Morgan County High School
RESEARCH PAPER FORMAT:
A STUDENT GUIDE

INTRODUCTION
This guide is not about writing; instead, it is a guide for the preparation of any writing that requires the proper
citations of sources through research and should be used by students in grades 9-12 for all classes and all subject
areas in the school unless otherwise instructed by the teacher. This format is based on the Sixth Edition of the
MLA handbook for Writers of Research Papers compiled by Joseph Gibaldi and published by the Modern
Language Association of America in 2003. It is the reference most commonly used at colleges and universities.
The guidelines and definitions for the writing process are based on the Prentice Hall Literature Timeless Voices,
Timeless Themes, Gold Level, Writing Handbook, written by Pearson Education, Inc., 2002.

THE PURPOSE
Why write a research paper? First, as a student you will have the opportunity to acquire knowledge. In
addition, you will learn how to access multiple resources, how to select the most valuable information, and how to
credit those resources in the research paper. Using the research method will enhance critical thinking skills in
analyzing, synthesizing, and organizing information. You will be expected to weave information together in a
meaningful and powerful way. Therefore, a research paper should consist primarily of your own writing and
should not be a series of quotations.
This guide will simplify the task of preparing and formatting a research paper.

THE RESEARCH PAPER
A research paper presents and interprets information gathered through an extensive study of a subject. An
effective research paper contains all of the following:
• A clearly stated thesis statement
• Convincing textual evidence from a variety of outside sources, including direct quotations whose sources
are credited
• A clear organization that includes an introduction, body paragraphs, and conclusion
• A Works Cited list, or Bibliography, that provides a complete listing of research sources

THE WRITING PROCESS
PREWRITING
In this stage, a plan is required for the work to be done. Prepare to write by exploring ideas, gathering information,
and working out an organizational plan.
1. Analyze the writing situation and paraphrase the assignment’s directions to ensure clarity.
2. Focus the topic. If necessary, narrow the topic—the subject of the writing—so that the ideas presented will
meet the assignment’s required length.
3. Know the purpose. What is the goal for this paper? What needs to be accomplished? The purpose will
determine what to include in the paper.
4. Know the audience. Who will read the paper influences what is said and how it is said.
5. Gather ideas and information. Begin by brainstorming. Create a list of possible ideas. Consult other people
about your subject; they may suggest an idea or approach not seen at first. Make a list of questions about the
topic. Find the answers.
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6. Develop a thesis. A thesis statement is the controlling idea of the research paper.
The type of thesis statement developed will depend on the purpose of the research paper:
Response to Literature: For a research paper involving literature, a thesis statement deals with one specific
aspect of the piece of literature. For example, a literature-based thesis statement might try to explain how the
story’s plot or main character undergoes change. Additionally, the thesis statement might explore how that
change might have come to be by using information about the author’s life to explain his or her work
(biographical approach), about the literary devices employed (aesthetic approach), or about how the work
responds to the events, circumstances, or ideas of the author’s historical era (historical approach).
Cause-and-Effect Writing: For a research paper involving science, a thesis statement might try to explain a
scientific process and its change from one condition to another and how its discovery has influenced society.
Expository Writing: For a research paper involving historical or current information, a thesis statement might
try to explain how events, people, or societies undergo change from one condition of existence to another
based on political pressure, war, great hardship as from famine or disease, and/or personal hardship.
Compare-and-Contrast Writing: A thesis statement may state the differences and similarities between two or
more people, places, events, or ideas.
Problem-and-Solution Writing: A thesis statement might describe a problem and offer one or more solutions
to it by describing a clear set of steps to achieve a result.
Persuasive Writing: A thesis statement presents a position on an issue, urges readers to accept that position,
and may encourage them to take action. A persuasive thesis and research paper address an issue that is
arguable.
The thesis statement should be revised repeatedly to incorporate new information and ideas found during the
research process.

RESEARCH
1. Do some preliminary readings in general reference books or online libraries and periodicals. Make sure that
enough reference material is available on the topic.
2. Use an online search engine by entering key words concerning the topic of the paper.
3. Visit web sites. When collecting information, evaluate the reliability of the source. Sites ending in .edu are
maintained by educational institutions. Sites ending in .gov are maintained by government agencies (federal,
state, or local). Sites ending in .org are normally maintained by non-profit organizations and agencies. Sites
ending in .com are commercially or personally maintained.
4. Take detailed notes on all information gathered from printed sources, including title, author (s), editor (s),
publisher information, page and edition numbers, and dates.
5. Take detailed notes on all information gathered from online sources, including title, heading, subheading,
author, date of visit to the site, the site’s complete address, and page numbers, if any.

DRAFTING
1. Create a detailed and organized outline of all of the ideas and information gathered from prewriting and
research.
2. Revise the thesis statement to address the main points in the outline.
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3. Begin a rough draft of the research paper. Include an introduction, which should engage the readers’ attention
and let them know the purpose of your paper. Continue with the body paragraphs, which should elaborate the
main ideas using details like textual statistics, sensory details, explanations, definitions, anecdotes, examples,
and/or quotations (textual evidence). End with a conclusion, which gives the final impression that all ideas
have been pulled together by summarizing and restating, sharing an opinion, calling for action, asking a
question, and/or providing further insight concerning the topic.
4. Follow the specific guidelines for preparing the paper and documenting the sources.

