Percy Bysshe Shelley, 
ed. Thomas Hutchinson (London: Oxford UP, 1914) 20 Sept. 2002 
<http://ibiblio.org/gutenberg/etext03/shly210.txt>.  
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8. an on-line government publication 
 

2Canada, Natural Resources Canada, Energy and Sustainable Development, 31 Aug. 
2000, 15 Feb. 2002 
<www.nrcan.gc.ca/es/epb/eng/Energy_Sustainable_Development.Eng.PDF>. 
 
 1Canada, Statistics Canada, Beyond the Information Highway: Networked Canada by  
Heidi Ertl, Daniel April, and George Sciadas, 2001, 21 Dec. 2002 
<www.statcan.ca/english/freepub/56-504-XIE/56-504-XIE99000.pdf >. 
 
 
9.   an article in an on-line magazine or newsletter 
 

6Eric Umarsky, “Bali Bombs,” Slate 14 Oct. 2002, 
 15 Oct. 2002 <http://slate.msn.com/default.aspxid=2072313&device= >. 

 
7Carl T. Hall, “Gene Therapy May Help Schizophrenics,” National Geographic.com 8 

Nov. 2000, 10 Nov. 2000 <www.ngnews.com/news/2000/11/110820000/gene_3279.asp>. 
 
 
10.  an article in an on-line scholarly journal  
 

10Brent R. Tully, et al, “Global Extinction in Spiral Galaxies,” Astronomical Journal 
115.6 (1998) 27 June 1998 <www.jounals.uchicago.edu/AJ/issues/v115n6/980002.html>.  
  
 
11.  an article in an on-line newspaper or newswire 
 

1Tim Harper and Andrew Chung, “Layton Offers a New Vision for Cities,” Toronto Star  
27 Jan. 2003, 27 Jan. 2003 <www.thestar.com>. 
 
 
12.  an on-line interview 
 

6Paula Edelstein, interview with Benny Golson, All About Jazz, 2000, 21 Dec. 2001  
<www.allaboutjazz.com/iviews/bgolson.htm>. 
 
 
13.  an on-line map or chart 
 

2“Bangor, Maine,” map, Mapquest, 2002, 21 Oct. 2002 <www.mapquest.com>. 
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CD-ROM Sources: Footnote Entries, MLA Style 
 
1. material from a frequently updated database on CD-ROM (e.g. newspaper article on 
      the Canadian News Disk) 
 

  2Elizabeth Becker, “Cambodia Rejects Tribunal for Khmer Killings,” Gazette (Montreal) 
13 Mar. 1999, final ed.: A 21, Canada News Disk, CD-ROM, SilverPlatter, 1999. 
 
 
2. material from an encyclopedia on CD-ROM 
     

8W.H. McConnell, “Constitution Act, 1867,” The Canadian Encyclopedia: World 
Edition, CD-ROM (Toronto: McClelland & Stewart, 1999). 

 
 
 

Endnotes vs. Footnotes: How Do They Differ? 
 
The purpose, form and punctuation are the same for an endnote and a footnote. At the end of the 
sentence in your essay that quoted or expressed another person’s idea, place a raised number.  
 
Example:  
 
In Fifth Business, Robertson Davies’ awareness of the complexity of human beings can be seen 

in his exploration of “the dark shadows and genteel surfaces of personal behaviour and of social 

alliances.” 3 

 

However, an endnote is not placed at the bottom of the page, as a footnote is.  As its name 
implies, an endnote is placed at the end of your essay or report on a new page which should be 
numbered in sequence with the preceding page of your work.  Center the title Notes one inch 
from the top of the page, double-space, indent one tab (or five spaces) from the left margin, and 
add the endnote number, without punctuation, slightly above the line (superscript).  Then leave a 
space and give the reference.  If the endnote extends to two or more lines, begin subsequent lines 
at the left margin.  Type the end-notes consecutively, double-spaced, and number each page. 
 
For examples of endnote format, see the footnote examples beginning on page 46 of this style 
guide. 
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What Are Parenthetical References?  
 
When you use specific words or ideas from one of the sources listed in your Works Cited, you 
must indicate this in the text of your essay or report.  This may be done by means of footnotes, 
endnotes or parenthetical references.  
 
