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(Center your creative title WITHOUT all caps, quotation marks, underlining or bold type)


When typing your essay, begin its first sentence two lines below the title. Indent paragraphs five spaces (1/2 inch) by hitting the tab key once, type on one side of the paper and always double space. There is no need for more than a double space between paragraphs; that is why we indent. If you are not familiar with standard typing procedures, note the following carefully: single-space after all punctuation, including commas, semicolons, and periods. Indicate dashes with two unspaced hyphens – not one.  Ellipsis marks are three, spaced periods…Italicize the titles of books, magazines, newspapers, ships, movies, and plays (War and Peace, Time, The Los Angeles Times, Queen Mary, Napoleon Dynamite, Romeo and Juliet) as well as foreign words that require special emphasis (“Mother, please. I’d rather do it myself.”)


Use double quotation marks to indicate the titles of songs, poems and short stories (e.g. “Star Spangled Banner” or “The Raven”) and direct quotations including dialogue (e.g. “She said the story was about many little boats.”) Note that with the exception of the colon and semicolon, all punctuation goes inside the quotation marks.


In your writing, use the following sparingly: exclamation marks and question marks. Do not use abbreviations (Calif., hr., lb.), shortened spelling (w/o, 24/7, OMG, u), ampersands (&), or etceteras (etc.). Spell out numbers that consist of one or two words (five, twenty-five) or which begin a sentence. Use numerals for numbers that consist of three or more words (250, $3500). 


Remember to have one-inch margins all around (not 1.25”) and to use 12-point type and Garamond, Arial, or Times New Roman fonts on word processors. You must also include a header at the top of each page.  To do this, double click in the space above your MLA header until you have an outlined rectangle. Then, type in your last name, hit the space bar once and click on the # sign (insert page number) to the right of the AutoText tab. This will automatically number all your pages. You can number your pages manually, but make sure your pages increase in sequential order. Remember that readers, especially teachers, are impressed with clean looking manuscripts that have been carefully proofread for errors, punctuation and spelling. Finally remember to check your work.


Finally, the Works Cited section is located at the end of your paper, and lists all of the sources you cited in your text. For every entry, you must determine the Medium of Publication. Most entries will likely be listed as Print or Web sources, but other possibilities may include Film, CD-ROM, Radio or DVD. Writers are no longer required to provide URLs for Web entries. However, if your instructor or publisher insists on them, include them in angle brackets (< >) after the entry and end with a period. For long URLs, break lines only at slashes. For more details in setting up your Words Cited page, please refer to pages 36 and 37 in your District Writing Handbook.