REVISING
1. Once the rough draft is complete, look at it critically or have others review it for the purpose of making
changes to increase understanding and readability.
2. Examine the overall organization. Ideas should flow logically from beginning to end. Strengthen the
structure by rearranging paragraphs or adding information to fill in the gaps, if necessary.
3. Examine each paragraph. Consider the way in which each sentence contributes to the point of the paragraph.
Rewrite or eliminate any sentences that are not effective.
4. Examine each sentence. Check to see that sentences flow smoothly from one to the next. Look to see that
you use a variety of word choices and patterns; make sure that your sentences do not all begin the same way.

EDITING
1. Replace dull language with vivid, precise words.
2. Cut or change unnecessary repetition.
3. Cut empty words and phrases—those that do not add anything to the writing.
4. Check for passive voice. Usually, active voice is more effective.
5. Replace wordy expressions with shorter, more precise ones.

PUBLISHING
1. Prepare the final copy. Follow the directions for typing or writing as given by the instructor and this guide.
2. Begin with a correctly formatted first page (see sample). If your instructor requires a title page, create one
(see sample). Do not number the title page.
3. Assemble the Works Cited page.
4. Print two or more copies. Keep a copy of the research paper at home in a safe location.

PREPARING THE PAPER: MANUSCRIPT AND CITATION REQUIREMENTS
MLA style does not require a title page. On the first page of the research paper, starting one inch from the top,
place your name, the instructor’s name, course title, and date on separate lines against the left margin. Center
your original, creative title; do not use bold, italics, underlining, quotation marks, or all capital letters for your
title. Follow the standard rules for capitalization. Also, follow the rules regarding published titles if you choose
to include the title of published writing in your title. Your entire paper – including your heading and title – mush
be double-spaced.
MLA also requires students to type their last name and the page numbers of their compositions in the upper
right-hand corner, one-half inch from the top along the right margin. To do this, use the “Header and Footer”
feature in your word processing program.
There is a sample of MLA format on the following page.
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Sample First Page

Smith 1
Janice Smith
Mrs. Anderson
English 10
10 April 2006
Young Hamlet: Problems of Adolescence

One of the very first mentions of Hamlet in William Shakespeare’s
play The Tragedy of Hamlet, Prince of Denmark is as “young Hamlet”
(Shakespeare 1.1.170). He seems faced with familiar problems of
adolescence: relations to the opposite gender, coming to terms with…

Sample Title Page

TITLE PAGE
If your instructor requests a title page, follow the
instructions he has given you. If no instructions
are given, your title page should include the
following information:
Young Hamlet:
Problems of Adolescence

• An original, creative title; center the title 1/3 of
the way down the page.

By

• Skip two lines, write the word by, and center it.

Janice Smith

• Skip two lines and write your name, centering
it.
• Approximately two inches up from the bottom,
type the name of the class, the period, and the
instructor. Center this.
• Skip two lines and center the date.

English 10, Per. 3, Mrs. Anderson
April 10, 2006
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FONT
Use an easy to read, 12 point font throughout your paper (this includes your heading and title). The font
you use must be easy to read. The most commonly used fonts for reports are Arial, Courier, Courier New,
Times, Times Roman, and Times New Roman. Be sure to ask the instructor which font he prefers. If
unsure, the best solution is to use one of the fonts listed above.

PRINTING OR TYPING
The research paper should be typed. The lines of the research paper should be justified (in alignment) on
the left side only. This paragraph is an example of justified left and ragged right. Print or type on white, 8 ½
by 11-inch paper using one side of the paper; do not use the other side for any purpose. Instructors who
accept handwritten work similarly expect neatness, legibility, dark blue or black ink, and the use of one side
of the paper.

MARGINS
Except for your header (in the upper right-hand corner of each page that includes your last name and page
number), set margins of one inch at the top and bottom and on both sides of the text. Indent the first word of
a paragraph five spaces (not a tab) from the left margin.

SPACING
A research paper must be double-spaced throughout, including heading, title, quotations, and Works Cited
page.

DOCUMENTING SOURCES
Credit must be given to the source for any facts, expressions, ideas, statistics, charts, graphs, or pictures
that are used in the research paper by showing the source of the information in parentheses. A writer who
does not give appropriate acknowledgment when repeating another’s wording, paraphrasing another’s
argument, or presenting another writer’s line of thinking is guilty of plagiarism (stealing someone else’s
material and calling it one’s own). Cite the source of the information gathered in correct form within the text
of the research paper. The source is indicated in parentheses with the last name of the author and page
reference.
Although the narrator repeatedly shows his affection for his brother, he
admits that Doodle is “a burden in many ways” and ignores the “long list
of don’ts” that accompany him “once […] out of the house” (Hurst 556).

