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Paper Format Checklist (1-5) 
 Your last name and page number are in the upper right corner of every page (for group papers, omit names) 
 All margins are set to 1” 
 The header starts on the first page’s first line 
 Your paper’s title is capitalized in title case, centered, and placed on its own line after the header 
 The document is in a clear, readable 11-13-point font, such as times new roman 
 The whole document is double-spaced, with no extra space between paragraphs 
 The first line of each paragraph is indented .5” from the left margin  

 
 
 
 
 
 
 
 
 

 
 
Formatting 
Header and Title (2-3) 
The header includes the following, each on its own line: Your name(s), instructor’s name, course, and date. The header 
starts on the first page’s first line, NOT in the section above the first line that Microsoft Word and Google Docs calls the 
header. For group papers, each author is given their own line. The title should be centered in title case without any 
special formatting (no boldface, italics, quotation marks, underline, or all caps). 
 

Headings (4-5) 
Headings should be consistent and styled to indicate level of importance 
(e.g. by using boldface, italics, or font size). They should be flush left 
with the margin and include a line space above and below a heading. 
 

EXAMPLE:  Heading Level 1 

 Heading Level 2 
 Heading Level 3 

 

Titles: Italics vs Quotes (66-82) 
Use italics for titles of independent works (such as books and journals/magazines) and “quote marks” for titles of smaller 
works inside larger works (such as chapters and articles). See our MLA: Works Cited handout for more examples. 
 

Organization Abbreviations (51-52) 
Abbreviating organization names is acceptable if the names are repeated often. Write out the organization’s full name 
the first time you refer to it, then add the abbreviation in parentheses. You may use just the abbreviation from then on. 
 

EXAMPLE:  The University of North Texas (UNT) is a research university . . . . Research at UNT focuses on . . . 

 

1” margins 

Davy Jones 

Professor Mills 

English 2010 

15 July 2016 

Rhythm in Song of Myself 

        Although Walt Whitman’s Song of Myself is often seen as a formless piece of free verse, several scholars identify the poet’s 

strategic use of rhythm throughout the work. Close attention to Whitman’s long poem reveals a deliberate formal design that re- 

Jones 1 

 

Timeline of The Legend of Zelda 

The Beginning 

The in-universe chronology of The Legend of Zelda begins 

not with the first game in the series but with events first 

explained in Ocarina of Time. After Link slew the Parasitic 

Armored Arachnid: Gohma who resided deep within the 

bowels of the Great Deku Tree, the wizened tree relayed 

the history of Hyrule’s creation by the three goddesses, 
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Tables and Figures (6-9) 
Place visual elements as close as possible to the text that relates to them. Double-space all tables, labels, and captions. 
 

Tables are labeled “Table #” and given a title; both label and title should be flush left on separate lines above the table. 
Unless otherwise indicated, the reader should assume that you are the author of the tables in your paper. Place the 
source of the table (if you did not create the table yourself) and any notes in a caption immediately below the table. 
 

EXAMPLE: Table 1 
The Correlation Between Liking a Fruit and Favorite Color.a 

 Likes Apples? Likes Bananas? 

Favorite Color Red Y N 

Favorite Color Blue N Y 

[Place the source of the table here if you did not create it yourself.] 
a. Research on two persons that indicates that people who like apples also enjoy the color red. 

 

Figures: Other types of visual material (e.g. photograph, map, graph, or chart) 
should be labeled “Figure #” (usually abbreviated Fig.) and given a caption below 
the figure. 
 
If the caption for the table or image provides a full citation and you don’t cite it 
elsewhere in your text, no entry is needed in the works cited. If you do provide a 
full citation in a caption, punctuate the citation as usual but format the author 
with first name first and last name second. If you do not provide a full citation in 
the caption, use commas to separate elements (e.g. Edward Topsell, Manticore, 
woodcut, 1658.). The first part of the caption should be the same as the first part 
of the citation in the works cited for easy reference. 
 

In-Text Citations (227-252) 
In-text citations refer readers to the sources of your information. In-text citations must be included for each direct 
quote, summary, and paraphrase to avoid plagiarism. There are two kinds of in-text citation: in prose and parenthetical. 
 

In Prose Citations (227, 230-233) 
Cite in prose by referring to a source’s author in one of your sentences, often by using a signal phrase (such as 
“according to Jones”) to introduce a quote, summary, or paraphrase. Write the author’s full name on first mention and 
surname alone afterward. For three or more authors, you may write out only the first author’s name followed by “and 
others” or “and colleagues.” For quotes and paraphrases, add a parenthetical citation with the page number. 
 

EXAMPLE: In her book, Laura Numeroff makes many claims about what happens if you give a mouse a cookie. 
 

Parenthetical Citations (227, 260-263) 
Parenthetical citations include the source’s author in parentheses. These citations are generally placed at the end of 
your sentence or quotation, before end punctuation. Citations may be placed elsewhere in a sentence to more clearly 
attribute ideas—for example, if a sentence has different ideas from multiple sources or you begin a sentence with a 
source’s ideas and end with your own ideas, you could place a citation after each source’s idea. 
 

EXAMPLES: Studies show “I can’t believe you Britta’d it again” is a completely honest sentence (Winger 32). 
 Zuko claims tea is “nothing more than hot leaf juice” (214); however, it is much more than that. 
 

