
The Robert College Guide to Quotation and Citation 
following Modern Language Association (MLA) format.  

 
When you are asked to write your work in MLA style, each source cited in the text must appear in the 
reference list or bibliography, and each source in the reference list must be cited in the text. 
 
You need to cite your source when you quote the exact words which someone else has said or written. If 
you do not cite your source, you may be accused of plagiarism. Plagiarism is a serious form of cheating: it 
is passing somebody else's work off as your own. Plagiarism may be a criminal offence, and you may never 
be believed again if you are discovered doing this. If you copy someone else's work without their 
permission and the piece is published, then you are committing a breach of copyright and this is a criminal 
offence. 
 
When you use the exact words used by a source, you show that these are someone else’s exact words 
by enclosing them in “quotation marks” OR, if the quotation is longer than 4 typed lines, start the 
quotation on a new line, indent the full quotation but do not use quotation marks. 
 
If your quotation is not complete and you leave out some of the original words, use . . . an ellipsis. If you 
use your own wording inside a quotation, perhaps to make better sense of a connective, put your word/s in 
(parentheses). 
 
It is also necessary to cite your source when you are paraphrasing or summarising someone else's work or 
ideas;  it is definitely a mistake to pass their ideas off as your own. In fact, you can strengthen an argument 
by pointing to a well known person or a published author who thinks as you do!  As you are not quoting the 
exact words used, you should NOT use quotation marks. 
 
You signal that this piece (thought, sentence, paragraph, table, illustration whatever) is not your 
own by introducing the material with a signal phrase which includes the author’s name, or by 
finishing that material with a parenthetical citation. There are examples of these in action in the next 
few pages. Make it clear where the borrowed material starts and finishes. Quotation marks do this. New 
paragraphs can do this. An opening signal and a closing page number will also do this. 
 
Remember, anything NOT signalled as borrowed from somebody else is taken to be your own work. 

 
You do not have to cite your source when the ideas used are common knowledge, for example:  

The United States of America is one of the richest countries in the world today. 
But if you are not sure whether this is common knowledge, play safe and cite your source. 
 
 

======================================================= 
 
MLA style uses an author-page method of citation. The author's last name and the page number from 
which the quotation or paraphrase is used must appear in the text, and a complete reference should be 
included in your reference list. Include just enough information to distinguish between different works by 
the same author and/ or between authors with the same name. If it is not possible to give a page number, as 
when you are citing an electronic document or when the idea is general throughout the original work, then 
it is acceptable to give only the author. 
 
When you use a table, illustration, diagram or similar, put a title at the top and give the full details of the 
source at the foot; label your tables as Table 1, Table 2, etc. and all other illustrations as Fig. 1, Fig. 2, etc.. 
 Note that when you cite the source, there are some differences to the style used in the Reference List. 



Examples 
  
There are several ways of citing your source and noting the page.  The examples below show some of 
these different ways.  Note when quotation marks are used and when they are not used; note the use 
of parentheses and ellipses.   
 
The full references are given amongst the examples in the Bibliographic Citation guide above. 
 
 
Blitzer suggests that at the start of the 17th century, the kingdom of Bohemia was the most valuable part of 
the Holy Roman Empire (31). 

The signal is Blitzer suggests…; the end of the borrowed material is signalled by the (page  number). 
 
It could be that there is no one easy quick-fix for dealing with stress (Barber 236). 

The signal is in the closing parentheses, (Barber, page 236). 
 
It need not be negative.  "Keep people stretched, give them as much responsibility as they can handle, 
allow them discretion and the space to make decisions, and they will feel no need to use their negative 
power; they will have plenty of the positive kind" (Handy, Inside... 120). 

As in the previous example, the signal is in the closing parentheses.  Handy is used at least twice, from two 
different source; this particular quotation is taken from Inside Organizations: 21 Ideas for Managers,  
page 120.  

 
Handy points out the danger: "Close teams can become closed teams" (Inside... 130). 