The citation “(Hurst 556)” tells the reader that the information or quotation in the preceding sentence
comes from page 556 of a work by an author named Hurst. If the author’s name is mentioned in the
sentence, only the page number appears in the citation: “(556).” The citation (author’s name and page
number) is typed inside the parentheses. The parentheses are placed inside the period, and no comma
separates the author’s name from the page reference. The symbol “[…]” indicates that the writer has omitted
words from the author’s original version.
The author’s name refers readers to the corresponding entry in the Works Cited list which appears at the
end of the paper. If readers want more information about this source, they can turn to the Works Cited list
where, under the name Hurst, they would find the following information:
Hurst, James. “The Scarlet Ibis.” Literature: Timeless Voices,
Timeless Themes, Gold Level. Upper Saddle River, NJ:
Prentice-Hall, Inc., 2002. 554-564.
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Here is a longer sample of citations within the text of a research paper.)
Surprisingly, Anne Frank’s writings survived. The young German-Jewish
girl’s diary, which “charts two years of her life from 1942 to 1944, when
her family were hiding in Amsterdam from German Nazis” (“Anne Frank”), was
given to her father, Otto Frank, when he returned to Holland from
Auschwitz after the war. The notebooks and papers, having been left
behind by the secret police, were found in the Frank family’s hiding place
by “two Dutch women who had helped the fugitives survive” (Chalmers 33).
Otto Frank published his daughter’s diaries in 1947. Many years later,
Doubleday released the English-language edition, The Diary of Anne Frank.
It was subsequently made into a film in 1959 (39).

Below are the selections from the Works Cited page for this sample.
“Anne Frank (1929-1945).” Pegasos. 2002. 24 March 2005
<http://www.kirjasto.sci.fi/annefrank.htm>.
Chalmers, Noel, and Seth Dandridge. Hidden Words, Hidden Truths.
New York: Gem Books, 1971.
The first citation (“Anne Frank”) shows that information in the first part of the paragraph is not credited to
a person but to a title or heading. When readers check the Works Cited page, they will see that the
information comes from the Internet site www.kirjasto.sci.fi. The heading found on the web page acts as the
listing source for the Works Cited page and is shortened when placed in parentheses for the research paper.
The second citation of the sample “(Chalmers 33)”shows that information was credited to the author
Chalmers and was found on page 33. When readers check the Works Cited page, they will see that the
information comes from the book Hidden Words, Hidden Truths by Noel Chalmers and Seth Dandridge.
Even though there is no direct quote, the last citation “(39)” credits further information from the book by
Chalmers. The citation does not include the author’s name since it is from the same source without an
intervening source.
You may omit the page number if a work lacks page numbers, as is the case in many Web sources. MLA
recommends treating such sources as unpaginated.
As of 2001, at least four hundred towns and municipalities had considered
legislation regulating use of cell phones while driving (“Lawmakers”).

Unless an encyclopedia or a dictionary has an author, it will be alphabetized in the list of works cited
under the word or entry consulted. No page number is required, since readers can easily look up the word or
entry.
The word crocodile has a surprisingly complex etymology (“Crocodile”).
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For verse plays, do not use page numbers in the parenthetical citation. Instead, include act, scene, and
line numbers that can be located in any edition of the work. Use Arabic numerals and separate the numbers
with periods.
In his famous advice to players, Shakespeare’s Hamlet defines the purpose
of theater, “whose end, both at the first and now, was and is, to hold, as
‘twere, the mirror up to nature” (3.2.21-23).

For a poem, cite the part (if there are a number of parts) and the line numbers, separated by a period.
For poems that are not divided into parts, use only line numbers. Use a backslash “/” to indicate the end of a
line of poetry.
When Homer’s Odysseus comes to the hall of Circe, he finds his men
“mild / in her soft spell, fed on her drug of evil” (10.209-11).

