Guidelines for Formatting and MLA Paper 
For additional help, go to: http://owl.english.purdue.edu/owl/resource/557/01/
1. Everything must be double-spaced

· Click “Format” menu at the top of the screen

· Select “Paragraph”

· Set “Line Spacing” to “double”

2.   1” Margins all around
· Select “File” menu at the top of the screen

· Select “Page Setup”

· Set all margins to 1”

3. Font

· You must always and only use a size 12 font

· Use Times New Roman font
4.   You need a header on the top right corner of every page other than the first

· Select “View” menu

· Select “Header and Footer”

· Align the text to the right side of the screen

· Type your last name only, followed by a space

· Then, from the “Header and Footer” bar, click on the icon that looks like a #, or “insert  page number”
5.   You need a heading on the left side of the first line of the page that has the following information:  

Your Name

Ms. Whited

English 9

Day Month Year (No punctuation in the date)
6.   Never use the enter key twice in a row. 
7.   Title

· After you type the date, hit the enter key once, then center align the text

· Capitalize all words of the title except prepositions and articles

· Do not underline, italicize, or put your title in quotation marks

8.   Use only 1 space after each period

9.   If you write the name of a book,  movie, or play either underline or italicize the title every time. Whichever you choose, keep it consistent throughout

10.   If you write the name of a song, poem, or short story, put the title in quotation marks “”.
