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From start to finish...

I. Define the task.

Find the topic in a general encyclopedia (e.g., World Book) and note dates, names,
 places, and details for the purpose of cross-referencing for the
information-gathering process.

2. Determine what information is available.

Visit online databases (directions on page 5) looking for the main words in the
research paper topic.  Also look for the cross-referencing information gathered from the
encyclopedia or from other sources.

 3. Locate and evaluate the sources.

Find the sources according to the call numbers in the library.  Do not forget to look in the
Vertical File.  Use the library databases to find sourcesTake the books, magazines,
pamphlets, or Vertical File to a library table. Visually SCAN the Index and the Contents
sections of the sources looking for key words.  SKIM the sections of the sources that
have materials that match the topic.  READ sections that appear to apply directly to the
topic.

4. Organize the sources.

A. If the source is an appropriate source, make a Research Packet Cover
and a packet for that source following all the directions on page 9.

B. Compose a thesis statement based upon the gathered facts.
C. Create a simple outline by using the subtitles on the photocopied pages

of the packets.
D. Type a rough draft of the Works Cited by alphabetizing the utilized

packets.
E. Type a rough draft of the body of the project including the internal

documentation.
F. Develop the introductory paragraph and add it to the rough draft

making sure that the thesis statement is the last sentence of the introduction.
G. Write the concluding paragraph making sure that it either summarizes,

restates, or finalizes the project appropriately.  (No new information appears in
the conclusion.)

5. Evaluate the project.

A. Print the rough draft and make corrections in ink.
B. Make sure each paragraph has a topic sentence and supporting ideas.



             2

           C. Read the rough draft searching for opportunities to replace weak
expressions with stronger word choices and transitional devices that
would improve the project. (See page 4.)

D. Edit and revise the rough draft, making these and any other corrections in ink:
1.  all grammar errors.
2.  punctuation errors (watch comma errors, end marks, apostrophes).
3.  errors found from the Research Paper Tips on page 3.
4.  capitalization and usage errors.
5.  parallel structure errors.

6. Check final project guidelines.

The final project must be prepared in MLA format.

A. Make the header (last name and page numbers) 1/2 inch from
the top of the paper.

B. Make margins 1 inch all the way around the paper.
C. Use 12 point Arial font.
D. Do not bold, underline, or use all capital letters for the title of the paper or the

words Works Cited.
E. Double space all parts of the project including the MLA heading and the

Works Cited entries.
F. Indentions for paragraphs will be 1 tab (.5”).
G. Indentions for any long quote will be 2 tabs on the left margin only.

7. Produce the final project.

A. Type the final draft of the project making corrections.
B. Type final copy of the corrected Works Cited. The Works Cited is the lat page

of your research paper.
C. Gather all final copies of the documents, rough drafts, and packets

and place in a Manila envelope.
D. Write an MLA heading in the upper left corner of the envelope.
E. Submit the Research Project on the assigned due date.
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Research Paper Tips

1. The thesis statement should be the last sentence of the introduction.

2. Each paragraph should begin with a topic sentence, have supporting details,
and have a concluding sentence.

3. Use a sophisticated vocabulary and make sure to use words correctly.

4. Vary sentence structures and sentence patterns.

5. Do not use first person (I, me, mine, we, us, our, ours) or second person (you).

6. Do not make reference to the paper. (e.g. This research paper is about . . .)

7. Do not write informal words and phrases such as “’til,”  “sort of,”  “kids,” “’cause,”
“instead,” “off of,”  “because of,”   “&,”  or   “a lot,”  etc.

8. Do not use abbreviations.  Spell out numbers one to one hundred unless in a date.
(e.g., The students studied for eight hours.   John Harris was born July 18, 1871.)
Generally, write out numbers that can be written as two words or less such as “one
thousand.”

9. Use appropriate transition words and phrases.  (See next page.)

10. Do not use “this, that, these, those, here, and there” as pronouns.  (e.g., There are many
reasons for this.)  Use the above list as adjectives or adverbs.  (e.g., Put this book on
the shelf.  I want the book over there.)

11. Do not begin a sentence with a coordinating conjunction. (so, and, but, or, nor, for, yet)

12. Do not use contractions unless they appear in a direct quote.

13. Watch for pronoun-antecedent agreement and consistency of verb tense. Write about
literature in present tense.

14. Avoid the words “very, really, and extremely.”  Select a more concise word instead.
(e.g., Poor: The problem was very big.    Better:  The problem was monstrous.)

15. Avoid “be” verbs and passive voice (making the acting noun the object of the preposi-
tion). (e.g.,  Poor: The hunters were terrorized by the lion. Better: The lion terrorized the
hunters.)

16. Proofread!
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Transitional Words and Phrases

Transitional words or phrases help tie ideas together.  Listed below are categories of
transition words.

ADDITION
•    moreover, besides, in addition, further, furthermore, also, and, and then, then too,

again, or again, next secondly, equally, important, as another consideration, another
way.

CONTRAST
• however, conversely, in contrast, on the other hand, on the contrary, but, neverthe-

less, notwithstanding, and yet, still, even so, otherwise.

COMPARISON
• similarly, as an example, for instance, likewise, comparably, in comparison, even so,

in like manner.

