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FORMAT: TEXT PAGES
Even if it is written in lipstick on a mirror, good writing is good writing.
Correctness of format—of such things as typing and layout—is the last
thing you should worry about when you are trying to produce good writing. But this is not to say that I ignore format when I evaluate your
essays for this class—that you do not have to worry about format at all.
Just worry about it last.
One of the objectives of this course is to prepare you for future
college writing. The truth is that, justly or not, many of the teachers you
will write for in the course of your academic career will care a great deal
about how closely you adhere to conventions of style (a concern that

translates directly into grades). More to the point, in all college courses
after this one you will be held responsible for knowing how to manage
these considerations competently.
Below you will find a brief outline of the MLA (Modern Language Association) style specifications for college writing. These are the
ones that just about everybody will expect you to observe nowadays.
Here is one additional requirement, this one peculiar to this class:
PLEASE DO NOT SUBMIT ESSAYS IN FOLDERS.
SIMPLY STAPLE THE PAGES TOGETHER IN THE UPPER LEFT CORNER.

EVERYTHING in your essay should
The FIRST PAGE of the essay should
be typed in upper and lower case
feature a HEADING. It should include:
(NOT ALL CAPS) and DOUBLE
(1) your full name
SPACED. Everything: the heading,
(2) your teacher’s name (as shown)
the title, the text, block quotations,
(3) the name and section number
and entries on the Works Cited
of your English class (as shown)
page (if you do research).
(4) the date you submit the essay
DO NOT USE A SEPARATE TITLE PAGE.
DO NOT SKIP LINES between
any of these or between
paragraphs.
The heading, your text,
1 inch
Staple
block quotations, and
entries on the Works
Cited page—EVERYTHING
Laura N. Josephson
EXCEPT THE TITLE—should
T. L. Pagaard
be ALIGNED FLUSH LEFT,
ragged right.
English 120/0779
Give a TITLE to every essay
you submit. Align CENTERED.
Place the title below the
heading and above the text
of your essay. Capitalize
each word (except articles,
conjunctions, and
prepositions), but don’t
type the title in all capitals.

Set a “HEADER” to print—automatically—
in the upper right corner of every page
of your essay, including the first page and
Works Cited (if you do research). Align it
flush right. The header should include:
(1) your
last name
(2) the page
number
1/2 inch
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21 February 2003
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Ellington’s Adventures in Music and Geography

do not skip lines

In studying the impact of Latin American, African, and Asian music on
modern American composers, music historians tend to discuss such figures
as Aaron Copland
in,
y Cowel
ics, however, have ingored Ellington s excursions

a

longer musical forms. In the 1950s, for example, while Ellington was still
very much alive, Raymond Horricks, comparing him with Ravel, Delius,

Indent the first line of
every paragraph 1/2 inch.

Use 1-INCH MARGINS
around all 4 sides of
your text—top, bottom,
and sides.

The continually enquiring mind of Ellington, . . . has sought to
extend steadily the imaginative boundaries of the musical form on

1 inch

do not
skip
lines

which it subsists. . . . Ellington since the mid-1930s has been

no
right
indent

engaged upon extending both the imagery and the formal
construction of written jazz. (122–23)
Ellington’s earliest attempts to move beyond the three-minute limit imposed

1 inch

by the 78 rpm recordings of the time include Black, Brown, and Beige (ori-

1 inch

1 inch

(no page number
at the bottom)
81/2 inches

Use 11-POINT TYPE in a standard SERIF face. Use the SAME SIZE type throughout, including in your title.
Use only Roman (plain) for your basic text and italics ONLY as an equivalent of underlining. NEVER use bold anywhere.

11 inches

Quotations of 4 lines or
more should be set off
as “BLOCK” QUOTATIONS
indented 1 inch from
the left margin; do not
indent from the right
margin.
Be sure to consult the
MLA handbook for proper
CITATION FORMAT.

and Debussy, wrote:

FORMAT: WORKS CITED
Here is a graphic representation of the MLA style specifications for your
bibliography—entitled “Works Cited” in your research paper.

The words “Works Cited” should
appear on the first page of your
bibliography, centered 1 inch from the
top of the page. On all other bibliography
pages, begin typing entries here.

Like EVERYTHING in your essay,
your bibliography should be typed in
upper and lower case (NOT ALL CAPS)
and DOUBLE SPACED. Everything:
the words “Works Cited” and all entries.
DO NOT SKIP LINES after
“Works Cited” or between
entries.
EVERYTHING except “Works
Cited” should be ALIGNED
FLUSH LEFT, ragged right.
Within each entry,
EVERY LINE EXCEPT
THE FIRST should be
INDENTED 5 SPACES.

