MLA Format  (Modern Language Association)
Basic Guidelines for Structure of Paper

Font: Times New Roman

Font Size: 12 point (always)

Margins: 1” on all four sides

Title: center of paper

Spacing: Double space throughout

Page number: upper right hand corner (last name followed by page number)   

Paragraph: press TAB button to indent first line of each paragraph by .5”

NO Title page

First Page:


Upper left hand corner of the page:



-Student’s name



-Teacher’s name



-Course name



-Date


(Double space)



-Title of paper, centered



  No bold, No underline, No larger fonts

Press enter and tab once to begin typing first paragraph.

Citations

When the author is known, use the author’s last name and page number.  In the Works Cited section, start with the author’s last name and add the source.


In the text it will look like this:

Human beings have been described by Kenneth Burke as “symbol-using animals” (3).  

Or

Human beings have been descried as “symbol-using animals” (Burke 3).

In the Works Cited section, it will look like this:

Burke, Kenneth.  Language as Symbolic Action: Essays on Life, Literature, and Method.  Berkley: U of California P, 1966. Print.

If you do not know the author, use the title of the source and a page number.  If the title is from a short work (e.g. articles), use quotation marks.  If the work is longer (play, books, television show, entire website), italicize it and provide a gage number.

When using sources in which authors have the same last name, use their first initial and last name.  (A. Miller, T. Miller)

For a source with three or fewer authors, list the all the last names in the text or in the parenthetical citation: (Smith, Yang, and Moore believe that….)

For a source with four or more authors, provide the first author’s last name followed by et al. (Jones et al. believe that…)

Citing Internet Sources

-Include in the text the first item that appears in the Works Cited entry. (author name, article name, website name, film name).

-Page numbers or paragraph numbers are not needed.

-Do not include URLs in the text unless you must in order for the reader get to the appropriate entry.  Use partial URLs such as CNN.com or Forbes.com.

Citations are not needed for familiar proverbs, well-known quotations, or common knowledge.  

Quoting sources:

Short quotations (four or fewer typed lines) should be enclosed within double quotation marks.  Provide the author and specific page citation in the text, and include a complete reference on the Works Cited page.  Punctuation marks such as periods, commas, and semicolons should appear after the parenthetical citation.  Question marks and exclamation points should appear within the quotation marks if they are part of the quoted passage. 

For quotations that are longer than four lines, place the quotation in a free-standing block of text do not use quotation marks.  Start the quotation on a new line, with the entire quote indented one inch from the left margin; maintain double spacing.  Only indent the first line of the quotation by an additional quarter inch if citing more than one paragraph.   Parenthetical citation should come after the closing punctuation mark.  When quoting poetry, maintain the original line breaks and double spacing.

Adding or deleting words from quotations:

Words that are added to a quotation should have brackets around them.  (He was [too] strong.)

When words are deleted, use three periods, with a space between each.  (He was strong . . . and thoughtful.)
Abbreviations in MLA

Uppercase Letter Abbreviations:

Do not use periods or spaces in abbreviations composed of capital letters only, except in proper names.  (US, MA, HTML, or P. D. James, E. B. White)

Lowercase Letter Abbreviations:

Use a period if the abbreviation ends in a lower case letter, unless referring to an internet suffix, where the period should come before the abbreviation: (assn., conf., Eng., or .com, .edu)

Use periods between letters without spacing if each letter represents a word in common lower case abbreviations.  (a.m., e.g., i.e.)  Exceptions are mph, os, rpm, ns

In citations, names of months that are longer than four letters may be abbreviated (Jan,. Sept.)

Works Cited Section:

Works Cited should be on a separate page at the end of the paper.  It should have the same one-inch margins and last name, page number header as the rest of the paper.

Label the page Works Cited (do not italicize the words or put them in quotation marks) and center the words at the top of the page.

Double space all citations, but do not skip spaces between entries.

Indent the second lines of citations and all lines after that by five spaces.

List page numbers of sources.  If you refer to a magazine article that appeared on pages 225 through 250, list the page numbers as 225-50.

Entries are listed alphabetically by the author’s last name.  Do NOT list titles (Dr., Sir, Mr., etc.) or degrees (PhD, MA, DDS, etc) with names.

Capitalization and Punctuation:

Capitalize each word in the titles of articles, books, etc, but do not capitalize articles (the, an), prepositions, or conjunctions unless one is the first word of the title or subtitle. (Gone with the Wind, The Art of War)

Do not underline titles of larger works when typing papers.  Use italics.  Use quotation marks for shorter works (poems, articles).  

For more information, go to: owl.english.purdue.edu/owl/resource/747/11/