The signal is Handy points out … . Handy is now seen as an expert – when the person cited is signalled at 
the start of the material borrowed, there is greater weight on that person, there is more authority.  The 
closing parenthetical citation Inside Organizations: 21 Ideas for Managers,  page 130 allows the reader 
to find the quotation within the book. 

 
But there are drawbacks.  “The problem is there is no reasonable device to read these digital textbooks on, 
as it can be hard to read and follow textbooks on a laptop. This is why many believe the Kindle will be a 
hit on college campuses, assuming many take a following to digital textbooks” (“Where to Download…”) 

The quotation comes from the article “Where to Download Textbooks”. There is no author. The quotation 
marks show that these were the exact words used. 

 
World Book Online might not offer technical support in some parts of Asia, but as Kitterer points out, 
technical support is probably not needed for many web applications. 

Kitterer might have mentioned World Book Online, but she is named as making the point about technical 
support not always being needed (in remote areas). IF Kitterer had mentioned World Book Online as a 
specific example, the sentence would probably have read “Kitterer points out that World Book Online…” 

 
One of the myths which Wolff investigates is the notion that if an image is found in a Google search then it 
is in the public domain and can be freely used.  She makes clear that this is not so (slide 2). 

The signal is “Wolff investigates… ” and it is slide 2 of the downloaded file. 
 
In the Wellesley College study, the majority of students said they know that information found on the 
Internet may be unreliable, yet few students made any effort to verify the information they found  (Graham 
and Metaxas). 

The signal is in the closing parentheses: Graham and Metaxas make a point based upon (one of) the results 
of the Wellesley College study. 

 
 
 



In the Decca recording of Rachmaninoff’s 1st and 3rd Piano Concertos, Ashkenazy seems to have at least 
four hands. 

The writer is talking about the pianist, Ashkenazy, rather than about the composer, so Ashkenazy will be the 
lead-in in the full reference in the Reference List. 

  
Bernstein may be best known for West Side Story and On the Town, but his comic genius really shines in 
Wonderful Town.  In this musical, we can see influences from opera, from comic opera, from stage and 
film musical, and something which seems to be wholly Bernstein…  

Bernstein is seen as the important personage, so will be the lead-in in the full reference in the Reference List. 
As it is the musical in general rather than a particular performance, there is no mention of the performers, 
the orchestra, etc. 

 
OR 
Rattle leads enthusiastically; he brings out the best in the orchestra, the singers, and the audience too. The 
show ends with singers, audience and even some of the orchestra dancing the conga through the 
auditorium. Wonderful Town, wonderful experience! 

It’s the same musical, but this time Rattle is the subject of the essay – or at least this part of it - so will be the 
lead-in in the full reference in the Reference List. 

 
OR 
Ruth, as played by Kim Criswell, is blousily reflective in “100 Ways To Lose A Man,” but it is the 
“Conga” which is the showstopper. Here, reporter Ruth is assigned to find out what the visiting Brazilian 
sailors think about issues in American politics;  all they want to do is learn the conga!  The contemporary 
references are cleverly made, and even if the modern audience has no idea of the contemporary context it 
matters not. This is one of Criswell’s finest performances. 

Again the same musical, but this time Criswell is thesubject of the essay – or at least this part of it - so will be 
the lead-in in the full reference in the Reference List. 

 
If the full essay – or at least this part of it - is about this particular performance of Wonderful Town, there 
would probably be just one reference to it, probably headed by Bernstein, the composer. 
 
Literacy means that people can read; it does not necessarily mean that they do read: 

We have a nonreading syndrome (in Turkey). A nation  of more than 60 million 
with a literacy rate of 80% could be expected to re ad more. Total newspaper 
circulation has remained virtually unchanged in 25 years. Book sales have 
barely increased. The annual number of titles publi shed has gone down . . . The 
government has opened more than a thousand local pu blic libraries. Yet reading 
is lagging (Halman 898).  

 
Table 2: Relative size of planets and distance from the Sun. 

