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25 September 2016
[paper title=Topic: thematic + comment/opinion or subtitle]
(example:  Lenses: How We See the World)
In [book or “article title” or whatever source, etc], by_____,  the author presents information about…..] Delete brackets [ ], and replace any material inside them—(and any writing in color)-- with your writing in black type.

For example, quotations with fewer than four lines of prose or three lines of verse are quoted directly in the sentence. Enclose them in quotation marks, followed by the author’s last name and the page or pages of the source from which you are quoting in parenthesis, for example: “inline quotation here” (AuthorLast name [+page number] 31).

Quotations that are longer than four lines of prose or three lines of verse follow different guidelines. Introduce these quotations with a colon:

Start long quotations on a new line. Indent the quote one inch from the left margin. Double-space the lines and omit quotation marks. Reference the source as you would for a shorter quotation. To quickly format a quotation of over four lines or three lines of verse, use the Long quotation style provided in this Microsoft Word template. (author last name + pg or para # only)
MLA guidelines require, that all sources referred to in paper must be listed on a Works Cited page at the end of the paper. Center the title, Works Cited (no bold or UL), and then list sources double-spaced, in alphabetical order by author last name. To format sources, refer to a MLA 7th edition handbook, Purdue OWL, or the list of all 59 options at www.easybib.com  NOT the blue entry bar.

TO AVOID POINTS OFF,  
· AVOID ADDRESSING OR INSTRUCTING THE READER,  e.g. instead of writing “What is work?  make a statement like: “The question ‘What is work?’ can be addressed in several ways. We usually think that work is an activity we don’t enjoy, but it doesn’t have to be that way.” 
· So AVOID ASKING QUESTIONS—that means, don’t send a reader’s attention away from your topic…their answer may not be yours… 
· AVOID USING “YOU,” “YOUR;” INSTEAD USE “I,” “WE,” ETC. OR ”SOMEONE,” “ANYONE,” OR THE NAME OF THE “GROUP,” LIKE “STUDENTS,” ”PEOPLE” OR EVEN “ONE” INSTEAD OF “YOU.”

AFTER REPLACING ALL THIS TEXT WITH THE WRITING FOR THE ASSIGNMENT, CHOOSE “SAVE AS, “ RENAME AND CHOOSE TO SAVE AS .RTF,  A .DOC, OR  .DOCX, AND LEAVE THIS AS  IS, FOR THE NEXT ASSIGNMENT.REFER TO AN MLA HANDBOOK 7TH ED., PURDUE OWL OR TO WWW.EASYBIB.COM FOR MAKING A BIBLIOGRAPHICAL ENTRY. LIST ONLY THE SOURCE(S) YOU HAVE CREDITED IN YOUR WRITING.  SEE NEXT PAGE for examples:
Works Cited

Author’s last name, first name. Title of Book. City: Publisher, Year. [If publishing 

data goes on to another line, it must be indented 5 spaces=Hanging 
indent]

Author’s last name, first name. “Title of Article.” Title of Publication Date 

Published: Pages.

Author’s last name, first name. “Title of Online Article.” Title of Online Publication 
Version (Year Published): Pages. Date Accessed <Web address>.

“Title of Article.” Title of Media. CD-ROM. City: Publisher, Year.