Consult the MLA Handbook for Writers of Research Papers (Gibaldi and
Achtert) for more specific details.
Use the same HEADER
that appears on all of
the other pages of your
essay, numbering
continuously.
1/2 inch
1 inch

Staple
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Works Cited
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Brindle, Reginald Smith. “The Search Outwards: The Orient, Jazz,
Archaisms.” The New Music: The Avant-Garde since 1945. New

1/2 inch

York: Oxford UP, 1975. 133–45.

Ellington, Duke. Afro-Eurasian Eclipse. Fantasy 9498. 1971.
- - - . Black, Brown,ed.and
Beige.
HMV DLP
1007,
Duke
Ellington:
His Life
and1945.
Music. New York: Da
- - - . The
C Far East Suite. RCA LSP-3782, 1965.

An article
A recording
Multiple entries
by one author

Gr

aul. A Concise History of Avant-Garde Music: From Debussy to
Boulez. New York: Oxford UP, 1978.

Hitchcock, H. Wiley. Music in the United States:

An Introduction. 2nd

ed. Englewood Cliffs: Prentice, 1974.

A book
A reference book

Horricks, Raymond. “The Orchestral Suites.” Gammond 122–31.
Jewell, Derek. Duke: A Portrait of Duke Ellington. New York: Norton,

An original Web site
A Web reprint of
an article (features
original print data)

1977.
Sadie, Stanley, ed. The New Grove Dictionary of Music and Musicians. 20
vols. London: Macmillan, 1980.

Volper, Tristan and Donald Fagen. “MU Major.” Official Steely Dan Page.
<http://www.steely_dan.com/mumaj.html> (26 August 1997).
Zappa, Frank. “Put Eyebrows on It.” Jazz Musician. January 1994.
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<http://www.ucsd.edu/funk.html> (15 March 1997).

1 inch

(no page number
at the bottom)

1 inch

ANATOMY OF A
WORKS CITED
ENTRY

(date of
posting)
(original
print date)

11 inches

Use 1-INCH MARGINS
around all 4 sides of
your text—top, bottom,
and sides. (Place the
header in the upper
right corner 1/2 inch from
the top of the page.)

Ulanov, Barry. Duke Ellington. 1946. New York: Da Capo, 1975.

81/2 inches

The author’s name, last name first. Alphabetize entries according to the first
author’s last name. In citing a work by two or more authors, list them in the
order printed in the source, listing all authors after the first in normal name
order—that is, first name first.
The title of the book in which the
article was printed—underlined.
Treat the titles of periodical
publications in the same fashion.

The title of the article
or book chapter—
in quotation marks.

Brindle, Reginald Smith. “The Search Outwards: The Orient, Jazz,
Archaisms.” The New Music: The Avant-Garde since 1945.
New York: Oxford UP, 1975. 133–45.

The city of publication.
Give only the first if more
than one are listed in the
source.

The publisher.

The year of publication—
list month, quarter, etc.
for periodicals.

Page numbers
(inclusive) of the
article. This does
not refer to the
pages you use, but
to the entire article.

★ If you have questions about
how to cite a type of source
not shown here, consult the
MLA handbook or <http://
webster.commnet.edu/mla.htm>

YOUR ANNOTATED WORKS CITED PAGE
The Works Cited pages you submit with essays written for this course will
include one important element in addition to those specified in the MLA
Handbook: ANNOTATION.
You must provide a synopsis of the sources you cite: (1) Each of these
must demonstrate a clear understanding not only of the material you
actually cite but of the entire article, essay, book chapter, etc. that is its
original context. (2) Explain briefly how the source as a whole relates to your
argument—that is, how you use it. (3) Each summary must be at least fifty
words and no longer than seventy-five words long. (4) I will apply the same

rigorous standard of academic honesty (read: Do not plagiarize!) here
that I apply to the rest of your essay: These summaries must be completely
original, written by you in your own words.
Our formal research assignment features an explicit research
requirement, of course, but I encourage you to engage outside sources
in all your writing. When you do, please document this engagement
using MLA conventions (as explained in “Using sources” and on the
back of the evaluation sheet). Annotate every entry in your Works Cited
list.

Here’s a sample annotated Works Cited entry:
Bloom, Harold. “The Canonical Novel: Dickens’s Bleak House, George Eliot’s Middlemarch.” The
Western Canon: The Books and School of the Ages. New York: Harcourt Brace &
Company, 1994. 310–331.
Bloom’s book is a comprehensive analysis of the Western literary tradition. He
argues against using ideology as a basis for literary criticism. In his chapter on
Dickens and Eliot he discusses the importance of enjoying novels for their aesthetic
qualities rather than for their possible value as political statements. I accept Bloom’s
thesis since it supports my position that Flannery O’Connor was right in emphasizing
individual experience and rejecting a political agenda in her writing.

Standard MLA
Works Cited
Entry
Annotation