WORKS CITED
The Works Cited page is an alphabetical listing of all actual sources cited in the paper (see sample) .
Begin the list on a new page, continuing to number the page(s) for your Works Cited list, which will be the
last page or pages of your paper. For example, if the text of the research paper ends on page 8, the Works
Cited list begins on page 9.
Format Rules
• Center the title, Works Cited, one inch from the top of the page. Do not underline or use all capital letters.
• Continue to include your header in the upper right corner, indicating your name and the page number.
• Double space the entire page, including the title and all entries.
• Alphabetize the sources according to the author’s last name or, if there is no author or editor, by the
first main word in the title of the work. (Do not use, A, An, or The or La, El, Las, or Los when alphabetizing:
for example, The Norton Anthology of English Literature would be alphabetized under n, not t.)
• Do not number the sources.
• Begin each entry at the left margin; if any entry runs more than one line, indent the subsequent line or
lines five spaces from the left margin.
• Punctuate and capitalize according to the sample Works Cited page here.
• Each work cited in parentheses in the research paper must be listed on the Works Cited page.
Sample Works Cited Page
Mathis 9
Works Cited
“Early Colonial Era”. The History Place. 1998. 4 April 2005
<http://www.historyplace.com/unitedstates/revolution>.
Lopez, Manuel. The American Revolution & Great Britain. New York:
Harcourt Brace, 1995.
Murphy, Michelle. “French and Indian War.” The World Book Encyclopedia.
Vol.4. Chicago: World Book Enterprises, 1994.
Phung, Lim. “Causes of the American Revolution.” Time. Mar. 17, 1994: 57-59.
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What follows is a list of the most commonly used references. If you have reference material that is not
included below, you can access MLA’s web site at < http://www.mla.org> to find out how to properly format
your material. Once you access this site, type your question into their “SEARCH” field on the bottom left
side of the page.
Book with one author
Author’s last name, first name. Title of the book. Publication information (place of publication, the
publisher, and the date).
Lopez, Manuel. The American Revolution and Britain. New York:
Harcourt Brace, 1995.
Book with two or three authors: (List authors in the same order as on the title page of the book).
First author’s last name, first name, and other authors’ first/last names. Title of the book. Publishing
information.
Dances, Jessica, Molly Kimberlin, and Megan Litle. Save the Whales: A
History. New York: Rubberband Press, 2004.
Short, Kathy Gnagey, and Lois Bridges Bird. Literature as a Way of Knowing.
York, ME: Stenhouse, 1997.
Book with four or more authors
Name only the first author, followed by “et al.” (Latin for “and others”). Title of the book. Publishing
information.
St. Clair, Rachel, et al. Exercise for Life. Boston, MA:
Dumbbell Press, 2000.
Book with an editor
Author’s last name, first name. Title of the book. “Ed.” plus name of the editor. Publication information.
Wilk, Adam. The Pitch: My Life on the Mound. Ed. Garrett
Whitman. New York: Big League Press, Inc., 2001.
Newspaper
Author’s last, first name. “Title of the article.” Title of the newspaper date of publication: section and page
number the article starts on followed by a plus sign to show that the article continues of subsequent pages.
Reynolds, Stacy. “A Revolution: Looking Back.” The Orange
County Register 25 Sept. 2003: B+.
Magazine
Author’s last, first name. “Title of the article.” Title of the magazine date published: page numbers.
Bosanszki, Steven. “Freelance Architecture.” Orange County
Home Aug. 2004: 37-42.
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Personal interview
Last, first name of person being interviewed. The type of interview (personal interview, telephone interview,
E-mail interview). Date or dates of interview.
Cook, Alison. Telephone interview. 10 Feb. 2000.
A work in an anthology
Author’s last name, first name. “Title of the work.” Title of the anthology. “Ed.” plus name of the editor, if
given. Publishing information. Page numbers for the entire cited piece.
Hurst, James. “The Scarlet Ibis.” Literature: Timeless Voices,
Timeless Themes, Gold Level. Upper Saddle River, NJ:
Prentice-Hall, Inc., 2002. 554-564.
An encyclopedia or dictionary
This type of entry is basically the same format as a work in an anthology (above). If the article has an
author, give the author’s name first; if no author is given, simply begin with the title of the article. When
citing familiar reference books that frequently have new editions, you do not need to provide all of the
publication information; just list the edition (if given) and the year of publication.
Signed articles:
Mohanty, Jitendra M. “Indian Philosophy.” The New Encyclopedia
Britannica: Macropaedia. 15th ed. 1989.
Murphy, Michelle. “French and Indian War.” The World Book
Encyclopedia. 10th ed. 1994.
Unsigned articles:
“French and Indian War.” The World Book Encyclopedia. 10th ed. 1994.
“Noon.” Def. 4b. The Oxford English Dictionary. 2nd ed. 1989.
Pamphlet
Same format as for a book.
Multivolume work
Author’s or editor’s last, first name. Title of the book. Editor, if given. If using more that one volume, give
total number of volumes; if you are using only one volume, indicate which volume you consulted. Date or
dates published.
Doyle, Arthur Conan. The Oxford Sherlock Holmes. Ed. Owen
Dudley Edwards. Vol.8. New York: Oxford UP, 1993.
Lawrence, D.H. The Letters of D.H.Lawrence. Ed. James T. Boulton.
8 vols. New York: Cambridge UP: 1979-2000.