PURPOSE
• with this purpose in mind, with this purpose in view, with this end in view, with a view

toward, to this end, as the objective, with this objective, in order to, for this reason.

RESULT
• as a result, with this result, consequently, therefore, thus, hence, accordingly, in view

of which, wherefore, whereupon.

INTENSIFICATION
• by all means, indeed, in fact, as a matter of fact, to be sure, of course, in any event,

as a last resort, after all (“after all” has been overworked).

TIME
• previously, beforehand, meanwhile, meantime, in the meantime, later, afterward, a

few moments (days) later, shortly afterward, at length, immediately, then, earlier,
before.

PLACE
• here, at this spot, in this location, there, on the opposite side, across, nearby, near at

hand, in this vicinity, adjacently, end to end.

SUMMATION
• finally, in short, in brief, in a word, in other words, to sum up, in conclusion, as has

been noted.
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Online Database Access

To access Midway High School’s Virtual Library Page:
1. Look under Databases in the left-hand side of the page
2. Click where it says, “Click here for passwords”
3. Log in using your school student log-in account
4. Once you are at the “Database Password” page, you may choose from the

various databases that contain: magazines, newspapers, reference articles,
academic journal articles, literary criticisms, health, career, primary documents,
pictures, maps, video clips, poetry, author information, biographies, science
information, geography information, almanac, encyclopedia, testing information,
college information, and more.

Online Searching Tips

1. Always begin at the MHS Virtual Library Page.  The library page is divided into
subcategories that can assist you in your research project.

2. Always check the Online Databases for information.
3. Under the Subject Areas category on the Virtual Library Page, you will find

websites found by the librarians for every subject area.  Please use these when looking for
research information.

4. When searching online in either search engines or databases, try the following Boolean
(aka—Logical Operators) options:
•  use the word “or” to connect words together.  “OR” tells the search engine to look for

either search term you give in all the documents and pages it searches.  It is usually
used with synonyms (i.e., ship OR boat).  The more words you include, the more results
you will get.  “OR” expands your search.

• use the word “and” to connect words together.   “AND” tells the search engine to look
for any documents or pages that have both (or more) words.  The more words

you use, the fewer results you will get. “AND” narrows your search.
• use the word “not” to connect words together.  “NOT” tells the search engine that you

don’t want one of the words. “NOT” narrows your search.
5. When searching websites and search engines not found on the library web page(i.e.,

Google), please be cautious when using this information for research.  If you do decide to
use websites that you have found on your own, follow the web evaluation steps* that follow.
*these are found on the Virtual Library Page under “Library Info”



Evaluating Websites for Research

Accuracy
      *  Is there an author listed on the page? Can you contact them?
      *  Why was this page produced? What is the purpose of this page?
      *  How accurate is the information?
      *  Does everything seem to be accurate (spelling, grammar, etc.)?
      *  Is the author clear and separate from the webmaster?

Authority
      * Who is the author? What authority or expertise does the author have in the area of information

that is presented on the page?
      *  Is the page published in conjunction with a reputable institution, such as an organization or

educational institution?

Objectivity
      *  How detailed is the information on the page? Are there clear goals that this page meets?
      *  Is there any bias or opinions presented on this page?
      *  How valuable is the information provided by this page?

Timeliness
      *  When was the page produced?  Can you find a copyright date?
      *  When was the page last updated? Are the links up-to-date? Are there any dead links?
      *  Are links and information added on a regular basis as information changes?
      *  Is any of the information on the page outdated?

Coverage
      *  Are the links provided appropriate for the page?
      *  Is there any kind of evaluation used on the links? Is everything pleasing to the eye?
      *  Is there a good balance of pictures and text? Is all the information presented cited correctly?
      *  Does the page require special software or downloads to be viewed properly?
      *  Does it have limited advertising? Has the page won any awards?

Quick Tips
1. If the web address has a domain, such as; .org, .gov, .edu, it probably has good information.
2. If it has a tilde (~) in the web address, it is probably a personal web page and you may want to

seriously scrutinize it for information or choose something else.
3. If it is from a reputable institution of higher learning or an established organization, you can safely

bet it is going to be a good source of information.  Most of these institutions and
organizations have professional researchers to provide information.

4. If it is biased, stay away from it!  The only exception might be if you are trying to prove a point and
you need to research opposing viewpoints.

5. When in doubt, talk to your librarian or your teacher.
6. Just Look at the Address...
                  .com is a commercial site
                  .edu is an academic site
                  .gov is a government site
                  .org is usually a non-profit organization
                  .net is a networked service provider
                  .mil is a military site
 
However, all sites need to be evaluated regardless of their ending.
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OPAC Search Tips
1. Before  searching the Online Public Access Catalog (OPAC), begin by listing keywords
associated with the topic.
2. Use “and” to include several different keywords.  Example:  Dogs and Cats
3. Use “not” to exclude certain keywords to narrow the search.  Example:  Dogs not Cats
4. To start searching the OPAC, type a word and click a search button. If there is not a
button for the search wanted, select the option from the Search menu.
5. If a search word is not entered, the OPAC goes to the first item on that list. For a keyword
or Power search, enter a word or phrase. If the keyword can not be found, the OPAC pro-
vides a subject list highlighting the closest match.
6. If not sure when or how to use the different search options, see the examples in the
OPAC Glossary of Terms below.
7. The Library OPAC can be accessed through the MHS Virtual Library page.  When on the
library page, please look for the “Online Card Catalog” at the left-hand side of the page.
Students and teachers can search the library’s card catalog at home and create a book bag.

