
Ms. Libby’s Everything Guide to Citation 
What is citation and why do I do it?  
 
Citation is when you acknowledge the hard work, research and ideas of others. This can be done in the text of your writing, 
parenthetically in your writing, or at the end of your work in a Bibliography or Works Cited.  
 
Properly citing your sources gives credit for the difficult work that others have done, but it also makes your overall 
arguments and research stronger. Using good sources to support your analysis gives credence to your analyses and 
strengthens your argument/s. It allows others to follow your research trail and validate your work.  
 
When do I cite?  
 
Whenever you are directly using the words of another (a quote) or when you are directly using the IDEAS of another (a 
paraphrase or summary). You do not have to cite when you are writing about information that is considered “common 
knowledge.” Use the table below to help you format your citations.  
 

 

When do I cite? How do I cite? What does it look 
like? 

Directly using the words of another  
 
 
 
 
 
 
 
 
 
 
 
[This is often what you do in the E of 
TCECC in your English class.] 

-Choose only the parts of the 
quotation that are most significant; 
be brief, only quote when you 
absolutely NEED to 
 

-Introduce your quotation in the text 
of your writing 
 

-If your introduction does not include 
enough information to find the source 
in the Biblio/Works Cited, you must 
include a parenthetical citation after 
the quote.  

In her article “Teachers are the Best 
Humans,” Smith notes that “history 
teachers are the most wonderful 
humans to have ever been created.”  
 
OR  
 
Researchers have found that “history 
teachers are the most wonderful 
humans to have ever been created” 
(Smith).  
 
[Notes: Notice that the period is after 
the citation. Also, the parentheses 
contain whatever the first thing you 
will see in the Bibliography or Works 
Cited entry; this will usually be the 
author’s last name.] 
 

Paraphrasing or summarizing (not 
common knowledge) 
 
 
 
(See below for an explanation of 
common knowledge; but, remember, 
when in doubt, cite it!) 

-Choose the information or idea that 
is essential to your argument. (This is 
like the E in TCECC). Be as specific as 
possible, but put it entirely in your 
own words. This could be a concept or 
specific statistics or data.  
 

-Paraphrasing is when you turn 
information into your own words, but 
it is roughly the same length as the 
original text; this is like a word for 
word translation from a quote to your 
own words.  
 

-Summary is the overall gist of the 
information. It is noticeably shorter 
than the original text.  

Miller and Smith found that 95% of 
history teachers were the best 
teachers at their schools (“Teachers 
are the Best Humans”).  
 
OR 
 
Miller and Smith found that the vast 
majority of history teachers were the 
best teachers at their schools 
(“Teachers are the Best Humans”).  
 
[Note: You only need the article title 
in parenthesis if there is more than 
one source from Miller and Smith in 
your Biblio or Works Cited.]  

 



Ms. Libby’s Everything Guide to Citation 
What is common knowledge?  
 
Common knowledge is information or facts for which you do not need to provide in-text or parenthetical citation. This can 
be tricky if you are not an expert about the subject you’re writing. As a rule of thumb, if you can find the information in 3 
or 4 sources that are widely circulated and generally accepted as accurate (i.e. Encyclopedia Britannica) it can be considered 
common knowledge. However, given that failure to cite can result in a loss of points (or loss of ALL points, in the case of 
plagiarism), it is ALWAYS better to cite information if you are not sure if it qualifies as common knowledge. 
 
What’s the difference between a Bibliography and a Works Cited?  
 
A bibliography is a complete, organized list of all of the sources you used to gain knowledge and understanding of and about 
your topic. It is longer than a Works Cited. A Works Cited page is an organized list of only the sources that you cited in 
your paper. Both are formatted the same (double spaced, alphabetically, no extra spaces between entries, and all except the 
first line of every entry is indented). Whatever appears first in your entry (usually the last name of the author, or the 
article title, if no author) is what should appear in your in-text or parenthetical citation in your writing.  
 
What about citation generators like easybib.com and others?  
 
These are ONLY useful if you check the entries and know how to find missing information. These sites often have missing 
information (especially if you are using them to cite websites) and you will need to find that information to add it or your 
citation will be incomplete and lose points. As the researcher, you are responsible for the accuracy of your citations.  
 
Some fantastic online resources for Citation:  
 
“MLA In-Text Citation and “Works Cited” Entries” from La Guardia Community College 
http://library.laguardia.edu/files/pdf/mlastyle.pdf 
 This has a great variety of examples of how to do in-text and parenthetical citations from a variety of sources,  

like interviews, sources with no author, etc.  
 
“MLA Formatting and Style Guide” from Purdue University https://owl.english.purdue.edu/owl/resource/747/01/ 

This covers general MLA format for writing, and gives instructions on how to create an accurate Bibliography or 
Works Cited page in MLA format. (Use the list on the left hand side for easy navigation.) This would be a good site 
to use to make sure you have accurate citations from whatever citation generator (i.e. easybib.com) you choose to 
use.  

 
“When to Cite Sources” from Princeton University http://www.princeton.edu/pr/pub/integrity/pages/cite/ 

This is a good explanation of exactly what it states – when to cite sources (and in what format – quote,  
summary, paraphrase, etc.) 

 
“Not-So-Common Knowledge” from Princeton University 
http://www.princeton.edu/pr/pub/integrity/pages/notcommon/ 
 A good (and brief) discussion of common knowledge and how to know when to cite.  
 
“Examples of Plagiarism” from Princeton University 
http://www.princeton.edu/pr/pub/integrity/pages/plagiarism/ 

This article provides clear examples of word for word plagiarism, as well as paraphrased plagiarism, as well as  
great (and concise) explanations.  

 
 

Always remember to follow your teacher’s instructions for citations! (For example, for an 
MLA format research paper, you’d normally only include a Works Cited, but Ms. Libby has 

asked you for a full length bibliography.) 