Parenthetical references are placed right in the text of your work and provide your reader with 
enough information to easily locate the more detailed citation in your list of Works Cited.  Keep 
your parenthetical references as brief and as few as possible.  If they are too long or too 
numerous, they break up the flow of your writing and distract your reader.  
 
Like the earlier section in this style guide that shows you how to write a list of Works Cited, this 
section follows the rules of documentation of the Modern Languages Association (MLA).  The 
MLA format for parenthetical references contains only enough information to enable your reader 
to find the detailed source in your Works Cited list.  It is a system that is used in subjects such as 
English, History and Philosophy where the publication date of your sources is not particularly 
important, because research information in these subject areas remains valid for a long time; for 
example, A.C. Bradley’s studies on Shakespeare were published in 1904 but are still widely 
consulted for research.  Below is an example of a parenthetical reference, using MLA style: 
notice that the only information included in parentheses is the author’s last name and the page 
where you got your information. 
 
Example: 
 
One of the factors contributing to the Women’s Liberation Movement of the 1970’s in Canada 
 
was the higher educational levels reached by females.  In 1950, approximately 3,700 women 
 
graduated from university.  By 1970, the number of female graduates had increased to almost 
 
30,000 (Owram 274). 
 
 
 
There is a similar but slightly different format for parenthetical references that follows the rules 
of the American Psychological Association (APA).  The most important difference between the 
two formats is that the APA (or author-date) format also includes the date of publication.  The 
APA format is used in social sciences subjects such as Psychology and Sociology, as well as 
many of the physical sciences such as Physics, Astronomy and Chemistry where research is 
being constantly updated, so the publication date of your research sources is very important.  If 
your teacher instructs you to use the APA system of documentation, see pages 61- 63 of this 
style guide. 
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Parenthetical Reference Format: MLA Style (author-page): Basic Guidelines 
 
 
1. The basic parenthetical reference includes the author’s last name followed by the page 

number(s) from which you took the author’s words or ideas.  This information is placed 
within parentheses. 

 
2. The parenthetical reference should be positioned as near as possible to the place in your text 

where you used the author’s idea or words---usually at the end of a sentence. The 
parenthetical reference comes before the punctuation that ends the sentence.  

 
3. If, in a single paragraph of your essay, you quote more than once from the same page of one  

source---and there are no quotations from other sources in that paragraph of your essay --- 
you may give a single parenthetical reference after the last quotation instead of giving one for 
each quotation.  However, when quoting from plays with numbered lines (e.g. Shakespeare), 
you must give a parenthetical reference for each quotation. 

 
 
Sample Entries for Parenthetical References: MLA Style 
 
Use the examples below as models. 
Correct punctuation is important. 
 
1.  a work (book, article, Web site, etc.) with one author: 
 
 Example:  (Wilson 73) 
 
    (Johnston 321-323) 
  
    (Phillips 21-14, 427) 
  
2.  a work with two authors: 
When a work has two authors, always cite both names every time you give a parenthetical 
reference for it. 
 
 Example:  (Edeline and Weinberger 27) 
 
 
3.  a work with three or more authors:  
The first time you give the reference, cite all the authors. 
 
 Example:  (Stapley, Adelauer, Nane, Gershwin, and Jones 31) 
 
In subsequent references, include only the last name of the first author followed by et al, which 
means and others.  
 
 Example:  (Stapley et al. 31) 
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4.  a work with a corporate (group) author: 
 
 Example:  (National Institute of Mental Health [NIMH] 12) 
 
The first time you cited this source, you included an abbreviated name for the corporate author.  
Therefore, subsequent parenthetical references to the same work may be shortened as follows:  
     
    (NIMH 5) 
 
 
5.  a work with no author or an anonymous author  
When a work has no author, give the first item that is written for that work in your Works Cited 
list.  This is usually the title of the work or the title of an article in the work.  For punctuation, 
use your Works Cited list as a guide.  For example, if it is a book title, underline it; if it is an 
article, place quotation marks around it. 
 
