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MLA Formatting: A Guide 

 

MLA Format 

 Size 12 font, Times New Roman 

 Double-spaced 

 1-inch margins 

 

Title Page 

The title of your essay is about 1/3 of the way down the page and your four line header is 

centered at the very bottom of the page. The title page does NOT have the page number in the 

upper right corner. 
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The Essay 

MLA Header 

This four line header is both on your title page and on the first page of your essay. On the first 

page of your essay, it is in the upper left-hand corner, double-spaced, and should begin on the 

first line. Do not add any extra spaces between the lines. 

 

Student Name 

Teacher Name 

Class 

Day Month Year 

Title 

Title is centered one line beneath the heading. It is not bolded, underlined, or italicized. 

 

Running Header 

In the upper right-hand corner of each and every page, EXCEPT the title page, you must have 

your last name and the page number. This can be done automatically in Word: 

 

Insert>>Page Number>>Top of Page>>Plain Number 3 

 

Before the number, type in your last name and a space. Make sure you change the font to Times 

New Roman, size 12. Once you have that, you’re good to go! Double click off the header. 
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Integrating and Citing Quotes 

 

Integrating Quotes 

Each and every quote that you use must be properly integrated. This can be done in a couple of 

ways: 

1. Introduce the quote using a verb and a comma (he said, she stated, the narrator explained, 

etc.) 

Sample: Ponyboy says, “Nothing gold can stay” (Hinton 69). 

2. Use a colon to introduce the quote. 

Sample: Right after running away with Johnny, Ponyboy quotes a poem by Robert Frost: 

“Nothing gold can stay” (Hinton 69). 

3. Blend your chosen quote into your own sentence to make it “flow.” 

Sample: Looking at the sunset, Ponyboy remembers that “nothing gold can stay” (Hinton 

69). 

 

Cutting Down Long Quotes 

All quotes should be no more than three lines. If you need to cut a quote down, you can use 

ellipses (…) to skip over a part of the quote. 

 

Sample, without ellipses: 

“I have quite a rep for being quiet, almost as quiet as Johnny. Two-Bit always said he wondered 

why Johnny and I were such good buddies. ‘You must make such interestin’ conversation,’ he’d 

say, cocking one eyebrow, ‘you keepin’ your mouth shut and Johnny not sayin’ anything.’ But 

Johnny and I understood each other without saying anything.” (Hinton 36). 

 

Sample, with ellipses: 

“I have quite a rep for being quiet, almost as quiet as Johnny. Two-Bit always said he wondered 

why Johnny and I were such good buddies…But Johnny and I understood each other without 

saying anything.” (Hinton 36). 

 

Citing Quotes 

Each and every quote that you use must be properly cited using the author’s last name and page 

number….ONLY the author’s last name and page number, separated by a space and nothing 

else! Do not add a comma, do not have pg., page, p., etc. before the number. The citation is 

contained within parenthesis and it is always at the end of the sentence. Do NOT put the period 

before the citation; it is always at the very end, after the parenthesis. 

 

Sample: Cherry says, “I can’t stand fights…I can’t stand them” (Hinton 42). 
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Works Cited 

 

Works Cited Page 
 The Works Cited Page should be its own separate page.  

 Continue your page numbers in the upper right-hand corner. 

 Title is always Works Cited. 

 All entries are listed alphabetically. If there is no author in a citation, use the title to 

alphabetize. 

 The first line of each entry starts at the left margin. The second and all succeeding lines 

are indented. 

 Entries are double-spaced with no extra spacing between each entry. 

 

Works Cited Entries 
You may use http://easybib.com to help you with your works cited entries. However, you should 

still know the proper format for citing books. 

 

Author’s Last Name, First Name. Title of Book. Place of Publication: Publishing Company, Year. 

Medium of Publication. 

 

Sample: 

Hinton, S.E. The Outsiders. New York: Viking Press, 1982. Print. 

 

 

 
 

Still stuck or unsure what to do? 

http://www.sequoits.com/Academics/Departments/English/MLA_Guidebook2010.pdf 

http://owl.english.purdue.edu/owl/resource/747/01/ 

http://www.sequoits.com/Academics/Departments/English/MLA_Guidebook2010.pdf
http://owl.english.purdue.edu/owl/resource/747/01/