How to create a book bag:
1.  In the OPAC, search for the desired topic.
2.  Once you find a book that you would like to add to a book bag, simply select the book of
your choice and click on “Add to Book Bag.”
3.  Repeat step 2 until you have found all of the books you would like in your book bag.
4.  When you are ready to print your book bag, go to the “Book Bag” icon at the top of the
screen.  You should see your list of books in the bag.
5.  Choose “Printer-friendly.”
6.  File, Print to print your book bag.

OPAC Glossary of Terms
Keyword: To search for titles with the word dog, type DOG and select Keyword from the
toolbar or Search menu. The OPAC returns a list of titles with that word or phrase.

Title: To search for the title “The Hero and the Crown,” type HERO AND THE CROWN and
select Title from the toolbar or Search menu. The OPAC returns a title list, highlighting the
closest match.

Author: To search for titles by Judy Blume, type BLUME, JUDY and select Author from the
toolbar or search menu. The OPAC returns an author list, highlighting the closest match.

Subject: To search for titles about Abraham Lincoln, type LINCOLN or PRESIDENTS and
select Subject from the toolbar or search menu. The OPAC returns a subject list, highlighting
the closest match.

Call Number: To search for a title with the call number 005.4 TOW, type 005.4 TOW and
select Call Number from the toolbar or search menu. The OPAC returns a call number list,
highlighting the closest match.

Power: To search for titles about pet care, especially for dogs but not for cats, select Power
from the toolbar or search menu to set up a Power search.
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Summarizing, Paraphrasing and Plagiarism

I.  Summarizing—A summary is a condensed version of the original text. A good summary is:

A.  accurate—a summary needs to be correct.  It needs to have all the important
parts of the original text.  A good way to make sure that all these points are
included is to outline the whole source text and make sure all these parts are
included in the summary.  Be careful not to misconstrue ideas.  Make sure the
summary reflects exactly what the original author is trying to say.

B. brief—remember a summary is a condensed version of the original text.  It
should be shorter than the original.  Be concise in the language of a summary.
There is no need to elaborate on the beauty of the day.

Poor:  The author describes lush green lawns, billowing white clouds and
a light breeze in the back drop of the blue and red flowers of the garden.

Better:  The author describes a beautiful day.

C. independent—make sure that the summary can stand alone from the original
text.  The audience will not have the original in front of them, so be careful to give
the whole picture of the original text.

D.  fair—be  sure when summarizing to document the information properly.  When
summarizing, an in-text citation is needed as a note to the audience that the
information is being taken from somewhere else.  Be sure to have the name of
the book, the name of the author, the publication information of the book and the
page numbers from where the summary has been taken.

E.  DOCUMENT ALL SUMMARIZED INFORMATION.

II.   Paraphrasing—A paraphrase is a restatement of another text or passage into a student’s
own words, according to each individual’s understanding. There are three qualities of a
good paraphrase:

A. thorough—it is important to be thorough in a paraphrase.  Therefore, a para-
phrase may actually be longer than the original text, unlike a summary where the
purpose is to condense the original text.  Make sure that each main idea is
presented and explained fully to the audience.

B. accurate—do not misconstrue the content of a paraphrase.  Understand what the
author is saying before trying to paraphrase the author’s ideas.  Remember to
be objective when paraphrasing as well.  Do not take sides and make it look like
the author is saying something she is not really saying.

C. fair—give the original author the credit for his ideas. When paraphrasing docu-
ment the information properly by using an in-text citation as a note to the audi-
ence that the information is being taken from somewhere else.  Be sure to have
the name of the book, the name of the author, the publication information of the
book and the page numbers from where the paraphrase has been taken.

D.  DOCUMENT ALL PARAPHRASED INFORMATION.
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III.   Plagiarism
Plagiarism is not acceptable under any circumstance and will not be tolerated.  The
danger of plagiarizing in writing is more than just copying someone else’s exact words
and passing them off as one’s own.  Plagiarizing in writing also includes stealing some-
one else’s ideas, not just another’s words.  There are three types of plagiarism:

A. the word for word transposing of a passage without quotation marks or a citation
indicating the original author.  A good rule of thumb is to place quotation marks
around information being borrowed from someone else that is longer than
three words.  If more than three successive words are being copied from
another source, put quotation marks around the words and tell who the original
author is.

B. the partial quotation and paraphrase of a passage without quotation marks or a
citation indicating the original author.  If using paraphrasing, reword the section
entirely so there will be no danger of copying more than three words of the
author’s original piece.  Then, place an in-text citation so the audience knows
which section is being paraphrased and exactly from where the information is
coming.

