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Sometimes for school, you need to find information in order to do an assignment, for example, a 
book report or a project. There are two types of information: Print and Electronic. Print 
information is information you find in a book, magazine, newspaper, or other type of document 
that is actually written on paper. Electronic information is information you find on the internet, 
on a CD Rom, or another source where the information is not actually printed on a piece of 
paper. It is very important that your report or assignment includes a list of where you found the 
information that helped you learn about your topic.  This is called “Documenting your Sources.” 
There are very specific ways that this is done. This guide gives examples for you to follow. Your 
teacher or librarian can help you if you are not sure about what to do.

Important things to Remember:
• Always put your list at the very end of your project or assignment.
• The title for your list of sources is “Works Cited”, which will be centered on the page.
• Always double space your Works Cited.
• If you used more than one source,  put the sources in alphabetical order, based on the first 

word of each source.

A Book
1. Name of the author(s), followed by a period.
2. Title of the book, italicized, followed by a period.
3. Copyright date, followed by a period.

Examples:
E.B. White. Charlotte’s Web. 1952.
Janet and Allan Ahlberg. Each Peach Pear Plum. 1978.

An Encyclopedia
1. Name 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. Date of the edition, followed by a period.

Example:
“Butterfly.” The World Book Encyclopedia. 2005.
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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:
Darren Sullivan. “Deadly by nature.” World. June 1998: 29-33.

Internet Information
1. If available, the name of the author, followed by a period.
2. The subject you looked up, or the title of the article that you read, in quotation marks 

followed by a period inside the quotation marks.  
3. The date of your visit to the web site, followed by a period.
4. 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).

Example:
Bill Arnett. “Saturn.” January 26, 2006.  

<http://www.omplace.com/omsites/discover/NARWHALE/narwg.html>.
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