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Any paper or essay for an English Department class that you are required to type should be done in the MLA style described in this essay. MLA style, one of the most common and widely-accepted college formats, provides you with an attractive, orderly way to present your written work. In this essay you will find the basic MLA requirements for such things as margins, spacing, titles, and page numbers. The required font type and size for the entire paper is Times New Roman 12. Since this document is already formatted correctly, it can be used as a template by simply typing over what’s already here (remember to remove any brackets) and saving it with a new document name to your computer, a flash drive, or a student folder on a John Young computer.
Headings and titles are easy in MLA style, but first set the margins of your paper using the page setup feature. Set all the margins (top, bottom, left, and right) for 1”. Begin the heading by typing your name at the left-hand margin. On the next line, type the teacher name and on the one after that, include your subject and period. Finally, on the next line type the date on which the paper is due, being sure to spell out the month. Notice that the header is single spaced. Every paper, essay, or response must have a title (the name of the assignment is not your title, nor is the title of the novel, story, poem, or film that you’re writing about); the title is one double-space from the header and should be centered on the page. Titles go in the same font (and not in bold) as the rest of the paper and only take italics, underlining, or quotation marks if you are using a title or quotation as part of it. Once your title is done, double-space again, click the icon for left justification (so the left edge of type is smooth and the right edge of type is uneven, as you see in this essay), then hit your tab key once to indent, and start your first paragraph. Do not insert any extra space between paragraphs.
The only complication you might encounter might be in creating page numbers; these appear in the header, and are placed one-half inch from the top of the page in the upper right hand corner. The header, which appears on every page except page one, should have your last name, one space, and the page number, and it should line up with the right margin, as you see in the headers for this essay. If using this document as a template, you only need to double click on the example above and put in your name (the program will automatically put page numbers on all pages from this point forward). Otherwise, from the pull-down menu, select insert and page number. Next choose top of page for the position and right for alignment. Finally, deselect the box for show number on first page (on newer versions you will select the box for different first page). Now, you’ll have to go into the header, selecting view from the pull-down menu or by double clicking on the actual header. Type your name to the left of the page number in Times New Roman 12 and be sure to include a space (the program will automatically put page numbers on all pages from this point forward).
When paraphrasing ideas or using quotations from a source in order to support an argument, you must cite that source. In MLA formatting, we use what is known as a parenthetical citation: In Henry James’ The Turn of the Screw, when the governess sees Miss Jessel, she wants Flora to admit that she saw her too, but instead Flora displays “an expression absolutely new and unprecedented and that appeared to read and accuse and judge” the governess (60). In this example I named the author of the source, so that when I quote him directly in the second sentence, I have only to put the page number(s) in the parenthetical citation. Had I not mentioned the author, my citation would include his name: (James 60). Notice that there is no comma between the name and the number, that there are no “p.”s or “pg.”s, and how the period goes outside of the parentheses.

Sometimes it is useful or even necessary to quote an entire passage from either a source or from the text you are writing about. You should never do this within the body of a paragraph, however (anything more than 3 lines of type is a good rule of thumb). Instead, you would insert a block quote. As I’m trying to do in this sentence, the quote should be introduced (the author’s name or the character speaking, its place in the text, the reason you’re providing it, etc.) and look like the following:

I’ll be all aroun’ in the dark. I’ll be ever’where—wherever you look. Wherever they’s a fight so hungry people can eat, I’ll be there. Wherever they’s a cop beatin’ up a guy, I’ll be there. If Casy knowed, why, I’ll be in the way guys yell when they’re mad an’—I’ll be in the way kids laugh when they’re hungry and they know supper’s ready. (Steinbeck 572)

In order to format this correctly, you will need to tab over the entire passage twice (1” indent from the left margin). Notice that there are no quotation marks around it and that the period at the end goes inside of the parenthetical citation this time. Also, in explaining the quote you would continue the same paragraph (notice that “In order…” above is not indented). In addition, if you are quoting dialogue (a conversation between/among 2 or more characters) you should use the block quote to format it the way you see it in the novel or story:

   “He is a good creature, and more sensible than any one would imagine,” said Dorothea, inconsiderately.

   “You mean that he appears silly,” [Celia replied].
   “No, no,” said Dorothea, recollecting herself, and laying her hand on her sister’s a moment, “but he does not talk equally well on all subjects.” (Eliot 23)
The formatting of Middlemarch is retained; Dorothea and Celia get new paragraphs (indented 3 spaces in addition to the 1”) each time they exchange dialogue and the quotation marks are included only as indicators of speech.

There is still one last item to cover. On the next page, you’ll see the appropriate formatting for a works cited page. It should be on a separate page, the page should be numbered, and it should include any works that you have cited in the body of your essay. It is double-spaced and in alphabetical order by author, and it is the second and third lines of each entry that are indented. Remember that there are different formats for all of the various types of sources; consult an MLA Handbook for more.
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