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Film or video
Title. Director’s name. Optional names (include if you think they are important): names of the writers
and/or performers and/or producers. Distributor’s name, year of release.
It’s A Wonderful Life. Dir. Frank Capra. Perf. James Stewart,
Donna Reed, Lionel Barrymore, and Thomas Mitchell. RKO,
1946.
Television or radio program
“Title of the episode or segment” (if appropriate). Title of the program. Select among the following as
appropriate: the writer (By), director (Dir.), narrator (Narr.), producer (Prod.), or main actors (Perf.). Title of
the series, if any. Name of the network. Call letters, and city of the local station (if any). Broadcast date.
“The New Face of Asia.” World Connections. Host Emily Smith. Natl.
Public Radio. WBUR, Boston. 24 Sept. 2001.
Great Apes. Wild Discovery. Discovery Channel. 22 Mar. 1999.
Sound recording
Name of composer or performer. Title of the recording. Important artists, if appropriate (such as performers,
readers, musicians, orchestra, or conductor). Name of the manufacturer, year recording was issued.
Holiday, Billie. The Essence of Billie Holiday. Columbia, 1991.
Musical composition
Last, first name of composer. Title of the opera, ballet, or piece of instrumental music, form, number or key
of the piece of music, if it applies. If the title of the piece is identified by number or form, do not underline
or put the title in italics.
Beethoven, Ludwig van. Symphony No. 8 in F. Op. 93.
Copeland, Aaron. Appalachian Spring.
A work of art
Last, first name of artist. Title of the work. Name of the institution that houses the work (like a museum),
city in which the artwork can be found.
Rembrandt Van Rijn. Aristotle Contemplating the Bust of Homer.
Metropolitan Museum of Art, New York.
A cartoon or comic strip
(Last name, first name of artist. “Title of the cartoon or comic strip” (if any) and descriptive label cartoon or
comic strip neither underlined nor in quotation marks. Publication information in which the cartoon appears.
Trudeau, Garry. “Doonesbury.” Comic strip. Star-Ledger [Newark] 3
Jan. 1994: 24.
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A lecture or speech
Last name, first name of speaker. “The title of the presentation” (if known). The meeting and the sponsoring
organization, if there is one. Location of the speech or lecture. Date of speech or lecture.
Hyman, Earle. Reading of Shakespeare’s Othello. Symphony
Space, New York, 28 Mar. 1994.
Burns, Scott. “The Early Colonial Era.” Kennedy High School, La Palma.
22 March 2003.
CD-ROM
Give the following information in this order. If you cannot find some of the information, cite what is available.
Last name, first name of author. Title of the publication. Name of the editor (ed.), or compiler (comp.).
Publication medium (CD-ROM, Diskette, etc.). Edition, release, or version (if available). Place of
publication: name of the publisher, date of publication.
Encyclopedia of Islam. CD-ROM. New York: Voyager, 1993.
Bettendorf, Christie. American Poetry: The New World. CD-ROM. Long
Beach: Long Beach UP, 2005.
Web site
Give as many of the following elements as are available, in the same order. If information is not given, simply skip
that line and go on to the next item. More details regarding web sites can be found on the MLA web site.
1. The name of the author, editor, or compiler for the short work, if known
2. Title of the article, poem, short story, or similar short work, in quotation marks
3. The title of the site, underlined
4. The names of any editors for the site, if known
5. The date of electronic publication or last update
6. The name of any sponsoring organization
7. The date you accessed the web site
8. The URL in angle brackets (Note: when an Internet address in a works cited entry is too long and must be
divided at the end of the line, break it after a slash. Do not insert a hyphen. TIP: In MS Word, right click
over the link and click “remove hyperlink” to keep text formatting and characters in correct form.)
Madden, Chris Casson. “Organizing Tips for Various Rooms.” HGTV. 2005.
Scripps Networks, Inc. 20 March 2005 <http://www.hgtv.com/hgtv/
ah_organizing_other/article/0,,HGTV_3138_3256872,00.html>.
Note: When the URL for a short work from a Web site is very long, give the URL for the home page and
indicate the path by which the reader can access the source.
“Restraint Systems for Roller Coasters.” Xtreme Roller Coasters.
5 May 2003. 6 June 2004 <http://www.xtremerollercoaster.com>.
Path: Roller Coasters A-Z; Design; Trains; Restraints.
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Personal site (Indicate date of most recent update and date of visit.)
Nelson, Alice-Rose. Home page. 1 Dec. 2004. 7 Feb. 2005
<http://www.chesr.spingfo.me:8080/~alice/>.
Article in an online magazine
Kaufman, Alan. “Propaganda Techniques in Advertising”
Advertising Monthly 14 June 2004. 5 Mar. 2001
<www.advertisingmonthly.com/issues/2004/05/kaufman.htm>.
Newspaper accessed online
Reynolds, Stacy. “A Revolution: Looking Back.” The Orange County Register
25 Sept. 2003. 29 Sept. 2004 <http://www.ocregister.com>.
Article in an online database (ex: GALILEO)
For an online database, you will put as much of the following information as possible in the order listed (use the
example below as a guide for punctuation:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Author's name
Title of Article, in quotation marks
Original Source of Article, underlined
Date of original source
page numbers
Name of the Database Used, underlined
Name of the Service
Name of Library or Library System, City, State Abbreviation (if accessed in a library)
Date of access
URL of service's homepage, in angle brackets