C. the complete paraphrase of a passage without a citation indicating the ideas of
the original author.  Remember that in writing, stealing another person’s ideas is
plagiarizing.  If any idea that is being used is not from the student’s own mind,
document from where the ideas and information came.  No excuses.
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      2
Database

John Brown

Mrs. Roberts

English lV-1

13 January 2007

Kelly, Gary.  “Jane Austen.”  Dictionary of Literary Biography, Volume 116: British Romantic

Novelist, 1789-1832 1992.  Exploring Literature. Gale Group.  Midway High School

Lib., Waco, TX. 12 Jan. 2007.

Legend:  Paraphrased

    Direct quotes
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Research Packets

See pages 10 and 11 for samples.

Copy packets in the research project take the place of note cards and ensure accuracy in the
information gathering process.  All research materials used in the research paper will be
submitted with the research paper and included in the form of a stapled RESEARCH
PACKET.  A packet consists of the following items:

1. a cover sheet for the duplicated pages containing the following information:
A. Source number
B. Call number (if source came from the library)
C. MLA student heading
D. Works Cited information
E. Legend—a color-coding system that indicates to the instructor which

material was paraphrased and which material was quoted
directly.  The highlighting is the last step in the production
process before actually writing the paper.  Material can be
marked with a pencil until the student decides for certain which
material will be used in the paper. (See sample on following page.)

2. a photocopy of every page from every source that is used in the production of the
paper.  DO NOT copy every page from a particular source about the topic.  Copy only
the pages actually used in the production of the paper.  Depending upon the wealth of
the source, some packets could have many pages while others may have only one
page.  The photcopied page should have:

A.  the page number from the original copy.  If the page number is accidentally
omitted on the photocopy, immediately write the page number on the copy by hand.

B.  the source number placed in the upper right corner of the copy.  The source
number allows the student to know from which source the page came, even if
the copy becomes accidentally separated from the packet cover.  The source
number is on the cover sheet as well as on every photocopy.

C.  subheading.  The subheading is a short heading for a photocopied fact.  The
subheading allows the student to know what is on the copied page at a glance,
without having to reread the information. The subheadings are helpful in the organiza-
tion of the paper and may become the main headings and/or subheadings of the
outline. The subheading is written on the Xeroxed copy next to a fact that will be used in
the paper.  Obviously, more than one subheading may appear on one copied page.

3. the title page with the copyright date written on it.



Documenting Sources

All bibliographic examples are taken from the MLA documentation style, as put forth in the
fifth edition of the MLA Handbook for Writers of Research Papers. In all citations,
underline the titles of books.  Do not underline the period that comes after the title.

I.  Books

Book by a single author

Author’s last name, author’s first name.  Title of the book.  City of Publication:  Publication
Company, Copyright Date.

Dawkins, Luethyl.  Women in the Workplace.  Dallas:  Brothers, 2000.

Book by two or three authors

First author’s last name, first author’s first name.  Second author’s first name and second
author’s last name.  Title of the book.  Publication City: Publication Company,  Date of
Publication.

Morris, Judy, and Laurence Clark.  The Poet’s Art of Communicating.  London: Heath,

1998.

Book by more than three authors

First author’s last name, first author’s first name, et.al.  Title of the book.  Publication City:
Publication Company,  Date of Publication.

Jacobs, Ellen, et. al.  The Spirit of Freedom.  Chicago: Random House, 1991.

Two or more books by the same author

When citing two books by the same author, place the author’s name in the first entry only.
After that, place three hyphens and a period to replace the repetition of the author’s name.

Dawkins, Luethyl.  Women in the Workplace.  New York: Brothers, 2000.

---.  Women Who Love Children.  New York: Brothers, 1995.

13
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An anthology or compilation

Use this entry if the name of the editor is provided.  The abbreviation “ed.” for “editor” is placed
after a comma following the name of the editor.

Hester, Allison, ed.  Joining Forces with Antagonists.  London:  Sanford Day, 1995.

A work in an anthology

The title and the author of the piece need to be added to the basic one book entry as well as
the editor of the piece and the pages used.

Falk, Rebekah.  “Weddings for the Disastrous.”  Joining Forces with Antagonists.  Ed.

Allison Hester.  London:  Sanford Day, 1995.  1-29.

Note: If the work is a part of a series, include the name of the series.  (Abbreviations are
allowed.)  Do not underline or place quotations around the name of the series. Include the
series number, followed by a period, then the publication information.

Durkin, Mary.  Dorothy L. Sayers.  Twayne United States Author Series 56.  Boston:

Twayne, 1980.

An article in a mulitvolume set of encyclopedias  (i.e. World Book) (NOT Wikipedia)

An encyclopedia article or a dictionary entry will be cited like a work in an anthology, but do not
list the editor.

“Blake, William.”  The Encyclopedia Britannica.  18th ed. 1963.

Bowman, Janna.  “Blake, William.”  The Encyclopedia Britannica.  18th ed. 1963.

An introduction, a preface, a foreword, or an afterward

After the author’s name, give the part being cited and then follow with the title and the author of
the article.  The publication material will be last, followed by the page numbers of the cited
article.

Bowman, Janna.  Introduction.  Selected Poems.  By William Blake.  New York:

Bantam, 1993.  i-v.



A multivolume work

Daiches, David.  A Critical History of English Literature.  2nd ed.  Vol. 2.  New York:

Pelican Books, 1970.  2 vols.