 Mercury  Venus Earth Mars Jupiter Saturn  Uranus Neptune Pluto 
Equatorial radius 
(Earth=1) 

0.382 0.949 1.000 0.532 11.209 9.449 4.007 3.883 0.180 

Mean distance from 
sun (AU) 

0.387 0.723 1.000 1.533 5.203 9.539 19.191 30.061 39.529 

 
Source: J. Kelly Beatty and Andrew Chaikin; The New Solar System, 3rd ed  Cambridge, MA: Sky 
Publishing, 1990; 289. 

 
 
 
 
 
Fig. 2. Richard Dadd; “The Fairy Feller's Master-Stroke” (1855-64); 
Oil on canvas, size 21.25 x 15.5 inches Tate Gallery, London; Web; 20 Apr. 2008. 



The Robert College Guide to Bibliographic Citation 
following Modern Language Association (MLA) format (edition 7).  

 
The MLA Handbook for Writers of Research Papers 7th edition  has several hundred rules which attempt to cover every 
possible situation. This sheet lists only the most common situations, but you may be able to work out how to cite in situations not 
covered here. Most important is that you attempt to cite your work, and that you attempt to be consistent. Not citing your sources 
could lead to accusations of plagiarism.  If you need help, ask a teacher or a librarian. 
 
The bibliography in a paper formatted in MLA style is more properly a REFERENCE LIST  of titles referred to in the paper. 
Each source cited in the essay must appear in the reference list, and each source in the reference list must be cited in the text.  
 
Books: authors, editors, translators 
 
If your bibliography includes more than one book by the same author, list them in alphabetical order of title (ignoring initial 'A'or 
'The'); use three hyphens and a period the second time. List multiple authors in the order used on the title page; only the first 
named is inverted. If there are four or more authors, list only the first followed by et al (and others). If the book has been edited, 
translated or compiled, use the abbreviations ed., tr., or comp. as appropriate.  
 
If the work is published by or on behalf of a corporate entity and with no named author, you can use the name of the 
organization or agency instead.  If no author is listed, use the title (or the first few words) instead. 
 
Barber, E. J. W. Women’s Work: The First 20,000 Years. New York: Norton, 1994.  Print. 
 
Barber, Roger. Managing People. London: Kogan Page, 1989. Print. 
 
Beatty, J. Kelly and Andrew Chaikin. The New Solar System. 3rd ed. Cambridge MA: Sky, 1990. Print. 
 
Dawkins, Richard. The Selfish Gene. 30th Anniversary ed. Oxford: Oxford UP, 2006. Google Book Search. 

Web. 3 Sept. 2009. 
 
Dunn, Rita and Kenneth Dunn. Teaching Students Through Their Individual Learning Styles: A Practical 

Approach. Boston: Allyn & Bacon, 1978. Print. 
 
Handy, Charles B. The Age of Paradox. Boston: Harvard Business School, 1994. Google Book Search. 
 Web. 3 Sept. 2009. 
 
  ---. Inside Organizations: 21 Ideas for Managers. London: BBC, 1990. Print. 
 
Kuntzsch, Ingrid.  A History of Jewels and Jewellery. Tr. Sheila Marnie.  New York: St. Martin's P, 1981. 
 Print. 
 
Lipsey, Richard G. et al. Microeconomics.10th ed. New York: Harper Collins, 1993. Print. 
 
 “To Your Health (book reviews).”  20 Dec. 2005.  Pacific Northwest Convergence. Web. 21 Dec. 2005. 
 
Wallen, Norman E., and Jack R. Fraenkel. Educational Research: A Guide to the Process 2nd ed. San 
 Francisco: San Francisco State U, 2001. Print. 

 
Wallen, Norman E., and Jack R. Fraenkel. Educational Research: A Guide to the Process 2nd ed. San 
 Francisco: San Francisco State U, 2001. Questia. Web. 9 Sept. 2009. 
 
World Health Organization. “What is the Deadliest Disease in the World?”  Ask an expert : online Q&A. 
 22 June 2005. Web. 21 Dec. 2005. 
 