Liss, Neil J. "What We Talk about When We Talk about Social Studies."
Social Studies 94:6 Nov./Dec 2003: 245-250. Academic Search Premier.
EBSCOhost. GALILEO. Morgan County High School Library, Madison, GA.
25 Sep. 2004 <http://www.galileo.usg.edu>.
For more details a out citing articles from GALILEO, you can access Citation Guidelines by clicking on “HELP”
from the GALILEO website.
Based on the MLA Handbook for Writers of Research Papers, 6th ed., 2003.
Adapted for Morgan County High School, 2006 from:
Anaheim Union High School District Education Division. Research Paper Standards. 16 Dec. 2005
<http://www.auhsd.k12.ca.us/academics/researchpaperstandards.php>.
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Avoiding Plagiarism
Plagiarism, which literally means kidnapping, is stealing someone's idea and passing it off as your own.
Although it may be intentional, it is frequently unintentional, a result of your not knowing when to document
your source. Therefore, it is vital that you understand documentation. Stealing intellectual property is treated
as seriously as the theft of physical property. Consequences for high school students may include an office
referral, suspension, or removal from the National Honor Society. Consequences for college students may be
failure for the course or even dismissal from that college or university.

Important Points about Documentation
• A fact that is not common knowledge must be documented. We say that something is common
knowledge if it is widely known by most people in our society. For example, you would not use a
citation to write that the United States declared independence from Great Britain in 1776.
•

When you write about an idea other than your own, you must make it clear whose idea it is.
Failure to do so is considered plagiarism, which is a form of academic dishonesty.
o Example: The tone and structure of this poem suggest peace. [Your idea - no citation
needed.]
o Example: East of Eden is Steinbeck's best book (Krutch 370). [Krutch's idea with your
paraphrase of his idea; documentation included]

•

If you want to use someone else's exact words, you must put them in quotation marks and cite
them.
o Example: "Stated in the barest terms, Good and Evil are absolute things, and in making a
choice between them, man is a free agent" (Krutch 371).
o If the quotation is longer than four lines, use the block format. [Click here for an
explanation and example]

•

When you paraphrase an author's idea, you must write the idea in your own words and not
just change a few of the author's words.
o Original source: "The writer has aimed high and then summoned every ounce of energy,
talent, seriousness and passion of which he was capable" (Krutch 370).
o Incorrect paraphrase: "The writer aimed high and summoned all the elements of creativity
which he could (Krutch 370).
[Even though you have cited the author's idea in your paper, you have follwed his words so
closely that you are still plagiarizing. If you believe that the words the author used to state
his ideas are important, you should quote him exactly.]
o Correct paraphrase: Steinbeck has used all his creative capabilities to produce this
exceptionally good work (Krutch 370).

*Adapted from the Franklin High School Guide to the Research Paper, Franklin High School, Baltimore County Public Schools, June 2003.
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Plagiarism: Plagiarism is difficult to define precisely. Loosely speaking, plagiarism is passing off
another’s words or ideas as one’s own. When using another person’s work, proper credit should be given
according to recognized styles of citation
What Is a Paraphrase, Anyway?
Paraphrase is stating someone else's ideas in your own words…when you are writing the paper, think
about the reader and what questions he or she would ask. If you can imagine the reader saying: "what was
the source of that idea?" then you should cite it, even if you rewrote it in your own words.
You should cite in your paper and in the Works Cited page any information that:
1. You did not think of yourself – with NO help from outside sources. This would be mainly, the
“creative writing” portions of your paper (very little to none!) and parts of your paper where, for
example, you would state your opinion on an issue.
2. You are paraphrasing.
3. You are directly quoting (even a few words, if they are unique to the author, or an “apt phrase”).
Note that if you are paraphrasing several sentences from the same source, you may cite the source
at the end of the last sentence in a row that you get from that source.

******************************************
BASICALLY, IF IT’S NOT ORIGINALLY FROM YOUR
BRAIN – YOUR ORIGINAL THOUGHT, YOU MUST CITE IT
IN THE BODY OF THE PAPER AND IN THE WORKS CITED
PAGE!
****************************
YOUR PAPER WILL HAVE MANY CITATIONS!
*****************************
ALL YOUR CITED ENTRIES MUST APPEAR IN THE
WORKS CITED PAGE!
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Examples of Plagiarism
(The format of the following examples was drawn from Acknowledging The Work of Others* illustrating
several types of common plagiarism. The passages in boldface reflect plagiarism of the original passage
followed in italics by an explanation why they constitute plagiarism.)
•

The pamphlet Acknowledging the Work of Others was prepared by the Office of the Dean of Faculty, Cornell
University, August 1993.

THE ORIGINAL PASSAGE

This book has been written against a background of both reckless optimism and
reckless despair. It holds that Progress and Doom are two sides of the same
medal; that both are articles of superstition, not of faith. It was written out of
the conviction that it should be possible to discover the hidden mechanics by
which all traditional elements of our political and spiritual world were
dissolved into a conglomeration where everything seems to have lost specific
value, and has become unrecognizable for human comprehension, unusable for
human purpose.

