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Eagle Rock High School

Style Manual


I. MANUSCRIPT STYLE

Academic writing has a traditional look.  All academic papers need to conform to the following guidelines:
A.Font needs to be Times New Roman.  Avoid the use of styles other 
than italics - no shadow, outline, or other embellishments.

B.Use a 12 pt. size font.
C. The entire paper is double-spaced.  This applies to everything: title, text, 
quotations, Works Cited.

1. Page numbers appear on all pages in the top right corner, including the separate Works Cited page the title page.  The exception is the title page.
2. Headings such as the Works Cited or Appendix should be centered at the top of the page.

3. Margins should be one inch on all four sides of the document.
4. Title Page needs to contain the following information:
a. The title of your paper or project centered; do not underline your title or put it in quotation marks or type it in all capital letters. 

b. Your first and last name in the lower right corner.

c. Then, your instructor’s name.

d. Followed by the course name.
e. Lastly, the date.
C. CITATIONS
The purpose of citations is to give credit to outside sources whom the student has either quoted directly or from whom he or she has paraphrased an idea.  If the student does not cite and document his or her sources, the student runs the risk of plagiarism, otherwise known as intellectual theft.  To prevent plagiarism, the student uses parenthetical citations within the text (A) and a Works Cited page (B) at the end of the paper using MLA (Modern Languages Association) style format.
                   A. IN-TEXT CITATIONS 
An in-text citation occurs after the student uses someone else’s words or 
                       ideas. The source is put in parentheses with the page number where the 
                       information was located, followed by a period. 

                 Samples:

1. Researchers even tried to establish the medical benefits of watching TV sitcoms (Begley 77).

Entry contains author’s last name and page number with no comma. 
2. Vonnegut often refers to death with a refrain, “So it goes” (98).
Author is included in text.

3. Medical technicians are seen as expendable (“Hospitals Competing” A1).
Shortened title, no author.
4. “It is a dream deeply rooted in the American dream.  I have a dream that one day this nation will rise up and live out the true meaning of its creed, “We hold these truths to be self evident that all men are created equal” (“Legacy of Martin Luther King, Jr.”)

No page number given from the web site.  Title appears as it does in the Works Cited page
B. WORKS CITED PAGE
The purpose of a Works Cited page is to inform the reader where information from other sources originated. The information is placed in a particular order according to the type of source it is.



          (MLA Examples)

*Indent the second and third lines of the citation five spaces.

BOOKS

Book with no author:
People of Long Ago.  Cairo, Egypt: Pharaoh Publishers,  5,000 B.C.

Book with one author:
Hicks, Michael. Paragraph Design and the Writing Process.   

     Los Angeles: Newberry Press, 2001.

Book with two authors: 
Lynch, Kathryn and Kristi Burns. Social Skills. New Haven:

   Yale University Press, 2005.
Book with two or more authors:
Cannata, Dolores et al. Teenage Behavior. New York: Alfred A. Knopf, 
     1999.
Book with editor(s):

Aguilar, Jose, Mark Flatley, and Cliff Kenney, Eds. Math’s Changing  
     Role. New York: Prentice Hall, 2007.

Book written by a corporation:
Los Angeles College District.  Occidental College.  Institutional Self-

     Study. Eagle Rock: Occidental College, 2004.

ENCYCLOPEDIAS

Encyclopedia in print, with author:
Hayes, Woody. “Football.” World Book Encyclopedia. 2000 ed.

Encyclopedia in print, no author:
“Tree Octopus.” Encyclopaedia Britannica. London: Britannica.2001.
     20 vols.
INTERNET
Internet Web Site: 

“Barry Bonds.” Total Baseball. 2004. 6  July, 

     2005<http://www.totalbaseball.com> .
“This Day in Technology History: August 20.”  History Channel.com. 
      2002. History Channel. 14 May 2002     

     <http://historychannel.com/>.

Internet encyclopedia article:
Lord, Janet. “How to Effectively Counsel Students.” Encyclopaedia 

     Britannica Online. 2006. Encyclopaedia Britannica. 15 May 2007 

     http://www.britannica.com/
Internet magazine article:
Youngblood-Jarman. "The History of Eagle Rock." Los Angeles 1 Jan. 
     2007. General Reference Center. Thomson Gale. Eagle Rock High 
     School Library. 14 Feb. 2008  <http://www.thomsongale.com>.
Internet newspaper article:
Velasco, Salvador. "Eagle Rock High's School Spirit." Los Angeles Times 
     1 Feb. 2008: A1+. General Reference Center. Thomson Gale. Eagle 
     Rock High School Library. 14 Feb. 2008 
     <http://www.thomsongale.com>.

*To create a citation online, go to

 http://www. KnightCite.com  or http://citationmachine.net 
