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Paper Format for English Class

This is the format that your word-processed formal papers should follow for English class.  The format follows MLA (Modern Language Association) style. Note that the entire paper is double-spaced throughout, including the information at the top left corner. Also note that the title is centered and double-spaced, with no underlining or bolding. By the way, your essay titles should NEVER be the title of the work you are writing about; they should be ORIGINAL and relevant to the content of the paper. If you wish, your title may INCLUDE the name of the work you are discussing: Dreams Never Die in The Alchemist, for example.

In the upper right hand corner of each page, include your last name and the page number. Do not separate the two with a comma. Here are instructions on how to do this using Microsoft Word: On the Insert menu, click Page Numbers, then select Header and Right Alignment. Click OK. You will see the page number at the top right in grayscale. Move your cursor next to it and double click when the arrow turns into a document icon. A blue line will appear with a blinking cursor above it, ready for you to type in your LAST NAME ONLY. Once you type it in, make sure the text is on the right, before the  page number. You should see that every subsequent page of your essay is in ascending order.

Although MLA Style stipulates margins at 1’’, the margins of your papers for this class should be 1.25 inches (leaves room for your sentence parts labels and my comments (). Most word-processing programs have a 1.25” measurement as their default setting, so most likely you will not have to change anything. The font size should be 12 point, and the font you use for the papers in this class should be Times or Times New Roman. 


As with all papers, both word-processed and handwritten, you should check and and edit your work. Spell check and grammar check are recommended, although you should not rely 100% on the advice/corrections given.


About citation: ANYTIME you use information from a source other than your own head (with the exception of information considered common knowledge), you should give credit. Direct quotations must be cited (and enclosed in quotation marks), as should information you put in your own words such as summaries and paraphrases. Not doing so constitutes plagiarism. IF you are citing sources in your paper, you should ask your instructor whether or not he/she requires you to turn in a separate Works Cited page.


About turning in your work in this class: when you hand in a paper, if there is more than one page to it, please staple. MLA format asks that papers be single-sided, but to go green, we will forgo that rule. One last thing: As with anything you do, do your best and follow instructions. 