Source:
Arendt, Hannah. The Origins of Totalitarianism. (New York: Harcourt Brace Jovanovich,
Inc., 1973 ed.), p.vii, Preface to the First Edition.
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EXAMPLE I
word-for-word plagiarism
This book has been written against a background of both reckless optimism and reckless despair. It holds
that Progress and Doom are two sides of the same medal; that both are articles of superstition, not of faith.
Interestingly enough, Arendt avoids much of the debates found in some of the less philosophical literature
about totalitarianism.
When material is taken directly from a book, article, speech, statement, remarks, the Internet, or some
other source, the writer must provide proper attribution. In this example, no credit is given to the
author.
EXAMPLE II
the citation without quotation marks
This book has been written against a background of both reckless optimism and reckless despair. It holds
that Progress and Doom are two sides of the same medal; that both are articles of superstition, not of
faith.1 Interestingly enough, Arendt avoids much of the debates found in some of the less philosophical
literature about totalitarianism (Arendt vii).
When material is quoted word-for-word, a citation alone is insufficient. The material that represents a
direct quotation must either be put within quotation marks or indented. For example:
A. As Hannah Arendt explains, her book was “written against a backdrop of both reckless optimism and
reckless despair”(1). The book “holds that Progress and Doom are two sides of the same medal . . . ”(2).
B. As Dr. Arendt has explained:
This book has been written against a background of both reckless
optimism and reckless despair. It holds that Progress and Doom are
two sides of the same medal; that both are articles of superstition,
not of faith (1).
Interestingly enough, Arendt avoids much of the debate found in some of the less philosophical literature
about totalitarianism.
Note: Usually, quotations of four sentences or more are indented, whereas, quotations of one to three
sentences are put in quotation marks.
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EXAMPLE III
the paraphrase
Hannah Arendt’s book, The Origins of Totalitarianism, was written in the light of both excessive hope
and excessive pessimism. Her thesis is that both Advancement and Ruin are merely different sides of the
same coin. Her book was produced out of a belief that one can understand the method in which the more
conventional aspects of politics and philosophy were mixed together so that they lose their distinctiveness
and become worthless for human uses.
Even if the author’s exact language is not used, a footnote is required for material that is paraphrased.
EXAMPLE IV
the mosaic
The first edition of The Origins of Totalitarianism was written in 1950. Soon after the Second World War,
this was a time of both reckless optimism and reckless despair. During this time, Dr. Arendt argues, the
traditional elements of the political and spiritual world were dissolved into a conglomeration where
everything seems to have lost specific value. In particular, the separation between the State and Society
seems to have been destroyed. In this book, she seeks to disclose the hidden mechanics by which this
transformation occurred.
Even though this example includes some original material, selected phrases of the original are woven
throughout the passage - a. reckless optimism and reckless despair, b. traditional elements of the {our
in original} political and spiritual world were dissolved into a conglomeration where everything seems
to have lost specific value, and c. hidden mechanics.
EXAMPLE V
the “apt phrase”
Following the Second World War, scholars from a variety of disciplines began to explore the nature of
“totalitarianism.” One of the most pressing issues for these writers was understanding the “essence” of
totalitarianism. How, for example, is a totalitarian regime different from an authoritarian regime?
Although authors disagree on the precise answer to this question, a common thread running throughout
most of the classic works on totalitarianism deals with the relationship between State and Society. In a
totalitarian state, the traditional boundaries between State and society are dissolved into a conglomeration
so that the two become indistinguishable.
This passage is almost entirely original, but the phrase “dissolved into a conglomeration” is taken
directly from Arendt. Even though this is a short phrase, it must be footnoted. Only phrases that have
truly become part of general usage can be used without citation.
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Avoiding Plagiarism
Brought to you by the Purdue University Online Writing Lab at http://owl.english.purdue.edu

Academic writing in American institutions is filled with rules that writers often don’t know how to follow. A
working knowledge of these rules, however, is critically important; inadvertent mistakes can lead to charges of
plagiarism or the unacknowledged use of somebody else’s words or ideas. While other cultures may not insist so
heavily on documenting sources, American institutions do. A charge of plagiarism can have severe consequences,
including expulsion from a university. This handout, which does not reflect any official university policy, is
designed to help writers develop strategies for knowing how to avoid accidental plagiarism. […]
The Contradictions of American Academic Writing
Show you have done your research

---But---

Write something new and original

Appeal to experts and authorities

---But---

Improve upon, or disagree with experts and
authorities

Improve your English by mimicking what
you hear and read

---But---

Use your own words, your own voice

Give credit where credit is due

---But---

Make your own significant contribution

Since teachers and administrators may not distinguish between deliberate and accidental
plagiarism, the heart of avoiding plagiarism is to make sure you give credit where it is due.
This may be credit for something somebody said, wrote, emailed, drew, or implied.
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Choosing When to Give Credit
Need to Document
•

•
•
•
•

No Need to Document

When you are using or referring to somebody
else’s words or ideas from a magazine, book,
newspaper, song, TV program, movie, Web page,
computer program, letter, advertisement, or any
other medium
When you use information gained through
interviewing another person
When you copy the exact words or a "unique
phrase" from somewhere
When you reprint any diagrams, illustrations,
charts, and pictures
When you use ideas that others have given you in
conversations or over email

•

•

•
•

When you are writing your own
experiences, your own observations, your
own insights, your own thoughts, your own
conclusions about a subject
When you are using "common knowledge"
— folklore, common sense observations,
shared information within your field of
study or cultural group
When you are compiling generally accepted
facts
When you are writing up your own
experimental results

Deciding if Something is "Common Knowledge"

Material is probably common knowledge if . . .
•
•
•

You find the same information undocumented in at least five other sources
You think it is information that your readers will already know
You think a person could easily find the information with general reference sources
(for example, the capital of Georgia is Atlanta, or the Declaration of Independence was
signed on July 4, 1776)
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Making Sure You Are Safe
Action during the writing process

When researching,
note-taking, and
interviewing

•

•

•

When paraphrasing
and summarizing

•

•

When quoting
directly

•
•

When quoting
indirectly

•
•

Appearance on the finished product

Mark everything that is
someone else’s words with a big
Q (for quote) or with big
quotation marks
Indicate in your notes which
ideas are taken from sources
(S) and which are your own
insights (ME)
Record all of the relevant
documentation information in
your notes

Proofread and check with your notes (or photocopies
of sources) to make sure that anything taken from
your notes is acknowledged in some combination of
the ways listed below:
•
•
•
•
•

In-text citation
Footnotes
Bibliography
Quotation marks
Indirect quotations

First, write your paraphrase and
summary without looking at the
original text, so you rely only on
your memory.
Next, check your version with
the original for content,
accuracy, and mistakenly
borrowed phrases

•

Begin your summary with a
statement giving credit to the
source: According to Jonathan
Kozol, ...
Put any unique words or phrases
that you cannot change, or do not
want to change, in quotation
marks: ... "savage inequalities"
exist throughout our educational
system (Kozol).

