Mrs. Agner’s Guide to MLA Formatting

All papers for English class must be in MLA (Modern Language Association) format. MLA format includes the following:

· 1-inch margins all around your paper

· Times New Roman 12-Point font

· Double Spacing

· Your last name and page number in the header

· A complete heading including your first and last name, my name, the class and period you are in, and the date

The following information provides directions on how to properly set up your paper. Please note that these directions do not include the proper format for creating a Works Cited page. When the time comes for a research paper, that information will be provided to you.

1. Creating 1-inch margins around your paper

a. Go to File and Select Page Setup
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b. Change the margins to 1-inches on the left and right side (be sure that the top and bottom margins are set to 1 inch as well). Select ok.
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2. Changing the font to Times New Roman 12-point font
a. On the top toolbar, drop down the menu to select Times New Roman and be sure that the number 12 is in the box next to it.
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3. Double Spacing
a. Go to Format and select Paragraph
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b. From the Line spacing drop-down menu, select double. Be sure that the options for spacing Before and After are set to 0 pt. Select ok.
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4. Your last name and page number
a. Go to View and Select Header and Footer
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b. Once the Header appears, select the Right Align button and then type your last name and add a space.
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c. To insert the page number, select the # symbol on the Header and Footer dialogue box. The page number will appear in the Header. Select Close.
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5. Complete Heading
a. A complete heading has the following: 

i. Your first and last name

ii. Your teacher’s name, 

iii. The class you’re taking along with the period number, and 

iv. The date the essay is due.
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