 



Books: volume in a series, source within a source (when using several pieces from a single 
collection, you may use a short reference for each individual piece, and cross reference to the full collection.)  

 
Blitzer, Charles. Age of Kings. Amsterdam: Time-Life International, 1969. Print. Great Ages of Man. 
 
Herriot, Peter. "The Selection Interview." Psychology at Work, 3rd ed. Ed. Peter Warr. London: Penguin, 

1987. 139-177. Print. 
 
Leeson, Robert. “Ten Golden Rules.” Powling 215-216. 
 
Meek Margaret. “The Limits of Delight.” Powling 27-31. 
 
Powling, Chris, ed. The Best of Books for Keeps: Highlights From the Leading Childrens’ Book Magazine. 

London: Bodley Head, 1994. Print. 
 
Tucker, Nicholas. “My Affair With Judy.” Powling 177-181. 
 
Encyclopedia articles, signed and unsigned (Many teachers do not normally allow the use of Wikipedia 
– or any other encyclopedia – as a source. However, there may be times, as when discussing Wikipedia, when it has 
to be used and cited!) 
 
"Abraham Lincoln." Wikipedia, The Free Encyclopedia. 8 Aug. 2009, 21:32 UTC. Web. 8 Nov. 2009. 
 
Boritt, Gabor S. "Lincoln, Abraham" The World Book Encyclopedia 1999 ed. Print. 
 
"Lincoln, Abraham." Compton's Encyclopedia and Fact Index.1988 ed. Print.  
 
Newspapers, magazines and journals, newsletters: ar ticles with and without named 

author/s  
 
Barber, Michael. "Born To Be Better." Times Educational Supplement 18 Mar. 1994: 19. Print. 
 
Halman, Talat S. "From Babylon to Liberspace". American Libraries 26 (1995): 895-898. Print. 
 
“Health : the facts.” New Internationalist 272.  1995. Web. 20 Dec. 2005. 
 
"Minister Announces Cuba Y2K-ready." Radio Rebelde, Havana report, originally in Spanish, as provided 

by BBC Worldwide Monitoring, 15 December 1999. Global NewsBank. Web. 23 Dec. 1999. 
 
Nielsen, Jakob. "Voodoo Usability." Alertbox 12 December 1999. Web. 13 Dec. 1999. 
 
Scandura, Jani. “Deadly Professions: Dracula, Undertakers, and the Embalmed Corpse.” Victorian Studies 
 40 (1996) n. pag. Questia. Web. 8 Sept. 2009. 
 
"Teltech Tales." Economist 26 June 1993: 98-99. Print. 
 
Walters, Joanna. “All American Trouble.” GuardianOnline. Guardian14 Mar. 2006. Web. 16 Aug. 2009. 
 
Interviews: personal, published, broadcast. 
 
Aybars, Ersin. Personal interview. 7 Jan. 1999. (Translated by the writer.) 
 



Kelly, Maura. "Not Part Of A Pair: Kelly Number Two."  With Zerrin Aktuna. Bosphorus Chronicle 
 Jan. 2000: 6. Print. 
  
Wallace, Mike. Interview. Larry King Live. CNN, Atlanta. 23 Dec. 1999. Television. 
 
Movies and Performances, Recordings etc: on-stage, film, DVD, CD, etc . (Include as much 
detail as seems necessary; this may depend on the aspect of the work that you want to emphasise. Include enough 
detail for the particular performance to be uniquely identified.)  
 
Ashkenazy, Vladimir.  Klavierkonzerte Nr. 1 and 3. By Sergei Rachmaninoff.  London Symphony Orch. 
 Cond. André Previn. Decca, 1972. LP. 
 
Bernstein, Leonard. Wonderful Town. Lyrics by Betty Comden and Adolph Green. Perf. Kim Criswell, 
 Audra McDonald, Thomas Hampson, Brent Barrett. Berlin Philarmoniker. Cond. Simon Rattle. 
 EuroArts, 2002. DVD. 
 
Comden, Betty and Adolph Green. Wonderful Town. Composed by Leonard Bernstein.EuroArts, 2002. 
 DVD. 
 
