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When you do research to find information about a topic for a school project or assignment, you 
need to make a list of the different sources you used. There are many different places where you 
can look for information, both in print and electronic sources. Each different source is 
documented in a standardized format. When doing projects, use this guide to help you document 
the sources you use. Here are examples for the most common types of information you will use. 
If you are not sure of what to do, your teacher or librarian can help you.

Important things to Remember:
• Always use a new sheet of paper for documenting sources.
• This page will be the very last page of your project or assignment. 
• The title for this page will be “Works Cited”. This title will be centered at the top of the 

page.
• Always double space your “Works Cited” document.
• The first line of each source begins at the margin of your page. If you need more than one 

line for one entry, the second line must be indented.
• If you use more than one source, put the sources in alphabetical order, based on the first 

word of each different source.

A Book
1. Last name of author, followed by a comma.
2. First name of author, (and middle name or initial) followed by a period.
3. If there is a second author, write the word and instead of adding the period from step # 

2, followed by the second author’s first name, (and middle name or initial).
Then write the second author’s last name, followed by a period.

4. Title of book italicized, followed by a period.
5. The city of publication, (if there is more than one, only write the first one listed) followed 

by a colon [ : ].
6. The name of the publisher, followed by a comma.
7. The year of publication, followed by a period.

Examples of a book with a single author:
L’Engle, Madeleine. Meet the Austins. New York: Dell, 1960.

Twain, Mark. The Adventures of Huckleberry Finn. New York: Grosset and Dunlap, 1948.

Examples of a book with two authors:
Jones, Amy and Tom Smith. My Life as a Teenager. Washington: Benchmark Books, 1992.

McKissack, Patricia C. and Frederick McKissack, Jr. Black Diamond: The Story of the Negro Baseball  
Leagues. New York: Scholastic, 1994.
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An Encyclopedia
1. Title of the article, in quotation marks, followed by a period inside the quotation 

marks.
2. Title of the encyclopedia italicized, followed by a period.
3. Year of edition - followed by ed followed by a period.

Examples:
“Polar Bears.” World Book Encyclopedia. 1999 ed.
“Ladybugs.” Encyclopedia Americana. 1998 ed.

Personal Interview
1. Last name of the person interviewed, followed by a comma.
2. First name of the person interviewed (and middle name or initial) followed by a period.
3. Date of the interview, followed by a period.

Examples:
Smith, John, J. Personal interview. 26 March 2009. 
Benjamins, A.I. Email communication. 30 March 2009.

Internet Sources
1. If available, the last name of the author, followed by a comma.
2. If available, the first name of the author, (and middle name or initial) followed by a period.
3. The title of the article, or, the subject you looked up if there isn’t a title available, in 

quotation marks followed by a period inside the quotation marks.
4. The date that you visited the web site, followed by a period.
5. The address of the web site, in carats (< >), followed by a period (if you cut and paste 

the web site address, you will be sure that you will not have any mistakes in it).

Examples:
“Penguins are Birds.” April 3, 2007. <http://www.kidzone.ws/animals/penguins/facts1.htm>.

DiPaolo, Anthony C. “A Brief Chronology of the Great Pharaohs.” February 12, 2006. 
<http://www.osirisweb.com/egypt/egypt2.html#top>.

An Article from a Magazine or Newspaper
1. Name of the author (if available), followed by a period.
2. Title of the article, in quotation marks followed by a period inside the quotation marks. 
3. Name of the magazine or newspaper, italicized, followed by a period.
4. The date of the magazine or newspaper, followed by a colon [ : ].
5. The page number(s), followed by a period.

Examples:
Sullivan, Darren. “Deadly by nature.” World. June 1998: 29-33.
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