 Examples:  (The Story of Canada 62) 
 
    (“Ergonomics at Work” 27) 
 
 
If the title is very long, you may shorten it.  However, remember that the purpose of a 
parenthetical reference is to enable your reader to find the source in your list of Works Cited, so 
in deciding which words from the original title to include in your shortened title, begin with the 
word by which it is alphabetized.  For example, do not shorten the original title Peace-Making in 
the Middle East, to Middle East.  
 
 
6.  citing an entire work 
If an idea you used in your essay has been borrowed  from the entire work (for example, if an 
author develops an argument throughout his whole article, and you refer to his argument), you 
may omit a page reference. 
 

Example:  (Ferrentini) 
 

However, in such a situation, it is preferable to refer to the work right in your text.  
 
 Example: 
 

Ferrentini’s The Future of Work gives a detailed analysis of this study. 
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7.  a work with no page numbers 
If your source has paragraph numbers rather than page numbers (as some electronic journals and 
Web pages do), give the author’s name followed by the abbreviation par. or pars. or screen(s) 
followed by the paragraph or screen number(s). 
 
Examples:    
 
  (Stratton, screens 2-3) 
 
  (Filmore, par. 21) 
 
When a source has no page, paragraph, section or other reference numbers, no number can be 
given in the parenthetical reference.  The entire work must be cited. 
Follow the instructions for citing an entire work, in #6 on page 55 of this style guide.  
 
 
8.  two or more works by the same author 
If your list of Works Cited contains two or more works by the same author, your parenthetical 
reference must indicate which work you are citing. 
In this case, include the author’s name, the title (shortened, if it is long) and the page number. 
 
Example: 
 
  (Layton, Homelessness 242-243) 
 
9.  two authors with the same last name: 
If you find that you have two different references in your essay, but they are written by authors 
that have the same last name, make your source clear by including the author’s initials in each 
citation.  This will help your reader to avoid confusion when reading your essay and to locate 
each source correctly in your list of Works Cited. 
 
Example:  
 
  (S.T. Thompson 114) 
   
  (D. R. Thompson 42) 
 
10. citing more than one work in a single parenthetical reference 
This is done when you discuss in your essay an idea that has been expressed in more than one 
reference work.    
Cite each work in the normal way, and use a semi-colon to separate the citations. 
 
Examples: 
  (Swain 42; Perreault 63) 
 
  (The Power of Laughter 33; Machin 51) 
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11. a thought or idea from one work quoted in another work (i.e. indirect or second-hand 
source) 
It is best to take material from the original source whenever possible.  However, if only an 
indirect source is available, put the abbreviation qtd. in (quoted in) before the indirect source you 
cite in your parenthetical reference. 
 
Example: 
 

Jean-Jacques Rousseau’s emphasis on the rights of the individual is evident in his remark, “It is 

the common people who compose the human race; what is not the people is hardly worth taking 

into account” (qtd. in Sabine 579). 

 
 
Note: This parenthetical reference would lead your reader to the following citation in your 
Works Cited list: 
 

Sabine, George H. A History of Political Theory. 3rd. ed. New York: Holt, 
Rinehart and Winston, 1961. 
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Is a Complete Parenthetical Reference Always Required? 
 
Usually, you will cite your sources in the standard way as shown in the parenthetical reference 
examples you have just read in this style guide. 
 
Example:  
 
 Civilization has been defined as “social order promoting cultural creation” (Durant 1). 
 
Sometimes, however, you may mention the author or title of a work in the actual text of your 
essay or report.  In this case, only the relevant page reference in the work needs to be given in 
parentheses in order for your reader to locate the source.  The following examples illustrate this and 
give the reasoning used in each situation: 
 
Example 1: 
  
 Will Durant defines civilization as “social order promoting cultural creation” (1). 
 

(You have mentioned the author’s name already in your text, so your reader can easily find 
the title in your Works Cited list--where there is only one title by Will Durant.  Therefore, 
there is no need to give the title in your parenthetical reference or in your text.) 

 
Example 2: 
 

In Our Oriental Heritage, Will Durant defines civilization as “social order promoting 
cultural creation” (1). 
 
(In your Works Cited list, there is more than one book by Will Durant, but you have 
identified the title and the author in your text, so there is no need to give the title or the 
author in your parenthetical reference.) 

