Bibliography Help Sheet

How to write dates:



12 Dec. 2005

Abbreviating dates:

	Jan.
	Apr.
	July
	Oct.

	Feb.
	May
	Aug.
	Nov.

	Mar.
	June
	Sept.
	Dec.


Bibliography ( List:

· ____ Follow the examples on the bibliography sheets.

· If you do not see the information you need, ask for help.

· ____ Underline titles.
· ____ Capitalize letters in titles (except for words like of, and, etc.).
· ____ Put spaces after periods and between words expect in Web addresses.

· ____ Include search dates for Web resources.
· ____ Check your spelling.

· ____ Put < at the start of a Web address.

· ____ Put > at the end of a Web address.

· ____ Always put a period at the end of each entry.

· ____ Make sure that Web addresses are not blue or underlined.  

· ____ Press the Ctrl and Z keys on the keyboard as soon as the blue and underline happen.

· Right click on the link and select “Remove hyperlink”

· Highlight the link; go to Insert on the Word toolbar; select “Hyperlink”; and select “Remove Link.

· ____ Alphabetize by first word of entry.

· If a, an, or the are the first words, ignore them.

· If an entry does not have an author, alphabetize by the title.

· ____ Indent after the first line.
<http://www.mtgilead.k12.oh.us/>.








GREAT TIPS:  ( Use Purple Sheets.  ( Use the Resource Sheets.  ( Ask for help.  ( Double check your work.  ( Ask Mrs. Logan (or someone else) to check my work.  ( Use spell check.  