Criswell, Kim. “Conga.” Wonderful Town. By Leonard Bernstein. Lyrics by Betty Comden and Adolph 
 Green.  Berlin Philarmoniker. Cond. Simon Rattle. EuroArts, 2002. DVD. 
 
Rachmaninoff, Sergei.  Klavierkonzerte Nr. 1 and 3. Perf. Vladimir Ashkenazy. London Symphony Orch. 
 Cond. André Previn. Decca, 1972. LP. 
 
Rattle, Simon, cond.  Wonderful Town. By Leonard Bernstein. Lyrics by Betty Comden and Adolph Green. 
  Berlin Philarmoniker. Perf. Kim Criswell, Audra McDonald, Thomas Hampson, Brent Barrett. 
 EuroArts, 2002. DVD. 
 
Shostakovich, Dimitri. "Jazz Suite No. 2." The Jazz Album. Ronald Brautigan, piano, Peter Masseurs, 
 trumpet. Cond. Riccardo Chailly. Royal Concertgebouw Orchestra. Decca, 1993. CD.  
 
Simon, Paul. “Diamonds on the soles of her shoes”. Graceland. Warner Brothers, 1986. CD.  
 
 
World Wide Web (WWW) (MLA does not require a URL, although the writer should include it if required by the 
teacher, or if the page cannot easily be found using a search engine or the website’s own search facility.) 
 
Harnack, Andrew and Gene Kleppinger. "Beyond the MLA Handbook: Documenting Electronic Sources 

on the Internet." 25 Nov 1996. Web. 1 Mar. 2000.  
 
“Where to Download Textbooks.” Campus Grotto n.d. Web. 25 Oct. 2008.  
 
 
File downloaded from the Internet 
 
Blakeman, Karen. “Top Tips for Expert Searching.” 2005. Microsoft PowerPoint file. 
 
Graham, Leah & Panagiotis Takis Metaxas. “’Of course it's true; I saw it on the Internet!’ Critical thinking 

in the Internet era.” Communications of the ACM  May 2003: 71-75. PDF file. Web. 31 Dec. 2008.  
 
Wolff, Nancy E. “Copyright/Copywrong in Image Licensing.” The Jane Kinne Copyright Education 

Program.  8 Jan. 2008.  Digital file. 



Facsimile manuscript, on the web. 
 
Blake, William. The Notebook of William Blake. Folio N105. British Lib. London, n.d. Virtual Library : 

Turning the Pages.. Web. 27 Oct. 2008.  
 
Web forum / Moodle / Listserv 
 
Fraser, Kerry. "Mini Laptops." ECIS ICT forum. Online posting. N. pag. 7 Dec. 1999. Web. 23 Dec. 1999.  
 
Kitterer, Carolyn. “Re: recommendations please - databases and periodicals.” iSkoodle (European Council 
 of International Skoodle). N. pag., n.d. Web. 27 Oct. 2008.  
 
Blog / Weblog 
 
Best Logos. "Queen - Rock Band Logo." Best Logos - World's Best Logos & Brands.  N. pag.., 15 Jan. 
 2008. Web. 3 Sept. 2008.  
 
email  
 
Clark, Coralie. "Conference 2000". 5 Oct. 1999. E-mail. 
 
Podcast 
 
Toksvig, Sandi, host.  The News Quiz.. BBC Radio 4. 24 Oct. 2008. BBC.. Web. 27 Oct. 2008.  
 
 
Image (note: images, graphs, other illustrative material : reference the source of an illustration underneath the 

illustration , not in the list of references at the end of the paper. See examples below.) 
 
Dadd, Richard. The Fairy Feller's Master-Stroke. 1855-64. Tate Gallery, London. Shakespeare Illustrated. 

Web. 9 Sept. 2008.  
 
Da Vinci, Leonardo. Mona Lisa. 1503 / 1506. Oil on poplar wood. Louvre, Paris. Web. 8 Sept. 2008. 
 
 

 


