
Three Oaks Brief Guide to MLA Citations and Works Cited 

(Adapted from Purdue Writing Lab) 

When a citation is not needed 

Common sense and ethics should determine your need for documenting sources.  You do not 
need to give sources for familiar proverbs or common knowledge.  

Proverb is defined as short, popular saying of unknown origin. Ex. “Absences makes the heart 
grow fonder.” 

Broadly speaking, common knowledge refers to information that the average, educated 
reader would accept as reliable without having to look it up. This includes: 

Information that most people know, such as that water freezes at 0 degrees Celsius or that 
John A MacDonald was the first Canadian prime minister.   

Information shared by a cultural or national group, such as the names of famous heroes or 
events in the nation’s history that are remembered and celebrated, such as the beaver is Canada’s 
national animal, and Confederation occurred in 1867. 

When a citation is needed 

Cite anything the average person would need to look up. Cite everything that is not your own idea.  Cite 
both quotes and paraphrases. Also, cite personal communications such as e-mails, interviews, or 
conversations with and lectures from teachers if you rely on them for your paper.  

In text Citations 

Use brief references in parentheses (…..) within the paper to indicate where certain ideas or 
words were derived. This citation should include the author's last name and the page number (if 
available) of the reference. The complete citation is then found on the Works Cited page at the 
end of the paper. For electronic resources for which page numbers are unavailable, provide the 
first piece of information listed for that resource in its Works Cited entry (e.g. author, corporate 
author/organization, web page title, etc.). 

  



Examples: 

Documentation of every information source is a matter of ethics, efficiency and authority 
(Lannon 191). 

Note: If the citation is at the end of the sentence, it comes before the closing punctuation. 

Or 

As Lannon states, documentation of every information source is a matter of ethics, efficiency and 
authority (191). 

Note: If the author's name is used in the sentence (called a signal phrase), the page number is all 
that is needed in the citation. 

 

Short quotations 

If a quotation is less than four lines you may include it in the text, enclosed in quotation marks. 
A citation giving the author and page number is then given within the sentence, or in parentheses 
at the end of the sentence before the closing punctuation. 

Examples: 

As Lunsford and Connors suggest, source material should be used sparingly so that your writing 
does not become “a patchwork of quotations, paraphrases and summaries from other people” 
(593). 

Or 

Source material should be used sparingly so that your writing does not become a “patchwork of 
quotations, paraphrases and summaries from other people” (Lunsford and Connors 593). 

  



Longer quotations 

If the quotation you wish to use is over four lines, present it as a block of text, without 
quotation marks, double spaced, with each line indented approximately 1 inch from the left 
margin. Do not further indent the first line of the quotation. Place the citation after the closing 
punctuation. When quoting verse, maintain original line breaks. 

Example: 

As Lunsford and Connors state: 

Exactly how much you should use sources in an essay has to depend on your purpose, 

your audience, and the section of the essay. In general, however, your essay should not 

give the impression of being a patchwork of quotations, paraphrases, and summaries from 

other people. If it does you will have merely accumulated data; you won’t have actually 

presented information in your own way. (593) 

 
  



Works Cited 

General information 

• The Works Cited list is the last page of the paper and should include citations to every 
source of information used in the paper. 

• The title Works Cited should be centered one inch from the top of the page (the first 
line). 

• Use double spacing with the first line of each entry at the left margin and subsequent 
lines with a hanging indent of ½ inch. 

• Arrange the list alphabetically by author's last name or title (ignoring A, An and The) if 
there is no known author. 

• The author's name is reversed for alphabetization (last name, comma, first name). 
• For multiple authors in the same entry, only the first name is in reverse order. Each 

subsequent name is in natural order, placing “and” before the last author. 
• List each of up to three authors. For more than three, give the first author's name, 

followed by the abbreviation et al. (Brown, James, et al.) 
• For a book with an editor, use the editor's name in place of the author's name with the 

abbreviation ed. after the editor's name. 
• Capitalize the first and last words of the title and subtitle and all principal words. 
• Italicize titles of books, periodicals, films, home pages and library databases. 
• Use quotation marks around article titles and web page titles. 
• For publishing information, give the city of publication first followed by a colon, the 

publisher's name and year of publication. Give a brief version of the publisher's name 
(e.g. Erlbaum rather than Lawrence Erlbaum Associates). 

• Each element (author, title and publication information) is separated by a period. 

 

  



Print Sources 

Book with one author:

 

Book with two or three authors: 

Neville, Tina M., Deborah B. Henry and Bruce C. Neville. Science and Technology Research: 
Writing Strategies for Students. Lanham: Scarecrow Press, 2002. Print. 

Note: Only the first author's name is inverted. 

Book with more than three authors: 

Boyne, Martin, et al. Thinking It Through: A Practical Guide to Academic Essay Writing. 
Peterborough, ON: Academic Skills Centre, Trent University, 2005. Print. 