Fig. 1. Kasper David Friedrich. Der Monch am 

Meer (The Monk by the Sea). 1808-1810, Alte 

Nationalgalerie, Berlin. 
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Direct Quotes and Paraphrases (228) 
Quotes and paraphrases require a page number, added after the author in parenthetical citations (or by itself if the 
author was introduced in prose). See our Avoiding Plagiarism handout for an explanation of summaries vs paraphrases. 
 

Multiple or No Authors (232-233, 237) 
If no author is given, instead use a shortened title in the parenthetical citation. 
 

EXAMPLE:  Full title: The Double Vision: Language and Meaning in Religion 
 Citation: (Double Vision 74) 

 
For two authors, include both last names in the in-text citation, connected by and. (Use the same order as the source.) 
For three or more authors, include the first author’s last name followed by et al. (Latin for “and others”). 
Organizations credited as authors may be shortened in parenthetical citations the same way as titles, above. 
 

 Parenthetical citation Notes 

No author (Double Vision 74) Use shortened version of title. 

One author (Tolkien 78-79, 81)  

Two authors (Dorris and Erdrich 23) Use the same order of names as the source. 

Three or more authors (Burdick et al. 42) Et al. is Latin for “and others.” 

Organization as author (National Academy 114) See “Organization Abbreviations” below. 

 

Authors with the Same Name (234-235) 
If two separate works are written by two people with the same last name, include an initial for clarification. 
 

EXAMPLE:  (J. Rogers 654) 
 
If the two authors also share the same initial, include the entire first name. 
 

EXAMPLE:  (Jordan Rogers 89) 
 

Multiple Works by the Same Author(s) (235-237, 251) 
Add a comma after the author’s name(s), then add the title. 
 

EXAMPLE:  (King, “Rita Hayworth” 76) 

 
Sources with No Page Numbers (244, 248) 
If a source contains no indicator number of any kind, such as a website, do not include any numbers in the citation. 
 

EXAMPLE:  (Rogers) 
 

If a source has other numbered parts (known as indicator numbers) in place of page numbers, use those instead, 
preceded by a brief descriptive label. Do NOT count these parts yourself; use them in your citation only if the source 
itself numbers these parts. Add a comma after the author’s name(s). 
 

EXAMPLE: Numbered paragraphs (par. or pars.), sections (sec., secs.), chapters (ch., chs.), or lines (line, lines). 
EXAMPLE: (Bradbury, par. 451) 
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For time-based sources like audio/video recordings, include the relevant time or time span if available. 
 

EXAMPLE:  (Isbrucker 2:38-3:06) 
 

Attributing the Same Idea to Two Sources (251, 261) 
For multiple citations of similar information in one sentence, include all citations in the same parentheses, separated by 
semicolons. The order of the sources is up to you. 
 

EXAMPLE:  (Burdick et al. 42; Rogers 7) 
 

Indirect Sources (Quotes of Quotes) (284) 
Whenever you can, take material from the original and not a secondhand source. But if you do quote an author’s 
quotation of a source you did not personally consult, put the abbreviation qtd. in (for quoted in) before the citation of 
the source you did consult. Qtd. in is unnecessary for summaries and paraphrases. 

 
EXAMPLE: Herman Melville opens his novel with the line, “Call me Ishmael” (qtd. in Matilda). 

 

Block Quotations (254-255) 
Quotes longer than four lines are set apart in a block: double-spaced 
and indented .5” from the margin, the same as regular paragraph 
indents. The quote does not have quote marks and the parenthetical 
citation comes after the end punctuation. Most of your paper should 
be in your own words, so don't overuse block quotes. 
 

Quoting Poetry or Dialogue (255-260) 
If quoting more than three lines, treat the quote as a block 
quotation. If quoting a short section or line from a poem, place it in 
quotation marks as usual. If the quote includes line breaks, place a 
forward slash (/) where the new line starts. If there is a stanza break, 
indicate its location with a double forward slash (//). 
 

EXAMPLE: The lines read, “We passed the Fields of Gazing Grain – / We passed the Setting Sun – // Or 
 rather – He passed Us –” (Dickinson). 

 
Plays, Screenplays, or Transcripts (258-259) 
Include the speaker label that precedes the dialogue’s text. Indent the label .5” and use all capital letters with a period at 
the end. All of the speaker’s lines following the label should use a hanging indent. Short quotes can be quoted as usual. 
 

INIGO. Is very strange. I have been in the revenge business so long, now that it’s over, I don’t know what to do 
with the rest of my life. 

WESTLEY. Have you ever considered piracy? You’d make a wonderful Dread Pirate Roberts. 
 
For how to cite commonly cited works such as Shakespeare, Homer, or scripture, see pages 244-247. 
 

       Roger Mitchell also notes Whitman’s use of rhythmic 

groups: 

Whitman is doing more than simply distributing a pattern 

of groups in some sensible fashion over the lines of a 

poem, creating what some critics are calling a 

 “group/line pattern.” Whitman is also conscious of the 

size of his groups and of their progression. (16) 

Mitchell’s analysis demonstrates Whitman’s care in rhythmic 

organization. 

Block Quotation 