Keep the person’s name near
the quote in your notes, and in
your paper
Select those direct quotes that
make the most impact in your
paper -- too many direct quotes
may lessen your credibility and
interfere with your style

•

Keep the person’s name near
the text in your notes, and in
your paper
Rewrite the key ideas using
different words and sentence
structures than the original text

•
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•

•
•

•

Mention the person’s name either
at the beginning of the quote, in
the middle, or at the end
Put quotation marks around the
text that you are quoting
Indicate added phrases in brackets
([ ]) and omitted text with ellipses
(. . .)

Mention the person’s name either
at the beginning of the information,
or in the middle, or at that end
Double check to make sure that
your words and sentence structures
are different than the original text

Exercises for Practice
Below are some situations in which writers need to decide whether or not they are running the risk of
plagiarizing. In the Y/N column, indicate if you would need to document (Yes), or if it is not necessary to provide
quotation marks or a citation (No). If you do need to give the source credit in some way, explain how you would
handle it. If not, explain why.
Situation

Y/N

1. You are writing new insights about your
own experiences.

2. You are using an editorial from your
school's newspaper with which you disagree.
3. You use some information from a source
without ever quoting it directly.
4. You have no other way of expressing the
exact meaning of a text without using the
original source verbatim.
5. You mention that many people in your
discipline belong to a certain organization.

6. You want to begin your paper with a story
that one of your classmates told about her
experiences in Bosnia.

7. The quote you want to use is too long, so
you leave out a couple of phrases.

8. You really like the particular phrase
somebody else made up, so you use it.

(Adapted from Aaron)
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If yes, what do you do? If no, why?

Sources used in creating this handout:
Aaron, Jane E. The Little, Brown Essential Handbook for Writers. New York: HarperCollins, 1994.
Gefvert, Constance J. The Confident Writer, second edition. New York: Norton, 1988.
Heffernan, James A.W., and John E. Lincoln. Writing: A College Handbook, third edition. New York: Norton, 1990.
Howell, James F. and Dean Memering. Brief Handbook for Writers, third edition. Englewood Cliffs, NJ: Prentice
Hall, 1993.
Leki, Ilona. Understanding ESL Writers: A Guide for Teachers. Portsmouth, NH: Boynton/Cook, 1992.
Lester, James D. Writing Research Papers, sixth edition. New York: HarperCollins, 1990.
Rodrigues, Dawn, and Myron C. Tuman. Writing Essentials. New York: Norton, 1996.
Swales, John, and Christine B. Feak. Academic Writing for Graduate Students. Ann Arbor, MI: University of
Michigan Press, 1994.
Walker, Melissa. Writing Research Papers, third edition. New York: Norton, 1993.

The following information must remain intact on every handout printed for distribution.
This page is located at http://owl.english.purdue.edu/handouts/print/research/r_plagiar.html
Copyright ©1995-2004 by OWL at Purdue University and Purdue University. All rights reserved.
Use of this site, including printing and distributing our handouts, constitutes acceptance of our terms and conditions of fair use, available
at
http://owl.english.purdue.edu/lab/fairuse.html.

To contact OWL, please visit our contact information page at
http://owl.english.purdue.edu/lab/contact.html to find the right person to call or email.
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Examples of a Universities’ Penalties for Plagiarism!!
Note: These are from Georgetown University, but most major universities have similar penalties for
plagiarism!!
In Violation: Generally, a student is In Violation of the Georgetown University Honor System if that
student has been found by the Honor Council to have committed an act of academic dishonesty. Such acts
would include, but not be limited to, plagiarism, unauthorized collaboration, and cheating. More details
are given in the Sanctioning Guidelines.
Dismissal: The student is permanently dismissed from the University. Dismissals are noted on a student’s
permanent transcript as "Dismissal: Violation of Honor System."
Suspension: Suspension will typically be imposed for one semester, but can be imposed for two
semesters, at the discretion of the Board and the Dean. Suspensions are usually for the semester after the
violation occurred, but may be one semester later (summer not included) if there was a delay in imposing
the sanction. Suspensions are noted on a student’s permanent transcript as, "Suspension: Violation of
Honor System."
Notation on Transcript: The notation "Censure for Violation of Honor System: This notation can be
removed on (date) through student action" is indicated on the student’s Georgetown University transcript.
This sanction can be reduced through the Sanction Reduction Process (see below).
Letter of Censure: A letter of censure becomes part of the student’s Georgetown University record
(student file) and, under appropriate circumstances, may be shared with persons outside of Georgetown
University, such as law schools which often ask about applicants’ records. This sanction can be reduced
through the Sanction Reduction Process (see below).
Letter of Reprimand: A Letter of Reprimand is retained in the student’s Georgetown University file
until he or she graduates from Georgetown University, and is destroyed after the student’s graduation. It
may not be disclosed outside of the University, and is available only to authorized University personnel
who, in their professional capacity, have access to the student’s file.

“Sanctioning Guidelines.” Georgetown University Honor Council. Georgetown University. 3 Jan. 2006
<http://gervaseprograms.georgetown.edu/hc/
sanctioning_guidelines.html>.
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