An article in a multivolume work

Eagan, William E.  “Sir Charles Lyell.”  Great Lives From History: British and Common

Wealth Series.  Ed. Frank N. Magill.  Vol.  lV.  Englewood Cliffs: Salem, 1987.

1680-87.  5 vols.

A translation

Author’s last name, First name of author.  Title of the selection.  (The abbreviation for
translated by) Trans.  followed by the name of the translator.  If the book has an editor, give
the abbreviation  Ed.  followed by the name of the editor (in the order of appearance on the
title page).  City of  publication: Publisher, and Date of publication.

Koschen, Mier.  The Year of the Tiger.  Trans.  Orten Ware.  Ed.  Marion Gibbs.  New York:

Fabens, 1956.

  II. Journals

An article in a journal

Author’s last name, author’s first name.  “Title of the article.”  Title of the Journal   the
volume number (the year of the publication): page numbers.  (Note:  Do not place a period
after the title of the journal.)

Ross, Elizabeth.  “Developing Managing Skills.”  Humanities and Skills 29 (1998): 24-32.

An article in a newspaper

Adkison, Daron.  “Curriculum Haunts the Instructors.”  USA Today  2 Mar.  1997: B3.

An article in a magazine that is published weekly or monthly

Baron, John, and Mark Parker.  “Exploiting Teens.”  New Republic 15 Apr.  1997: 23-28.

Heins, Ginger.  “Making New Friends.”  Friendship USA  May-June. 1999: 3-4.

15
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  III. Electronic Publications

Citing MHS Database Sources

Order of Information in Citation:
All sources may not contain all of the information listed below. Skip to the next entry if any informa-
tion is missing. Do include any additional information that may be listed for the source.

1. Author’s Last Name, First Name.  (Refer to rules for multiple authors.)

2. “Article Title.”

3. Publication Title  (Add a period only if no date or page numbers are listed.)

4. Publication date:  (Add a period only if no page numbers are listed.)

5. Page number or range of pages.

6. Database Name.

7. Service Name.

8. Midway High School Lib., Waco, TX.  (Do not include this information for Facts on File,
Facts.com, or Encyclopaedia Britannica.)

9. Date of access  (MLA style -- 30 January 2007) (no period)

10. <URL of the service>.  (shorten if necessary)

Format of Citation:

Author(s). “Article Title.” Publication Title Publication date: page #-page #.

Database Name. Service Name. Midway High School Lib., Waco, TX.

Date of access <URL>.

Here is an example:

Smith, Martin. “World Domination for Dummies.” Journal of World Events. Feb. 2002:

66-72. Expanded Academics. Thomson Gale. Midway High School Lib., Waco,

TX. 4 March 2007 <http://www.infotrac.galegroup.com>.
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  V. Other Sources

Pamphlet

Author or Editor (if available).  Title. City: Publisher, date.

Tames, Richard, ed. Henry VIII and His Six Wives No. 120. London: Jackdaw, 1975.

Government Publication

Name of government.  Name of agency.  Title of publication.  City:  Publisher, date.

United States.  Dept. of Agriculture.  Crops for the Plains.  Washington:  GPO, 1988.

Pictures and Graphics

Source: Book, journal, etc.
Name of artist or photographer. Title or description of the work. Year created. City of

publication: Publisher, Date.

Big Ben and The Westminster Clock Tower. Andover: Pitkin, 1997.

Source: Online
Name of artist or photographer. Title or description of the work. Year created.

Database. Service. Midway High School Lib., Waco, TX. Date of access

<URL>.

Franks, Leo. Harper’s Ferry. 1918. Photography Online. Midway High School Lib., Waco,

TX. 14 Nov. 2007 <http://www.infotrac.galegroup.com>.
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Internal Documentation

Each time information from a source is shared in a research paper, credit
must be given to the source.  Parenthetical references are used to give
credit to the source.  Keep these parenthetical references as brief as
possible.

• Following are examples of citing sources using parenthetical references.  Uniformly in
every case, there should be a space followed by an open parenthesis, author’s last
name (see exceptions), a space, the page number, and a closed parenthesis.  The
location of the period in the sentence will vary.   (see below)

A.  Paraphrasing
1.  A paraphrase is a restatement of the information using the student’s

own words.  All paraphrased material must be documented.

Nearly all crimes committed by repeat offenders are violent crimes (James 25).

Note:  When the sources contain two or more different authors by the same last name,
include the first initial in your documentation.  (L. James 25)

2.  A paragraph may contain paraphrased information from two separate
sources.  Each source needs a parenthetical reference.

3.  The author’s last name is not stated within the parenthesis if:
a.  the author’s last name is given in the material

According to Davidson, the inclination of the tiger is to wait before attack (320).

b. the author’s last name has been given in the previous cite and only the
page number has changed.   The statement below is an example of using the
same source as the previous sentence.  The only difference is that the second
statement came from a different page number.  Therefore, only the page number
needs to be given.

Nearly all crimes committed by repeat offenders are violent crimes (James 25).  The true nature of the
criminal must be traced to the first crime and why that crime occurred (28).

c.  the author is unknown.  Place the first word of the title (excluding
articles) in quotation marks if it is a periodical or underline it if it is
a book followed by the page number.   Following is an example of a
periodical with no known author.

