A Guide to Citing Works at the Jewish Day School

When you create a research paper, PowerPoint presentation, or other research project, you need to cite your sources in a bibliography or a works cited page. Both are lists of the books, videos, Internet sites, and other sources in which you found your information. 
Whenever you consult a source for your research, you need to keep track of the bibliographic information: the information you will need in order to find that source again, and to list it in your bibliography or works cited page. A good rule of thumb is to write down the citation information before you put down the book you are using. If you are online, cut-and-paste the citation information into a separate document before logging off.
Below, you will find citation formats for most of the resources you will encounter in the course of your research. If you are not sure how to cite a work after consulting this guide, check the “Links to More Information” at the end, or ask your teacher or librarian.

What is the Difference between Bibliography and Works Cited?
· A bibliography is a list of all the sources you have consulted in preparing your paper, whether or not you have cited them in your text. 
· A works cited page simply lists the sources you cited in the body of your paper or project. 
· Ask your teacher which one is required for your project.
Punctuation, Spacing, and Abbreviations

· Always underline the title of the work cited (except for a short story, or article within another work – these have quotation marks around them).

· Alphabetize by the author’s last name. If there is no author, alphabetize by title (ignore "A," "An," or "The" if it starts the title). Unless your teacher requests it, do not list your sources according to medium or type of source, but by alphabetical order alone.
· Always indent the second or third lines (5 spaces).

· Always double space each line in research paper (including works cited page or bibliography). 

· Leave 1 space after commas and 2 spaces after periods and colons, except when the period is for an abbreviation.
· When citing dates, write the day first, then the month, then the full year. Abbreviate the month [except for May].

Citation Formats for Commonly-Used Resources:
Books: 

Book with One Author
Author (last name first).  Title.  City where book is published:  Publisher, copyright date. 

Example:   Cohen, Daniel.  Civil War Ghosts.  New York:  Scholastic, Inc., 1999. 

Book with Two or Three Authors:

Author 1 (last name first) and Author 2 (first name first).  Title.  City where book is published:  Publisher, copyright date.

Example:
Hansen, Joyce and Gary McGowan.  Breaking Ground, Breaking Silence:  The Story of New York’s African Burial Ground.  New York: Henry Holt & Co., 1998.

Book with More than Three Authors or Editors:
Author 1 (last name first), et al., eds [if applicable].  Title.  City where book is published:  Publisher, copyright date.
Example:

Elkington, John, et. al.  Going Green: A Kid’s Handbook to Saving the Planet.  New York:  Viking, 1990.

Single Piece (Poem, Story, or Article) from an Anthology of Several Authors’ Works:
Author of Piece.  “Title of Piece.”  Title of Book.  Ed. Editor of Book (first name first).  City where book is published:  Publisher, copyright date.  Page number(s) of cited piece.
Example:

McNaughton, Colin.  “Transylvania Dreaming.”  Miles of Smiles: Kids Pick the Funniest Poems, Book #3.  Ed. Bruce Lansky.  New York:  Scholastic, 1998. 92-93.

Single Piece from an Anthology or Collection of Works by One Author:

Author [last name first].  “Title of Piece.”  Title of Book.  City where book is published:  Publisher, copyright date.  Page number(s) of cited piece.

Example:

Twain, Mark.  “The Diary of Adam and Eve.”  Mark Twain’s Best.  New York:  Scholastic, 1962.  47-77.
Print Reference Works and Periodicals: 
Encyclopedia Article (Including Biographical and Other Encyclopedias):
Author of article if listed (last name first).  “Title of Article.”  Title of Encyclopedia.  Year.

Example:   Scruggs, Otey M.  “Harriet Tubman.”  World Book Encyclopedia.  1999.

Note: If initials only are given, check the front of the volume for an index of authors which will give the author’s full name.

Magazine Article:

Author if listed (last name first).  “Title of Article.”  Title of Magazine Date:  Pages.

Example:  

Linford, Lloyd.  “When General Grant Lost His Cool.”  Cobblestone Oct. 1982:  20-21.

Newspaper Article:
Author if listed (last name first).  “Title of Article.”  Title of Newspaper  Date:  Section & Page(s).
Example:
Vecsey, George.  “Building for the Future, Unearthing Ancient Past.”  New York Times 18 Jun. 2003:  D1+.
Unsigned Newspaper Editorial:
“Title of Editorial.” Editorial. Title of Newspaper  Date:  Section & Page.

Example:
“A Homeland for Peace.” Editorial. Seattle Times 17 Aug. 2001:  B6.
Multimedia and Other Resources:

Video, Film, or Slides:

Title.  Format.  Producer, Year.  Program Time.

Example:
Abraham Lincoln.  Videotape.  Atlas Video Library, 1990.  35 min.

Radio or Television Show:
“Title of Individual Show.”  Title of Series.  Producer [if available].  Network or Station, Date.

Example:

“The Vikings.”  NOVA.  WGBH Boston.  PBS, 9 May 2000.
Interview:

Name of person interviewed [last name first].  Description of Interview [Personal or Telephone Interview].  Date.

Example: Glickman, Miriam.  Personal Interview.  15 Dec. 2002.
Online & Electronic Resources:

E-mail Message:

Author of e-mail [last name first].  Date e-mail was sent.  “Title or Subject Line of E-mail.”  E-mail to the author.  Date e-mail was accessed.

