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Your Paper 
 
Your paper should be your ideas supported by what you 
summarized and paraphrased from your readings.  
Plagiarism is a crime.  Most of us do not do it 
intentionally but could stand to improve our 
paraphrasing.  Just using synonyms or changing the 
order a few words isn't enough.  Prevent embarrassment 
or failure by honing your summarizing skills. 
 
When complete, your paper should read smoothly 
which requires weaving words--yours and others'. 
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Thesis 
 

A good thesis takes a stand or makes a point; it is specific and causes people to 
react (Moran).  Ask yourself how, what, which, why, and should questions 
regarding your topic.  Having a working thesis during research focuses your 
reading and note taking. 

 
Research 

 
A good rule of thumb is to have approximately two sources for every page of 
paper length.  For example, if the paper is eight pages long, plan to cite sixteen 
different sources, only half may be web based.  Use academic articles from 
scholarly sources--not Wikipedia.  
 
You should be able to summarize an article in one or two paragraphs.  Classic 
note cards are best for organizing your outline later, but a mix of photocopies 
and notes in a spiral notebook works for some people who like informal 
outlines such as mind mapping and freewriting. 
 
Learn what facts are required for a citation.  Jot down the required components 
as you research then plug the information into an online citation maker.  It is 
handy to keep a resources page where everything is listed until you make your 
official Works Cited page. "Landmarks Son of Citation Machine" is found 
online at: http://citationmachine.net/ 
 
Document well; you won't remember where you obtained a certain piece of 
information.  Don't spend hours tracing the source of a fact or have to leave it 
out because you saved a minute during the research phase.   

 
What needs to be cited?   

·  Facts 
·  Statistics 
·  Direct quotes  
·  Borrowed language 
·  Paraphrased information 
·  Controversial Information 

 
What does not need to be cited? 

·  Common knowledge 
·  Information found repeatedly in your research 
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Note on citing quotes: The author's last name follows the sentence in 
parentheses, followed by the page number(s) where you found the 
information, followed by the ending punctuation for the sentence. If you 
included the author's name in the sentence, use only the page number(s) in 
the citation.  See examples above. 

Quotations 
 
One way to weave words is to combine paraphrasing and quoting in one 
sentence "by integrating key words" into your sentence like this (Source).   
 
Quotations should always use the exact words and punctuation of the author.  
Use them only for a reason--when you cannot say it better or when the language 
is vivid or technical.  Usually fewer direct quotes make a better paper. 
 
Make sure you do not have orphan quotes in your writing. Introduce the quote 
with a signal phrase to tell your reader the source of the quote. Statistics are 
usually self explanatory without a signal. 
 
Examples: 
According to Ms. Feldman, "the more you put into 4-H, the more you get out of 
it" (4). 
 
The 4-H coordinator acknowledges "the more you put into 4-H, the more you 
get out of it" (Feldman 4). 
 
Island County 4-H membership is 25% male (Source 1). 
 
Other signal words you might use to keep your paper interesting: 

adds 
admits 
affirms 
agrees 
argues 
asserts 
believes 
cautions 
claims 
comments 
compares 
confesses 
confirms 

declares 
denies 
disputes 
emphasizes 
endorses 
explains 
illustrates 
implies  
in the words of 
infers 
insists 
maintains 
mentions 

notes  
observes 
points out 
proposes 
reasons 
refutes 
rejects 
relates  
reports 
responds 
states 
suggests 
thinks 
writes 

 



 

 

Block Quotations:  
Occasionally, you need to include a quotation that is longer than four lines.  
Indent the quoted block of text about an inch more than the existing margin.  
Do not use quote marks.  Put the citation after the quotation's punctuation. 
 
Example:  
The motto of 4-H is "To Make the Best Better." The 4-H pledge supports 
making the best better by suggesting that members' nudge the world: 

I pledge my head to clearer thinking, my heart to greater 
loyalty, my hands to larger service and my health to better 
living, for my club, my community, my country, and my 
world. (Source 2) 
 

Punctuating Quotations: 
"If you need to make a 'quote within a quote,' use single quotation marks to 
punctuate the inside quote."   
 

·  "Periods go inside the quotation mark." 
·  "Commas go inside the quotation mark," 
·   or "after the citation" (Source), like this. 
·  Both semicolon and colon are placed after the closing quote mark. 
·  Question marks can go inside or outside of the quote when followed by a 

citation. 
 Example:  
 "Where do I put the question mark?" (Source). 
 "Is either place okay"? (Source). 
 



 

 

Modifying Quotations 
 

Some quotes need to be shortened. Make sure you are not changing the original 
meaning. Do this using ellipsis (three periods) to show you left something out.   
 
"If what you leave out goes past the end of the sentence….use four periods and 
then resume the quote.  Do not use at the beginning or the end of a quote unless 
the quote appears to be a complete sentence but originally it was not…"  
 
"If you have to insert a word or two [to clarify or make the quote grammatically 
correct], use square brackets."   
 
If only quoting a phrase that originally began with a capital letter, change case 
to lower case and "[s]ignal with brackets." 
 
Rarely your original source will have some sort of mistake within what you 
need to quote.  To make sure your readers know that you didn't make the error, 
use the Latin word "sic" meaning "just as that," italicized with square brackets 
before and after.   
Example: "To mak [sic] the best better." 
 
If the quote in an article is contributed to someone other than the author of the 
article, it is considered an indirect source.  Reflect that in your citation as 
follows. 
Example: Mr. Fish claimed "I have the sovereign right" to make decisions (qtd. 
in Source 4). 
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Formatting Your MLA Paper 

 Title should be in Title Case.  There is no separate title page unless the 

teacher requests one. Every page should be numbered in the upper right hand 

corner with your last name preceding the page number.   

 The entire paper should be typed in New Times Roman, size 12, double 

spaced, with one inch margins all the way around. Justify the paper on the left. 

Do not use hyphens. Indent each paragraph; but do not put an extra space 

between paragraphs. Eliminate orphan lines. Your thesis may be located 

anywhere in introduction, preferably before the end of the second paragraph. 

Use one space between sentences.   

 The last page will be titled Works Cited where you list only the sources 

that you cited in your paper. It is not a list of resources that you consulted 

during research. Format Works Cited by outdenting the first line of each source.  

See the example on the resources page.   

 Your paper final should end up looking something like this. Diana 

Hacker has a great color coded online example listed on the resources page.  Be 

sure to read your paper out loud and have another person proofread it for you. 
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