Forty-five percent of the unwed mothers on welfare are under 18 (“Reform” 22).
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• A source with two authors
a. Use the first author’s last name if no other works by an author with the same

name appear on the Works Cited.

b. Use both authors’ last names if the first author’s name has already been
used as a single source.  In the following example, a source has
previously been cited for a book by Dr. Dunn.  This source is from a
book by Dr. Dunn and Dr. Brooks.

Children are capable of a better response in a positive environment (Dunn and Brooks 285).

5.  A source with two or more works by the same author

a.  Place a comma after the author’s last name, followed by the title of the
work and page number.

b.  If the author is listed in the preceding sentence, place the title of the
work and the page reference within the parenthesis.

6.  Multivolume Work.  When citing a multi-volume work, include the
volume number as well as the page reference, separating the two by a
colon and a space.   (Williams 2: 3-4).

7.  Works by a Corporate Author.  Use the corporate author’s name
following the page reference.  If using a long name, it is recommended
to use the name in the text due to the interruption of the reading.
Abbreviations may be used to shorten terms that are commonly
abbreviated.  (Natl. Security Council 37).

8.  Electronic Sources.  Follow the same rules as for a printed source.

a. Cite sources in the same order as a citation for a hardbound book, but
instead of a page number, give the paragraph number.

“There is a growing trend for everyone to seek ways to help them relax.  Some find it through spas and
stress-relief treatments, others find it through meditation” (Pearson par. 44).

b. Two articles by the same author or title.  If two articles are included
on the Works Cited by the same author, give the author’s name and the first
word in the Works Cited that would differentiate it from the other article by the
same author (excluding a, an, and the).

Many of the wealthier types of people lived in huge mansions but were very lonely. They pretended to
be happy through giving lavish parties” (Pearson, “Gatsby,”par. 44).
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B. Blocked Quotes

1.  Quotes that exceed four typed lines must be blocked on the left side.

2.  Blocked quotes should be indented/tabbed two times from the left margin.

3.  Place a period at the end of the quote, followed by one space and the
source.

4.  When the quoted material begins with an indentation in the original text,
indent/tab the blocked quote 3 spaces.

5.  Blocked quotes do not have quotation marks UNLESS the exact words
quoted contain quoted material from another source within them.

Many people do not realized how pervasive the problem of homelessness is in urban

communities because they do not see it first hand. However, the problem is widespread

across the country:

Right now, across the nation, we are battling a foe that many do not

recognize as an enemy simply because it does not have a face.

However, this face can be seen in the lives of thousands.  It is the face of

poverty, and no city is without it.  (Howard 98)

Anyone who believes poverty is not a problem in their own city shold take a closer look

at problem.

Another problem facing urban communities is crime.

tabbed
twice for
blocked
quote
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C.  Short Quote

1.  Quotes of less than 4 typed lines are typed within the body of the paper.

2.  Space once after the quotation mark before documentation begins.  Notice in
 the example that the period of the sentence is placed after the documentation.

3.  Make sure that the quote is documented.

a.  Example of quote in which the author’s name is stated in the sentence:
(Only the page number needs to be placed within parenthesis.)

According to Carey, “Never mistake knowledge for wisdom.  One helps you make a living; the other
helps you make a life” (122).

b.  Example of quote in which the author’s name is not stated in the
quoted material:

“Right now, Java and Hot Java are only in the alpha development stage and are only available for Suns
Solaris operating system”  (Randall 182).

D.  Ellipses

When deleting information from a quotation, use the ellipses to indicate the
deleted words.  Ellipses are three periods with a space between them inside brackets.
An ellipses should look like this: [. . .]  not  this: [...].

Look around and you’ll see that really happy people are those who have broken the the chains of
procrastination [. . .] who find satisfaction in doing the job at hand” (Johnson 21).

E.  Errors in original texts

When utilizing a direct quote that contains an error or misspelling, immediately follow
the error with [sic].

Randall said, “There is no finer writer of sonnets than Shakespear” [sic].
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Computer Formatting

A.  Open new document in “Microsoft Word.”
1.  Click the “Start” icon in lower left corner of screen.
2.  Move curser to “Programs.”
3.  Select “Microsoft Word.”

B.  Select Margins.
1.  Select “File.”
2.  Select “Page Setup.”
3.  Click “Margins” and set your top, bottom, left and right margins to 1.”
4.  At top of “Page Setup” menu, click “Layout.”  Make sure that the header is

 set at .5.”
5.  Click “OK” to exit back to document.

C.  Set your spacing for “double.”
1.  Select “Format.”
2.  Select “Paragraph.”
3.  Under the “Spacing” subheading, go to “line spacing” and select “double.”
4.  Click “OK” to exit back to document.
5.  Select “Arial” for the font and “12” for the font size.

D.  Headers
1.  Select “View.”
2.  Select “Header and Footer.”
3.  Dotted lines will show location of headers with a menu below.
4.  Select “Arial” for the font and “12” for the font size.
5.  Select “right justification” on your menu bar above document.  This square

is the the right of the font and size squares.  There are symbols for left
justification, centered, right justification and left and right justification.