 
Example 3: 
 

In “Is Intervention Justified?” the author questions whether it is morally right for the 
international community to “accept the sanctity of state sovereignty and do nothing to stop 
massive human rights violations” (17). 

 
(In your Works Cited list, the article “Is Intervention Justified?” has no author identified, so 
it is listed alphabetically by title.  You have given the title in your text, so there is no need to 
give the title in your parenthetical reference.) 
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A Special Case: Parenthetical References to Literary Works 
 
Many works of literature are published in different editions with different page numbers.  In your 
writing, when you make reference to specific lines in a poem, play or novel, it is helpful to 
provide more information than just a page number from the edition you used; a chapter number, 
for example, will help your reader to locate a quotation in any edition of a novel.  
 
a) a novel  
 

-   give the page number first, add a semicolon, and then give other identifying information  
such as chapter, part or book. Use appropriate abbreviations (see p. 4 of this style 
guide).  

 
-   if you have not already identified the author in the text of your essay, state the author’s 
   name first in your parenthetical reference. 

 
 

Example: In A Tale of Two Cities, Madame Defarge’s desire for revenge is 
emphasized by her knitting.  Each member of the Evremonde family, her 
husband says, is “knitted, in her own stitches and her own symbols” 

   (Dickens 159; bk. 2, chap. 15). 
 
 

Example: In A Tale of Two Cities, Charles Dickens uses the setting sun, which 
“made the water of the chateau fountain [seem] to turn to blood,” 

 to foreshadow the bloody demise of the Marquis (117; bk. 2, chap. 9). 
 

 
b)   a play or poem 
  
 -  do not give page numbers; instead, state the division (e.g. act, scene, book, part) and 
      the line, with periods separating the various numbers.  For example, “Iliad 9.19” refers to 
      book 9, line 19 of Homer’s poem, The Iliad. 
 

- if you are citing only line numbers, do not use the abbreviation l. or ll., which can 
be confused with numerals; instead, use the word line in the first parenthetical reference 
to indicate that the numbers represent lines, and then in subsequent parenthetical 
references give only numbers.  

 
-   in your quotations, indicate the end of a line of poetry by a slash (/). 

   
 Example 1: Shakespeare’s Hamlet reveals both his depression and his indecisiveness 

when he asks himself “Whether ‘tis nobler in the mind to suffer/ The  
slings and arrows of outrageous fortune/ Or to take up arms against a sea 
of troubles/And by opposing, end them” (3.1.56- 60). 

 
   (This refers to Act 3, scene 1, lines 56 to 60) 
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Example 2: In “Erosion,” another Canadian poem, nature is again used in a   
   comparison between the “the granite features of this cliff” and the  
   worry-worn features of a woman’s face (Pratt, 3). 
 
   (This is a short poem, so the number 3 here refers to the page 
   number on which it is found in the book, not to the line number.)  
 
 
 Example 3: In Coleridge’s “The Rime of the Ancient Mariner,” this religious   
   symbolism can be seen in “the glorious Sun” which rises “like 
   God’s own head” (pt. 2, 97-98). 
 
   (This refers to part two of the poem, lines 97 and 98) 
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SECTION E: DIFFERENCES BETWEEN MLA AND APA STYLE  
 
In this style guide, you have been shown the documentation method of the Modern Languages 
Association (MLA) for works cited, footnotes/endnotes and parenthetical references.  As you 
reach the senior grade level in high school and look ahead to post-secondary studies, you may 
want to become familiar with the documentation style of the American Psychological 
Association (APA).  This is the style that is usually used to cite sources in the social sciences 
(e.g. sociology, psychology), business, economics and nursing. 
 
 
General Rules for a List of References: APA Style 
 
1. In APA style, the list of Works Cited is titled References (not underlined).  It is placed on a 

separate page at the end of the essay or report. 
 
2.   Only the initials of the author’s first and middle names are given, followed by the year of 
      publication in parentheses.  
 
3.  If a book is edited, the abbreviation Ed. or Eds. (in parentheses) is placed after the names of 

 the editor(s) and before the date of publication. 
 
4.    If there are two or more authors, each name is reversed, and an ampersand (&) is placed 
       before the final name. 
 