Note: If more than three authors are given, use the abbreviation et al. after the first author. 

Book with an editor: 

Whitaker, Jerry C., ed. The Electronics Handbook. Boca Raton: CRC Press, 2005. Print. 

Book with a group author/organization as author: 

Culinary Institute of America. At Your Service: A Hands-On Guide to the Professional Dining 
Room. Hoboken: Wiley, 2005. Print. 

 

 

 

 

 



Article in a journal: 

 

Article in a newspaper: 

Tetley, Deborah. “Thousands Still Homeless in Alberta.” Calgary Herald. 21 Sept. 2002: A2. 
Print. 

Note: When giving dates, abbreviate all months except May, June and July. 

 

  



NON-Print Sources 

If you do not have all the required information for an online source, cite what is available. 
If you do not see your source type, go to Purdue Owl and look it up!  

DVD: 

Juno. Dir. Jason Reitman. Perf. Ellen Page and Michael Cera. Fox Searchlight Pictures, 2007. 
DVD. 

Note: If relevant, include performer names after the director name. 

Documentary found online:  

Martin, Brian H., dir. The Man Who Shot the Great War. Prod. Dermot Lavery. BBC, 2014. Web. 5 Dec. 
2014 

Streaming videos: ie. YouTube Clips 

Mobile App Development and Deployment. Films for the Humanities and Sciences, 2012. Films 
On Demand. Web. 30 Nov. 2012. 

Matsamas, Terry. “Plumbing Advice: Threading a Pipe Fitting.” Online video clip. YouTube. 
YouTube, 27 Jan. 2012. Web. 30 Nov. 2012. 

Webpage (part of a larger site): 

With Author 

Martin, Sara. "Women and WWI." 22 August 2009. firstworldwar.com. Web.  05 December 2014. 

With Organization as Author 

BBC . "The Many Battles Faced in WW1's Nurses." 01 April 2014. BBC News. Web. 05 December 2014. 

With No Author 

“About WestJet.” WestJet. WestJet, n.d. Web. 31 Nov. 2012. 

Homepage: 

WestJet. WestJet, n.d. Web. 31 Nov. 2012. 

Note: MLA style no longer requires that URLs be included in Works Cited entries. 

 

 



Article in an online journal: 

Beall, Jeffrey. “Metadata and Data Quality Problems in the Digital Library.” Journal of Digital 
Information 6.3 (2005): n. pag. Web. 2 May 2012. 

 

Article in a journal from a library database: aka Ebsco or Sweet Search 

 
 
 
 
 
  



Sample Works Cited 

“About WestJet.” WestJet. WestJet, n.d. Web. 31 Nov. 2012. 

Beall, Jeffrey. “Metadata and Data Quality Problems in the Digital Library.” Journal of Digital 
Information 6.3 (2005): n. pag. Web. 2 May 2012. 

Boyne, Martin, et al. Thinking It Through: A Practical Guide to Academic Essay Writing. 
Peterborough, ON: Academic Skills Centre, Trent University, 2005. Print. 

Buckley, Joanne. Fit to Print: The Canadian Student's Guide to Essay Writing. 4th ed. Toronto, 
ON: Harcourt, 1998. Print. 

Culinary Institute of America. At Your Service: A Hands-On Guide to the Professional Dining 
Room. Hoboken: Wiley, 2005. Print. 

Cleland, Jane. Business Writing for Best Results: How to Create a Sense of Urgency and 
Increase Response to all your Business Communications. New York: McGraw-Hill, 
2003. ebrary. Web. 23 June 2012. 

Ellis, Elmo Israel. Opportunities in Broadcasting Careers. Rev. ed. Chicago: VGM Books, 2005. 
Print. 

  



Using the Reference Tool on Word 

Place your curser where you want the citation to go.  Be sure to place it before 
the end punctuation. 

Go to the Tool Bar and Click on References (next to Page Layout).  Directly under 
the References tab, click on the pull down menu labelled Style.   

Click on MLA (7th Edition if you are using an older version of Word).  

Click on Insert Citation.  Then click on Add New Source.   

Under Type of Source, use the pull down menu to select the appropriate type.   

Fill out the required fields. Be sure to put the last name of the author first.  Use 
capitalization.  Do not put extra periods after each field. Click on okay.   

If you are citing a print source, you need to add a page number.  Right click on the 
citation, and go to Edit Citation, then add pages in the field bar.   (Barrett 2-5) 

After you add each different source, and you need the same citation again, then 
you can simply click on Insert Citation and then add your source, which is already 
prepared for you. 

When you want to add your Works Cited page, go to a new page at the end of 
your paper.  Go to the pull down menu labelled Bibliography, and change it to 
Works Cited.   Then you will need to move the title to the centre of the page and 
change the font colour to black.  You will need to press Enter once after the title, 
to create a space between the title and the first entry.   
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