
 

HOW TO CITE SOURCES IN PROPER FORMAT  
 
 
 
1.  You need to list all of your sources so that others can see the places you found your information.  

 
2. A bibliography is a list of your information sources.  

 
3. The last page of your paper or report should be a biblio graphy.  

 
4. The title of the page should be: Works Cited (underlined!)  

 
5. All sources should be listed ALPHABETICALLY by the authorÕs la st name or the publisher (see #7 ) or the  words No author listed 

(see # 7 ). 
 

6. The author’s name is usually near the top or bott om of the web page.  
 

7. If there is no author listed (some websites and print encyclopedias donÕt list individual authors) , use the publisherÕs name. If there 
is no publisher listed, use the words No author listed.  Note: If a website doesnÕt list an author, re think whether you want to use it! 
The information may not be reliable.)  

 
8. The title of the article or webpage is usually at É the beginning of the article  or webpage . 

 
9. The copyright date and info is usually  on t he first few pages of a book or at the bottom of  a web page Ñ and often is preceded 

by ©.   
 

10. If your source requires an edition (for example, if youÕre using an encyclopedia --see the examples on the next page) and the 
book doesnÕt list one, please write the words: No edition listed.  

 
11.  There are examples of different sources and how to cite them on the back of this sheet. You can also check :  

http://www.unis.org/library/bibliography.asp  for more detail.  
 

12. You can also use an online bibliographic too l like EasyBib (http://www.easybib.com/ ). Just make sure to check your work over 
because the machine sometimes makes mistakes.  

 
13. NO WIKIPEDIA! The information can be changed  by users at any time , so it isnÕt a trustworthy  source.  
 

 



 

BOOK 
 
__________________ , ___________________ . _________________________ .  __________________: _______________, __________.  

AuthorÕs last name,   AuthorÕs first name.   Title of book - underlined . City of publication:  Publisher, year o f publication.  
                           
Example: Rowling, J.K.. Harry Potter and the Goblet of Fire . New York: Scholastic, 2000.   
 
PRINT ENCYCLOPEDIA 
 
________________ , _________________ . “____________________.” __________________. _______. _______________: __________, _____.  

AuthorÕs last name, AuthorÕs first name. ÒTitle of article in quotes.Ó Encyclopedia  Name  - underlined .   Edition. City of 
publication: Publisher, date.  
                      
Example: Kindred, Anthony . ÒOcelots.Ó ChildrenÕs Britannica . 4th ed. Auckland : Encyclopaedia Britannica , Inc. , 1988. 
 
 
ONLINE ENCYCLOPEDIA 
 
________________ , _________________ . “____________________.” ______________. __________. __________. < http://www . _______ > 

AuthorÕs last name, authorÕs first name. "Tit le of Article in quotes." Title of Encyclopedia underlined. Date of last update or 
date of publication. Date of access. <URL>  
 
Example: No author listed . "Anthrax." Encarta . November 12, 2006. 
<http://encarta.msn.com/find/Concise.asp?z=1&pg=2&ti=761577286>  
 
 
WEBSITE 
 
________________ , _________________ . “____________________.” ______________. __________. __________. < http://www . _______ > 

AuthorÕs last name, AuthorÕs first name. ÒTitle of Article in quotes.Ó Date of creation or revision.  Date of Access.  <URL>. 
 
Example: Hawthorne, Amy . ÒContinent.Ó 2006. 9/13/06.  
<http://www.worldbookonline.com/wb/Article?id=ar131400&st=continent> .   
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