Example: 
Arad, Yael.  10 Apr. 2003.  “Information About Me.”  E-mail to the author.  15 Apr. 2003.
CD-ROM:

“Title of Article.  [if applicable]” Title of CD-ROM.  Edition [if applicable].  CD-ROM.  City where CD-ROM is published:  Publisher, copyright date. 

Example:
“Steerage.”  The Ellis Island Experience.  CD-ROM.  Cary, NC:  South Peak Interactive, 2000.
Work from an Online Subscription Service (i.e., ProQuest):

Author. “Title.”  Magazine Title.  Date:  Page #s.  Subscripton Service Title & Subscripton Holder.  Date accessed <web address>

Example:

Maughan, Shannon.  “The Harry Potter Halo.”  Publishers Weekly.  19 July 1999:  92. ProQuest, Jewish Day School, Bellevue, WA.  3 Feb. 2003 <www.umi.com/pqdauto>
Article in Britannica Online:

“Article Title.”  Title of Reference Source.  Version Number or Year.  Sponsoring Organization.  Date Accessed <www address>

Example:
"Iron."  Britannica Student Encyclopædia.  2003.  Encyclopædia Britannica Online School Edition.  04 Mar. 2003  <http://school.eb.com/eb/article?eu=43753>.
Article in Encyclopedia Judaica:
Author of article if listed [last name first].  “Title of Article.”  Title of Reference Source.  Version Number & Date of Publication.  Sponsoring Organization.  Date Accessed.
Example:
Roth, Cecil.  “Inquisition.”  Encyclopedia Judaica CD-ROM Edition.  Version 1.0. 1997.  Encyclopedia Judaica.  3 Apr. 2003.
Article in Encarta:
 “Title of Article.”  Title of Reference Source.  Version Number.  Sponsoring Organization [includes date of publication].  Date Accessed.
Example:
“Israel.”  Encarta Encyclopedia.  Version 11.0.0809.  Microsoft Encarta Reference Library 2002.  3 Nov. 2003.

Web Pages:
Use, in this order, as many of these items as are relevant and useful for clearly identifying the source document. The list is long not so that you will include all of it in every reference, but because Web page content and format very so widely.

Note: you will normally be using only about 5 or 6 of the items below.

	1. Author or editor's last name, then first name.

2. Title of the article in quotation marks (could also be a poem, short story, or a short work within a scholarly project, database, or periodical).

3. Site name or site section that has collected the articles, or book title, either underlined or italicized.

4. Editor or compiler's name (if not used in No. 1 above).

5. Publication information for the printed version, if such exists. (Use the appropriate Periodical date: pages format for printed sources described below.)

6. Title of Web site (if No. 3 is a site section), project, or database. Use Home Page if no title.

7. Editor of the Web site or project or database, if any.

8. Version number, volume number, issue, or other identifying number.

9. Date of publication, posting, or modification. (In Netscape, use "View," "Page Info" to get a "Last Modified" date if no date is given in the article itself.)

10. Total pages, sections, or paragraphs if numbered.

11. Name of corporation, organization, or institution sponsoring Web site. (Note that the URL will usually contain the organization's name or initials or short form and thus help you determine the name to use here.)

12. Date when you accessed the site (without a period following it).

13. URL of the document <in angle brackets> followed by a period.


Examples of Typical Web Sites:
General:

Last name,  First name.  "Article Title."   Site Name.   Article date.  Organization Name.   Date of access.  <URL>.

Example:

Schuster, Alan.  "Spa and Hot Tub Chemical Questions."  Ask Alan.  18 Aug. 1998.  Aqua-Clear Industries.  10 Oct. 1998  <http://www.aqua-clear.com/alan/aa9.htm>.

With no author and no page date:

“Article Title.”  Site Name. Organization Name. Date of access. <URL>
Example:
"Newborn Feeding."  Welcome to Gerber.  Gerber Corporation. 18 Oct. 1998 <http://www.gerber.com/phases/newborn/feeding.html>.
With the Web site name the same as that of the organization (no organization name is specified):
Last Name, First Name. “Article Title.”  Web Site/Organization Name.  Article date. Date of access. <URL>.
Harris, Robert.  "Evaluating Internet Research Sources."   VirtualSalt 17 Nov. 1997.  17 Oct 2000. <http://www.virtualsalt.com/evalu8it.htm>.
Site with no site name:

Last name, First name.  "Article Title."  Home Page.  Article date.  Date of access.  <URL>.
Example:
Zitron, Lizz. “The Goddess is In.” Home Page. 1997. 19 Jan. 2003. <http://www.geocities.com/Wellesley/1854/goddess.html>.
Site with page, paragraph, or section numbers:
“Article Title.”  Site Name.  Date. Section Name or Number. Organization Name. Date of access <URL>.

Example :

"The Ahwahnee Principles."  The Center for Livable Communities.  18 Aug. 1997.  23 Principles.  Local Government Commission.  18 Oct. 1998 <http://www.lgc.org/clc/ahwan.html>.

Links to More Information:
Electronic Sources: MLA Style – The Write Source

http://www.thewritesource.com/mla.htm
Noodle Tools: Practicing Citing Sources with MLA Bibliographic Form

http://www.noodletools.com/quickcite/

Citing Your Sources: from North Junior High School Library, Boise, Idaho

http://www.sd01.k12.id.us/schools/north/libmla.htm
Colorado State Writing Center: Creating In-Text Citations Using MLA Style

http://writing.colostate.edu/demos/mla_intext/
Works Cited Documentation Samples: Teague Jr/Sr High School Library, Teague, Texas

http://www.esc12.net/teagueisd/mlasources.htm
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