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1.  Use One-Inch Margins

Most of you will use Microsoft Word to type your research papers.  Here is how to set your margins to 1 inch:

· Open your Microsoft Word document

· Click on File

· Click Page Setup

· Click on Margins

· Change the left and right margins to 1”

· Click OK.  Now your paper will have 1” margins all the way around

· BE SURE TO DOUBLE SPACE YOUR PAPER (paragraphs, space, double)

· Create a header in the upper right hand corner flush with the margin and ½ inch from the top.  Type your last name before the page number.  Insert/ header/ type your name.
2.  Formatting Your Works Cited Page
· Alphabetize your resources on your grid.  If there is more than one resource that has the same beginning, alphabetize by the first letter that is different.
· John Brown, Advocate for Abolition

· John Brown, Zealot.
· Type each resource into your document.  Do NOT press enter until you are ready to type the next resource.
· When all your resources are typed in in alphabetical order, do the following:

· Type “Works Cited” and center it on the page.  Then, format it as follows.


At the end of your paper comes the “Works Cited” page.  Title the page “Works Cited” and list the references you cited in your paper.

· Alphabetize your entries          MEDIA = the format in which you found the information
· Double Space


Print. Web. Interview. Email. 
· For entries longer than one line, use a ‘hanging indent’ format.  (Format, paragraph, special, hanging)

Here are some common sources and the way to reference them on your Works Cited page:

1.  Book by a Single Author

Author’s last name, First Name.  Title of Book.  Place Published: Publisher, Year of Publication. Media.
Jones, Sam.  How to Write Super Duper Research  Paper.  Sacramento, California: Scotten Publishing, 2004. Print.
2.  Books with Two or More Authors (includes textbooks)

1st Author’s Last Name, First Name, and 2nd Authors First Name Last Name.  Title of Book.  Place published: Publisher, Year of Publication. Media.
Jones, Sam and Fred Smith.  You Really Can Get an A in Mrs. Scotten’s Class.  New York: Joe Boxer Publishing, 2001. Print.
3.  Book with No Author Cited (including Encyclopedia/Encarta)

“Article Title.”  Title of Book.  Edition.  Year of Publication.  Media.
“Automation.”  Encyclopedia Britannica.  15th Edition.  1995. Print.
4.  Anthology or Compilation
Editor’s last name, first name, ed.  “Title of article.”  Name of Anthology.  Place Published: Publisher, Year of Publication. Page numbers. Media.

Allende, Isabel.  “Toad’s Mouth.”  A Hammock Beneath the Mangos: Stories from Latin America. New York: Plume, 1992. 83-88. Print.
5.  Magazine and Newspaper Articles

Article Author’s Last Name, First Name.  “Article Title”  Magazine/Newspaper Title.  Date of Publication: Page numbers. Media.
Flunkee, Joe.  “How to Sleep Through the Eighth Grade.”  Teen’s Guide to Success.  November, 2004: 22-25. Print.
6.  Online Sources—World Wide Web 

Author’s Last Name, First Name.  Title of Item.   Title of Website if different.  Publisher or sponsor of site if available.  If not, use N.p.  Date of publication or n.d. for no date.  Media.  Date accessed.  
DeStefano, Vince.  Guidelines for Better Writing.  OWL Purdue.  University of Washington. N.d. Web.  21 August 2010.    Note: if no author is stated, start with the title of the item. 
7.  Poem or short story
Author’s Last Name, First name.  “Title of Story”.  Title of Book where story appeared.  Ed. Editor’s first name and last name.  Place published: Publisher, year. Page number. Media.
Burns, Robert. "Red, Red Rose." 100 Best-Loved Poems. Ed. Philip Smith. New York: Dover, 1995. 26. Print.
8.  Video on the web
“Episode or segment title”. Title of website. Publisher or sponsor. Media.  Date of access. 

“2009 Commencement.” YouTube. YouTube, 27 May 2009. Web. 23 July 2009.

Formatting Your Research Paper





GOOGLE DOCS


Type in all entries


Be sure all is left-justified


Click on “edit”


Click on “select all”


Move the whole blue triangle on the ruler bar ½ inch to the right


Move the TOP of the triangle—the blue bar—back to the original position





MICROSOFT WORD


Highlight all entries


Click on “Paragraph”


Click onn 2.0 spacing


Click on “line spacing options”


Click on “special”


Choose “hanging”





Works Cited Page Format








