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First Page (and body of paper) 
 

 

 

4. Set margins to 1 inch on 

all sides (default) 

1. Double-space all text, 

including your “Works Cited” 

page at the end 

3. Indent the first line of 

every paragraph (use TAB) 

2. Leave only 1 

space after 

periods 

6. Put quotation marks 

around direct quotes and 

provide the citation at the 

end of the sentence, 

outside the last quotation 

mark 

7. Italicize book titles 

8. A direct quote over four 

lines must be set off by 

indenting 10 spaces (tab 

twice). Provide the citation 

after the period.  

5. Provide a parenthetical 

citation when you 

summarize or paraphrase 

information from a source 
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Works Cited Page 

 

  

 

9. The “Works Cited” page is a list 

of all the sources cited in your 

paper. It is always the last page. 

Sources should be alphabetized by 

the first letter in the citation. 

13. Anthology or 

Compilation of signed 

essays 

15. Book with one 

author 

14. Article from 

database 

12. Entire website 

vs. Single page on 

website 

18. EBook – Signed 

article from a 

reference source 

17. Anonymous article 

vs. Signed article in a 

reference source 

16. More than one 

author 

11. Indent (tab) the second 

line of each citation 

19. Always include “Web” or 

“Print” as an indication of 

format 

If “Web,” include date of 

access 

10. Header includes your last name and 

page number. (No header on first page.) 


