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Copy should be 12-point Arial or Times. Margins are 1-inch all around. The essay should be double-spaced. No single spacing is accepted. It is a good idea to save work, either on a thumb drive or on a computer. That way, if something needs to be reformatted or reprinted, it will be easy to access your work. Do not make words bold to emphasize them. Do not put quotes around words to emphasize them. Everything needs to be roman type unless it is grammatically correct for it to be otherwise, as in the instance of a book title that is always italicized.


Do not use a cover page with MLA-formatted essays. The information that goes on a cover page in other formats goes on the header portion of an MLA-formatted paper. Use spell check, but do not depend on it. Spell check doesn’t catch every word, because some words that are used wrong can be spelled correctly for another context. For example, there and their are both spelled correctly, but they have very different usages. Reading your essay aloud should become second nature to writing your essay. You can hear mistakes and inconsistencies that you do not necessarily see when reading. You might also have someone else read your essay aloud to you. Reading aloud will become one of the most valuable tools in your essay toolbox.


All pages after the first should be numbered. To do this, Insert / Page Numbers. Numbers should be at the top right of each page; do not number the first page of the essay. The format of each page number should be the student’s last name directly followed by the page number. If set up once, then the program will automatically number and adjust the pages whenever copy is added or subtracted. Numbering doesn’t have to be adjusted after it is set up.


Provide a Works Cited page as the last page of your essay. For a book citation on your Works Cited page, use the simple A, B, C rule. A is the author information: Last name first, First name last, period. B is the book title, period. Book titles should always be italicized. Before last year it was fine to underline the title, but now since word processing is a requirement of MLA and italicizing is part of that process, all book titles must be italicized. Last, C is the publication information: Place of publication: Name of publisher, year of publication. Print.

 Be sure you follow the punctuation format and form exactly, i.e.: 
White, Brenda. Life of Riley. New York: Alfred A. Knopf, 
1996. Print.
The Works Cited page is titled simply Works Cited (or Work Cited in the case of a single source). The individual citations are in alphabetical order by first word, whatever that word happens to be. The reason for alphabetizing is for the ease of the reader in finding the citation. Always consult a handbook or Internet site (OWL at Purdue is a recommended resource) for current MLA formatting information. The Works Cited page is always begun on a new page immediately after the body of the essay. It is numbered consecutively with the essay. 


Work Cited

Carré, John le. The Tailor of Panama. New York: Alfred A. Knopf, 


1996. Print.