6.  The cursor should be within the dotted lines.  Type your last name followed by
a space.

7.  In the Header and Footer menu bar, select the first small square.  A pop-up will read
“Insert Page Number.”  Click this square, and a “1” should be inserted.

8.  Select “close” to return to document.
9. Highlight your name and page number. Select “Arial” for the font and “12” for the size.

E.  Use MLA Heading - Heading is double spaced.
1.  Student Name
2.  Teacher’s Name (preceded by title - Mr., Mrs., Ms, Miss, or Dr.)
3.  English (Roman Numeral of English Level) - (Period number)
4.  Date (date, month, year - with no commas)
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F.  Blocked quote - quote that is over four typed lines
1.  Blocked on the left side with a one inch hanging indent.
2.  Click “Format” and select “Paragraph.”
3.  Select 1” beside “left indentation”; spacing should still be set at “double.”
4.  Double space throughout (before, within the blocked quote, and after).

G.  Works Cited
1. Works Cited is the last page of the research paper.  It is numbered as the

next page after the last page of the body of the paper.
2. Center the title of the page, which should read “Works Cited” without

the quotation marks.
3. Return once because the document is set on double spacing.
4. Sources are typed with a “Hanging Indent” in which the first line of each

source begins at the left margin, and the second line begins one tab from
the left margin.  See “H” for instructions on “Hanging Indent.”

H.  Hanging indent for Works Cited
1.  Select “Format.”
2.  Select “Paragraph.”
3.  Select “Indents and Spacing.”
4.  Under “General” and “Alignment,” select “Left.”
5.  Under “Indentation” and “Left,” select 0.”
6.  Under “Special,” select “hanging.”
7.  “Line Spacing” should be set at “double.”
8.  Select “OK” to exit to document.

I.  Changing hyperlinks to normal text
1.  Highlight the hyperlink text/URL.
2.  Right-click on the highlighted text.
3.  Select “Remove hyperlink.”
4.  Re-type the symbols ( <  > ) before and after the URL.

Ex.  <http://www.information.org>.
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Thesis Statement

The thesis statement, or statement of purpose, is located in the Introduction of the paper.  The
thesis statement is usually the final sentence in the Introduction.
The mapping or blueprint thesis statement is the easiest type of sentence to write and to
outline since it announces the main parts of the paper and describes the function or purpose of
each part:

Throughout the preliminary plans, final strategy, and failed execution of the Gunpowder Plot, there
was an underlying web of lies, conspiracies, and betrayal that ultimately resulted in the failure of this
scheme.

*Notice in the Outline section how the blueprint thesis statement lends itself so easily to the
outline format.

Preparing the Outline

An outline can help organize a research paper and allows a student to discover connections
between pieces of information.  An outline allows a research paper to be organized and con-
nects a large amount of information to a common topic or goal.
Collect the subtitles that are placed on the Xeroxed copies in the research packets, and
organize them under general headings or the main points of the paper.

Outline format:

If the outline has a Roman numeral I, then it must have a Roman numeral II.
If the outline has an “A,” then it must have a “B.”
If the outline has a number 1, then the outline must have a number 2.
A more complex outline has the following parts:

I.
  A.
     1.
        a.
          (1)
              (a)
              (b)
          (2)
         b.
      2.
   B.
II.

Students may use the Microsoft Word Outline Format handout. (available from teacher)
A student example of a simple outline is on the following page.
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John Brown

Mrs. Roberts

English IV-1

20 January 2007

Jane Austen: A Style All Her Own

I. Introduction

Thesis statement: Jane Austen, whose literature is considered “classic,” was influenced

by her family environment to write novels with compelling characters and themes written

in a distinct literary style.

II. Family environment

A. Reading for pleasure

1. Influence of father

2. Importance of books

B. Performing plays

1. Effect on writing

2. Inspiration for book

C. Reading alone

1. Favorite novels and authors

2. Other art forms

III. Characters

A. Inspiration for characters

1. Actual people

2. Novels

3. Navy

B. Influence of wealth

1. Money and land

2. Aristocracy and marriage

C. Theme of marriage
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1. Based on own life

2. Finding a husband

IV. Literary style

A. Satire

1. Comedy

2. Human nature

B. Comedy and crudeness

1. Moralist

2. Sentimentality

V. Conclusion
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John Brown

Mrs. Roberts

English IV-1

10 February 2007

Jane Austen: A Style All Her Own

Many writers in history will forever be recognized, but only a handful will leave their mark

by being associated with a certain style that he or she created.  Jane Austen has contributed to

the literature of the nineteenth century by generating a world of truth, humor, and love, with all

three elements bound between two covers.  This new and unique style of writing still make

audiences fall in love with her work.  Jane Austen, whose literature is considered “classic,” was

influenced by her family environment to write novels with compelling characters and themes

written in a distinct literary style.

One of eight children in the Austen household, Austen’s family background caused her

to grow up reading for pleasure.  Her father, George Austen, strongly believed in reading

aloud.  “Reading aloud was considered a highly valuable professional and social skill, and the

Reverend Mr. Austen, not surprisingly, excelled at it” (Kelly par. 6).  The family was by no means

rich.  Her father was a clergyman trying to support the large family and educate his children, but

despite their lack of wealth, any money to spare was spent on books (Lauber par. 1).  It is not

shocking that Austen had such an insatiable love for reading, seeing as she grew up doing just

that.

