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MLA Format


This example has been created using Microsoft Word.  It’s not all that difficult to fulfill the MLA format guidelines using Word, as long as you know how to do it.  I’m referring to the margin, header, and spacing requirements that seem to confuse many students.


To get started formatting your paper, access FILE, PAGE SET UP.  You will see that you can specify the MARGINS.  Make sure the TOP, LEFT, RIGHT, and BOTTOM margins are all set for 1 inch (1”).  


Think you’re ready to type yet?  Think again.  Now you need to make sure your header is in place.  To do that, select VIEW, HEADER AND FOOTER.  Next, select RIGHT ALIGN on the icon line above, and then type your last name.  Finally, click on the # icon in the HEADER AND FOOTER box to insert the page number on every page of your paper. 


After you have set up margins and the header, now you need make your paper double-spaced.  To do that select FORMAT, PARAGRAPH, LINE SPACING, and then click on DOUBLE.  After that, just type your name, the name of the teacher, the class name, and the date like it is at the TOP LEFT CORNER of this essay.  

As long as you set the above formats correctly, every page that follows will look the same (in other words, don’t worry about setting up for every page individually.)   To start a new line in your heading, you only have to hit ENTER once since your paper is already set for double-spacing.  Only hit ENTER once when you are starting a new paragraph as well.  Speaking of new paragraphs, make sure that you hit the TAB button.  Don’t just hit the space bar.  The TAB button is there for a reason.  Keep this handy instruction sheet nearby the next time you type a paper so that you can remember how to format MLA style.


Writing papers can be a fun and rewarding experience if you actually try and do your best to make assignments the best that they can be.  From this point on, anything that needs to be typed in my class MUST be in MLA format, with one-inch margins, a header with page numbers, a title and heading, and double-spacing throughout.  Best of all, if you follow the above instructions carefully you will have a proper MLA formatted paper.  That means you won’t lose any formatting points!  It is rewarding to get that paper back that you put so much effort into with an “A” on the top of the page.  
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MLA Format: Quotes, Works Cited



Quotes

· When quoting a selection, use “quotation marks” around anything another author wrote.  IT IS PLAGIARISM TO COPY SOMETHING WITHOUT GIVING CREDIT TO THE ORIGINAL AUTHOR—even copying three words in a row is plagiarism, and it will earn you a zero for the assignment.  

· Giving credit to the author means citing your source.  See the examples of citations:

Example: “The way I see it, any kid born within a week of Christmas gets the shaft from birth” (Bethancourt 43).

If you use the author’s name in the quote, you do not need to put it in parenthesis at the end.  You will just need to put the page number.

Example:  According to Ernesto Bethancourt, “ . . . any kid born within a week of Christmas gets the shaft from birth” (43).

Works Cited

· Your Works Cited page (references) should be the last page of your essay.  

· Citations have to be written in a specific way so others can go find the articles or books to read for themselves.  See the structure below.
· Alphabetize the list by the author’s last name.  
For a Book:

Last name, First name.  Title of Book.  Place of Publication: Publisher, date.

Example: 

Crutcher, Chris.  Staying Fat for Sarah Byrnes.  New York: HarperCollins, 1993.
For a short story, article, or chapter of a book:
Last name, First name.  “Name of Article, Story, or Chapter.”  Name of Book.  Ed. (Ed. means editor of the book) First name Last name.  Place of Publication: Publisher, date.  Pages.

Example:

Bethancourt, Ernesto T.  “Moon over Missouri.”  No Easy Answers.  Ed. Donald R. Gallo.  New York: Bantam Doubleday Dell Books for Young Readers, 1997.  43-62
