
MLA DOCUMENTATION 
 

WHY SHOULD YOU DOCUMENT YOUR SOURCES? 
1. To allow readers to locate your sources if they wish to read them for themselves, 
2. To provide support for the position you take on a controversial issue, 
3. To add credibility to your work, 
4. To establish links with the experts in your field of study, and 
5. To acknowledge the work done by others. 
 
WHAT IS A STYLE GUIDE? 
A Style Guide explains how to document (or cite) your sources.  For example, it will tell you... 
 What to include in a list of works cited or in a bibliography, 
  How to document a work with multiple authors, 
 When to use italics, 
 How to use quotation marks and 
 When to spell numbers and when to use numerals 
 
There are many types of Style Guides, including the following: 
  American Psychological Association (APA) 
  Modern Language Association (MLA) 
  Turabian  

  
WHERE DO YOU PROVIDE DOCUMENTATION FOR A SOURCE? 
You document a source in two places:  
 (1) Within your paper when you introduce a quotation, paraphrase information or summarize a passage; and  
 (2) At the end of your paper, providing information that allows your readers to locate the source if they so wish. 
 

I. IN-TEXT DOCUMENTATION 
 
HOW DO YOU DOCUMENT A SOURCE WITHIN YOUR TEXT? 
 
  Author’s  Comma  Open  Three dots (called ellipses)enclosed in brackets indicate an  
  name    quotation marks insert; spaces before and after the middle ellipsis and around the  
      Capital for first brackets .  The omission must not alter the author’s original intent,  
      letter of quote and your own sentence must be grammatically correct. 
 

Tjosvold suggests, “The habit of avoiding conflict [. . .] exacerbates our dilemmas and reinforces the cycle 
of destructive conflict” (3). 

       Period 
   Closed  Page number  
   quotation marks in parentheses 
 
HOW DO YOU DOCUMENT A LONG QUOTATION (MORE THAN 4 LINES)? 
              
  We usually think of anger as a negative force that creates rather than resolves  a  

          conflict and, thus, try to hide or suppress it in order to maintain peace.  However, as  the 

          following passage suggests, it is possible to use anger in positive ways:      colon 

        Anger is a test of conflict.  If managed well, anger contributes to the  

No quotation       productive power of conflict.  Unmanaged anger intensifies conflict and feeds   Double space 

marks for a       more anger and disruption [. . . ].  But the skilled expression of anger can reassert   the quote 

long quote       people’s cooperative reliance on each other and their need to discuss their    

        conflicts. (Tjosvold 128) 

Indent entire  
passage 10 spaces    Period     Author's name and page number  Omission: ellipses in brackets  to indicate an omission 
        in parentheses at the end of the quote  followed by a period  to mark the end of the sentence  



 
HOW DO YOU PARAPHRASE ANOTHER WRITER’S WORDS? 

 Read the passage, 
 Close the book and  ask yourself What is this all about or What point is the author trying to make? 
 In your own words, jot down what you think the author is saying. 
 Check the original passage to make sure you captured the author’s meaning. 
 Note the documentation details so you won’t have to look them up again. 

 

 HOW DO YOU DOCUMENT A PARAPHRASE? 

 
  Give the  author credit for the idea   Put author’s idea into your own words 

       (bold used  here only to show the paraphrase) 
 

Tjosvold reminds us that, when we try to avoid conflict, we usually make a situation worse rather 

than better (128). 

      Include page number to show where you found the original quote. 

 

II. END OF TEXT DOCUMENTATION 
 

HOW DO YOU ARRANGE INFORMATION IN AN MLA REFERENCE LIST? 
  
        
          

1. List sources on a separate sheet at the end of 
your paper.  Give your list the title “Works Cited”. 
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2. Author’s name: surname, first name or 
initial (as given), period 
More than one author: Reverse only the 
first name, separate the names with 
commas join last name with “and”

          
     Works Cited    
          
          
  Cogie, Jane, Kim Strain, and Sharon Lorinskas. “Avoiding the Proofread

           Trap: The Value of the Error Correction Process.” The Writing Ce

           Journal 19.2 (1999): 7-31.      

  Gibaldi, Joseph. MLA Handbook for Writers of Research Papers. 4th ed

           New York: The Modern Language Association of America, 1995. 
  Giltrow, Janet. Academic Writing. 2nd ed. Peterborough, ON: Broadview

  Hutcheon, Linda. “Irony, Nostalgia, and the Postmodern.”  March 28, 20

           University of Toronto English Library. March 28, 2002  

           <http://www.library.utoronto.ca/utel>.   
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. Indent second and 
ubsequent lines 5 
paces 

 
Student Learning Services, Concordia University 
3. Title of article or chapter: open 
quotation marks, title capitalized as 
usual, period, closed quotation 
marks
 
  
 

ing 

nter 

      

.   

   

, 1999. 

01.  

4. Journal: Title underlined and 
capitalized as usual, volume 
number, period, issue number, 
year in parentheses, colon, 
page numbers, period 

 

. Online Posting
ame as for a journ
hen publication w
f organization (if g
ccess, online add
), period 
   
5. Book: Title underlined 
and capitalized as usual, 
period, edition number if 
given ( “2nd ed.”), place of 
publication, colon, 
publisher, comma, year 
(not in parentheses), 
period
: Name and title (the 
al article),  period, date  
as posted, period, name 
iven), period, date of 
ress in angle brackets (< 
    
    
    

7. Note:  Do not  hyphenate a network 
address.  If a break is necessary, make it 
after a slash.  

http://www.library.utoronto.ca/index.html
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