5.  In titles of books and articles in a list of References, capitalize only the first word in the title, 

the first word after a colon or a dash, and proper nouns (e.g. names of people, countries, 
cities).  Do not capitalize words that follow hyphens in a compound term. 
 

6. Titles of parts of a publication (e.g. article, chapter) in a Reference list are not underlined or 
placed within quotation marks.  Titles of books are not underlined but are italicized.  

 
7.  If the list of References includes more than one work by an author, the entries are arranged 

 chronologically, and the author’s name is repeated in each entry.  
 
8. If two or more works by the same author were published in a year, assign each a lowercase 

letter in order to distinguish between them (1998a) (1998b). 
 



 62 

A Comparison of  Entries in a Works Cited List (MLA) and a References List (APA) 
Note the differences in punctuation and format. 
 
a book with one author: 
 
 MLA style:  
 
 Moss, John. A Reader’s Guide to the Canadian Novel. Toronto: Lester Publishing 

 Limited, 1990. 
 
 APA style: 
 

Moss, J. (1990). A reader’s guide to the Canadian novel. Toronto: Lester Publishing  
Limited. 

  
 
Sample Entries in a List of References: APA Style 
Note: You are provided here with some common examples of citations, using APA style. 
If you want to see more examples, consult the Publication manual of the American 
Psychological Association. 
 
 
1.   book with two editors, instead of an author 
 (Note: this book is the third edition) 
 
Alexander, J. & Penney, A. (Eds.). (2002). A guide to interviewing students. (3rd. ed.). Ottawa: 

Borden Publishing Limited. 
 
2.   book with a corporate (group) author 

(Note: when the author is the same as the publisher, use the word author as the name of 
the publisher.) 

 
Sir Robert Borden High School Student Council. (2002). Organizing school dances. Ottawa: 

Author. 
 
3.   article in a journal 

(Note: the volume number (61) is italicized as part of the journal title, but the page 
numbers are not.) 

 
Thomas, D. (2001). Evolving family living arrangements of Canada’s immigrants. Canadian 

Social Trends, 61, 16-22. 
 
4. article in a journal that is accessed through an online service such as Electric Library 

or EBSCO MasterFILE Premier database. 
 
Adams, L. & Zuckerman, D. (1991). The effect of lighting conditions on personal space 

requirements. Journal of General Psychology, 118, 335-340. Retrieved October 30, 2002, 
from EBSCO MasterFILE Premier database. 
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5.   chapter or section in an Internet document 
 
Benton Foundation. (1996, November). Public support for libraries. In Buildings, books, and 

bytes (chap. 2). Retrieved Sept. 1, 2002, from http://www.benton.org/Library/Kellogg/
 building.html 
 
General Rules for Parenthetical References: APA Style 
 
1.   Use this format (including punctuation) 
 
 (author’s last name, year of publication, p. (or pp.) followed by the page number 
             of your reference) 
 
2. Just as in MLA style, if you mention the author’s name or the year of publication  

in the text of your essay, you do not have to include this information in your parenthetical 
reference. 

 
 
 
A Comparison of Entries in Parenthetical References (MLA Style: author-page)  
and Parenthetical References (APA Style: author-date) 
 
 
 a work (book, article, Web site) with one author 
 
  MLA style: 
    
   (Johnston 321-323) 
 
  APA style: 
 
   (Johnston, 2002, pp. 321-323) 
 
 
 a work with two authors 
 
  MLA style: 
 
   (Edeline and Weinberger 27) 
 
  APA style: 
 
   (Edeline & Weinberger, 2001, p.27) 
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SECTION F: OTHER STYLES OF DOCUMENTATION 
 
This style guide shows how to document your sources using MLA or APA style.  Familiarity 
with these two styles will prepare you well for college or university.  However, be aware that 
there are other specialized style manuals that are used in specific subject areas at the post-
secondary level and beyond.  Here are some of them: 
 
 
1.  Biology 
 

Council of Biology Style Manual: A Guide for Authors, Editors and Publishers in the 
Biological Sciences 

 
 
2.  Chemistry 
 

The American Chemical Society Style Guide: A Manual for Authors and Editors 
 
 
 
3.  Mathematics 
 

American Mathematical Society Manual for Authors of Mathematical Papers 
 
 
4.  Physics 
 

American Institute of Physics Style Manual for Guidance in the Preparation of Papers 
 
 
5.  Medicine 
 

American Medical Association Manual of Style 
 
 
6.  Editing and  preparing manuscripts for publication 
 
 

The Chicago Manual of Style 
 

Words into Type 
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SECTION G: THE ANNOTATED BIBLIOGRAPHY 
 
What Is It? 
 