The Austen family also entertained themselves by performing plays in their home.  This,

too, was a cause for Austen’s affection toward different kinds of literature and perhaps even

furthered her desire to write (Kelly par. 6).  Those insignificant productions that the Austen

family would perform would inspire one of her novels, Mansfield Park.  Many of her memories

from home are somehow intermingled in her books (Lauber par. 5).

As much as she enjoyed the small plays and reading aloud with the rest of the family,

Jane Austen also treasured reading anything and everything in her alone time.  Some of her

favorite novels included Samuel Richardson’s Sir Charles Grandison and Ann Radcliffe’s
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Gothic style Mysteries of Udolpho.  The latter helped her to develop much of her satire, from

both the Gothic novel and authors trying to replicate the Gothic style.  Another favorite author of

Austen’s, Samuel Johnson, used “Johnsonian” sentencing that she particularly liked; that style

would also come into play in some of her writings (par. 5).  Austen was also skilled at other

forms of art such as singing, piano playing, embroidery, and dancing.  All of these skills she

learned from a boarding school that she attended as a young girl (par. 4).  Subsequently, both

her family and various authors would have a great impact on Austen.

The characters that brought her novels to life are not simply imaginary characters that

Austen created.  They are derived from actual people that she encountered throughout her life

and also characters from various books she had read and enjoyed.  The hero of Pride and

Prejudice, Darcy, was created after reading Fanny Burney’s novel Cecilia; this was a favorite

of Austen’s (Moers 105).  Several of her military characters such as in Mansfield Park and

Persuasion were created based on her knowledge of the navy when her two older brothers

were overseas (Lauber par. 2). Austen’s characters reflect real people as well as those in-

spired by books.

Other characterizations were influenced by wealth.  For example, in Pride and Preju-

dice, her characters’ importance is affected by a certain amount of wealth.  Mr. Darcy is the

wealthiest character and owns the most land. His wealthy friend Bingley has only half the

amount of Darcy (Moers 103).  Thus, these two characters are the focus of the novel because

Austen centered her plots on marriage and money.  She liked to base her characters upon

reality and events taking place at the time (102).  During the period in which she wrote Pride

and Prejudice, aristocracy and marriage appeared to be a key element in society.  As a result,

she chose to create characters that could relate to these topics.

Marriage is also a major theme found throughout her books.  Austen wanted her female

characters to find happiness, because she wanted it for herself.  Like most women, Austen

wanted to be married, and she tried ever so hard to instill success in her female characters

based on her own life and history (Lauber par. 7). Walter Allen comments on Austen’s attitude

on men and marriage:

Brown 2

28



Because she cared so deeply and primarily about young women, because she

suffered from a rooted disrespect for parents, especially fathers, because she

saw the only act of choice in a woman’s life as the making of a marriage upon

which alone depended her spiritual and physical health, Austen turned a severe

and serious eye (for here she was rarely satirical) on the economic life of her

heroes.  Heroes were potential husbands, a momentous role. (107)

Perhaps many of her female characters were based on this ideology of a woman finding a

husband, a stable one at that.

Jane Austen’s literary style is one that is full of satire.  A quote from critic John Lauber

summarizes the style in Austen’s writing.  “There can be deep feeling in Austen’s books, but

there is little crying” (par. 11).  The comedy that she uses in her writing is obvious and is meant

to be comedic, but it also contains truth that readers can decipher if they don’t look too far into

it (Kirkham 15).  She believed firmly in relating the facts of human nature rather than disguising

them.  A perfect example of this is found in the character of Edward Denham, from her novel

Sandition, who was too caught up in fictional stories (17).  Margaret Kirkham observes

Austen’s comic style:

But she is unlike the later novelists of this tradition in that she writes comedies,

that is, her novels preserve, and call attention to, certain formal features proper

to comedy in its theatrical sense, and this is used to distance what is repre-

sented from life itself, even though character and events are made, for the most

part, to look natural and probable.  (15)

Austen’s work, therefore, demonstrates her command of comedy.

Although Austen’s frequent use of satire is abundant in her work, she knew where to

draw the line between comedy and crudeness.  She was a moralist in her time period, and she

knew exactly where her limits were (Allen 115).  Nowhere in any of her novels will one find a

world of sentimentality or an extreme sum of sappiness. Allen notes, “She knew exactly what

she was doing.  Perfection is not obtained by blundering, and even if it were, to blunder into

perfection in six consecutive works would be inconceivable” (115). Austen’s comedy reflected

Brown 3

29



her refined background.

Jane Austen’s unique brand of writing conveyed a new sense of style to the literature

world; her works are still widely read today.  She was inspired by her family as a young girl, she

transferred characters that she adapted from realistic people from her head into words, and

she developed a satiric honesty within her work that was original and distinctive. She gave the

term “classic literature” a different twist, one that is admired by avid readers.  Jane Austen will

evermore be known as a unique writer with a style all her own, and her novels will forever be

classic.
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