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When quoting material, always introduce the quote “with words of your own; never leave a quotation standing as a complete sentence” (Rashley 34).  Use parenthetical citations as just demonstrated, giving first the author’s name “then the page number with no comma, as I just did” (12).  If you use only one author, one citation at the beginning will suffice; you may also cite Williams within your text and then give the page number only parenthetically (3).  Generally speaking you won’t want to use page numbers in your text:  not “on page 3,” but Williams writes blah blah blah (3).  If you’re discussing two or more authors or works, be sure to indicate at all times which one you’re discussing, either within the body of the text or in parenthetical cites.  And keep in mind that anytime you use quotes, even from our class textbooks, you need to provide a works cited for the paper.  See your writing text for formats, and me for questions.


If you are quoting a passage of four or more prose lines, you should indent the quote as I’ve done below:

Notice that you use no quotation marks to indent a long quotation and that the indentation is at least 10 spaces (your tab setting should be 5 spaces).  Then at the end of the quote, cite your material, putting the period before the citation, unlike a quote in the text.  Note also the use of the colon above as one way to introduce the passage; colons are very handy.  (Hammond 12)

You can also use “she writes, he remarked,” and other comparable phrases to introduce quotations.


Quotations of poetry should also be indented if they are three or more lines.  If you quote only two lines, they should be integrated within your sentence:  “Whose woods these are I think I know / His house is in the village though” (Frost 1-2), with the line numbers cited, not the page number; notice the slash mark, spaced before and after, that indicates a line break.  But the longer quotation should exactly reproduce the form of the poem on the printed page (including any spacing, punctuation, or capitalization anomalies):

The woods are lovely, dark and deep,

But I have miles to go before I sleep,

And miles to go before I sleep.  (Frost 13-15)

You should also cite page or line numbers if you’re simply paraphrasing a quotation—if, in other words, the information that you’re giving from the text is not a direct quote, but a rephrasing in your own words.  So Frost explains that he still has a long way to go and cannot stop to watch the woods (13-15).  These methods of quotation apply to any written work you do for this class.


Note that you should also “include ‘quoted material within a quote’ ” in single quotation marks.  Within a block quotation, those marks will remain doubles, since no quotation marks need enclose a block quote.


In terms of standard grammatical and organizational matters—look for problems with verb tense, fragments, overuse of “be” verbs (is, are, were, was, being, etc.).  In terms of style, use strong subjects and verbs, which should always be the heart of the sentence, and work for variety of sentence structure.  The Academic Success Center can be helpful with this kind of material, and I’m also glad to give you a hand with any part of your paper composing, from generating ideas to editing for stylistic or grammatical concerns.
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See Diana Hacker’s A Pocket Style Manual for more information on how to write bibliographic entries.  You’ll ordinarily put your works cited list on a separate page (unless you only have one or two entries and loads of space at the bottom of your last page, in which case, include it on the same pages as I’ve done here). 
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Every paper should have a title, and the more interesting, the better.  





Quotations 4 lines or longer are called block quotes.  





To insert a header with your last name and the page number in Microsoft Word, go to View > Header and Footer, type your name and click the # symbol on the toolbar—finally click the Align Right button.





Any paper citing sources must include a Works Cited page, even if the only source you reference is the literary work you’re writing about. 





Your paper should look just like this (only without the boxes!):  1 inch margins, 12 point Times New Roman font, double spaced.  