A Works Cited (MLA) or a References (APA) list contains the works that you used in the 
preparation of an essay or report. This provides your reader with enough information to identify 
and retrieve each source.  In contrast, a bibliography is a list of works for background or further 
reading on a topic.  
 
Your teacher may request an annotated bibliography at the senior level.  Don’t panic!  An 
annotation is a brief, critical, descriptive examination of a source using specific criteria.  It is 
written in paragraph form. 
 
Instructions 
 
1.  Start by writing down the basic citation for a work (e.g. book, periodical), using the same 

format that is shown for an entry in a Works Cited list in this style guide.  Then leave a line 
and write your annotation. 

 
2. The annotation itself is in the form of a short paragraph.  The depth of your annotation 

depends on the instructions of your teacher.  An annotation, however, will usually contain the 
following information about each work: 

 
a) authorship: give information about the author or authors of your 

resource (e.g. it may be a corporate author such as the National Film 
Board, or the Vanier Institute of the Family). 

b) the intended audience and scope of work (professionals, students,  
focused on one issue, comprehensive). 

c) the organization of the resource (table of contents, index, chapters). 
d) the main focus and emphasis of the resource (theme, purpose). 
e) the sources and references used by the author (questionnaires, 

statistics, texts). 
f) a brief summary of the resource’s merits and weaknesses. 
g) a statement by you of the potential value of the resource to your project. 
       
PLEASE NOTE:   
It is not necessary to thoroughly read the resource that you are annotating (magazines are 
an exception).  Instead, leaf through the book, carefully noting the emphasis, the 
organization, the sources, bibliography, index and other features.  Read a paragraph here 
and there to get a feeling for the book.  Indicate the perceived usefulness of the text for 
your particular assignment. 

 
3. Arrange your entries in alphabetical order by the last name of the author.  Leave one line 

between each entry. 
 
4.   Prepare a title page for your annotated bibliography. 
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Sample Entries for an Annotated Bibliography 
 
 
Laurence, Margaret.  Dance on the Earth: A Memoir. Toronto: McClelland & Stewart, 1989.  
 
 In Dance on the Earth: A Memoir, Margaret Laurence presents her autobiography.  In her 
book, Margaret pays tribute in three chapters to the three women who influenced her writing.  
Her reflections on her sojourn in West Africa reveal her compassion for the outsider.  Her 
comments on her early life in Neepawa with her harsh grandfather Simpson will be useful in the 
study of The Stone Angel.  Self evaluation and introspection are minimal in this autobiography.  
The student will be more intrigued by the missing reflections on her life, her marriage, her men, 
unspoken reflections that created such strong female characters such as Stacey, Hagar, Rachel 
and Morag.  However, an analysis of the women she admired and their qualities will help the 
student understand the complexities of the character Hagar in The Stone Angel. 
 
Gwyther, Lisa P. Care of Alzheimer’s Patients: a Manual for Nursing Home Staff. Washington: 

American Health Care Assoc. and Alzheimer’s Disease and Related Disorders Assoc., 
1985. 

 
 This manual is designed and intended for use by nursing homecare staff, professionals, 
and family caregivers of patients who have Alzheimer’s disease and related disorders.  This book 
is prepared as a joint venture between the American Health Care Association and the 
Alzheimer’s Disease and Related Disorders Association.  The layout begins with an overview of 
what is known about Alzheimer’s disease, and then moves on to discuss how to care for the 
victims and yourselves as care providers.  Sections listed include: managing behavioural 
problems, unique aspects of nursing care of dementia patients, behavioural and nursing 
approaches, and creative institutional programs addressing long term care of dementia victims.  
Because of its professional nature, this handbook was chosen as a good reference tool for nurses 
and healthcare providers who care for Alzheimer patients. 
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