
Formatting an Essay/Paper Using MLA 
 
Traditional Title Page Format 
(Unless otherwise instructed, please use this format for all assignments.) 
 

 

General Formatting Tips for a Formal Paper 

• For the entire paper including the title page use standard-size type (usually 12-point) in a plain font such 
as Times New Roman. 

• Remember that your title should not be underlined, in bold, oversized, or in a different font. Only first 
letters of the appropriate words should be capitalized.  

• Your title should be very specific, indicating the actual main point of your paper, not just its overall 
topic. (It is often appropriate to use a main title and subtitle, separated by a full colon, as shown in the 
model above.)  

• The date on your paper should be its due date, even if the paper is submitted earlier or later.  
• The date should be written out in full, as shown in the model above.  
• Always double space your paper or skip lines! 

A Traditional Title Page  

Although MLA format 
does not call for a title 
page, some teachers and 
professors will ask for 
one.  Please do not submit 
a title page in this class 
unless it is requested by 
the teacher. 

If you are asked to submit a title 
page, this is a standard structure. 

About one third of the way down 
the page, centre the title. 
 
(Capitalize the appropriate first 
letters, but do not underline, 
italicize, or use bold or oversize 
type. If it occupies more than one 
line, single-space it.) 

Near the bottom of the page, centre 
your name, the name and number of 
the course, your teacher's name, and 
the due date of the paper.  
 
(The final line should be 
approximately an inch from the 
bottom of the page.)  



Current MLA Style 

(Unless otherwise instructed, please follow all MLA guidelines in your written assignments.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 

In the header space at the top right, 
about half an inch from the top of the 
page, type your last name followed by 
two spaces and then the page number. 
 
(This header will be repeated with the 
page numbers on all the following pages 
of the paper.) 

At the top left-hand corner, type your 
full name, your teacher's name, the 
course name and number, and the 
paper’s due date (double-spaced).  Use 
the date format shown here. 

Centre your title, double-spacing if more 
than one line is used. 

Begin the essay, double-spacing and 
indenting each paragraph. 
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Formatting an Paper Using MLA 

        The actual text of your essay begins here.  This first paragraph should 

be the introductory paragraph of your essay.  In MLA format there is no 

formal title page, but teachers and professors often ask for one.  In this 

case, format your first page like the one here, and attach the traditional 

title page shown above to the front of your essay.  The traditional title 

page should not show a page number. 

        All new paragraphs are indented 10 spaces or one tab.  You must left 

justify your paragraphs with the right sides left staggered as they are 

shown here.  _______________________________________________ 

__________________________________________________________ 

__________________________________________________________ 

____________________________. 

        _______________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

 



 
MLA CITATIONS 
(Whenever you are citing a quotation, or the ideas of others, please follow the guidelines below.) 

 
One method of identifying sources involves the use of in-text citations that appear in parentheses in the 
text of your essay, immediately following a direct quotation, or paraphrased ideas that belong to another 
person. 
 

• The most common form of citation gives the author’s last name followed immediately by page 
number(s): 

 
(Martinez  78-79) 

 
• If you have mentioned the author’s name in your essay, fairly close to the citation , or if you are 

working from a single source (use the author’s name the first time), give page number(s) only: 
 

(78-79) 
 

• Internet items and certain other sources have no page numbers. If an author’s name is given, use 
that; often, an organization or Internet site’s name must be cited instead.   

 
(Wilson)      or           (United Nations)  or          (History Online)           

 
 

• In other cases, when no author is named (e.g. an anonymous Internet item, an unsigned 
encyclopedia article), you may use a title or heading, or else a key word from it.    

 
(War of 1812)   or           (Architecture) 

 
 

POETRY AND DRAMA 
 

 
• When quoting from a poem, if the poet and title are already identified in the essay, you may use 

citation format to give the line numbers only: 
 

(Frost 12-14)          or          (12-14) 
 
 

• When quoting from a play, if the playwright and title are identified in the essay, citation format 
may be used to indicate act, scene, and lines. If not, use page numbers: 

 
(Shakespeare 3.1.56-59)         or          (3.1.56-59) 

 
 

 
 
 



 
PLACEMENT AND PUNCTUATION OF MLA CITATIONS 

 
 
When an idea is paraphrased or summarized in your own words, the citation follows it immediately. It 
comes before the closing punctuation as shown below: 
 
The loss of the Franklin Expedition was largely due to the failure of the English explorers to adapt 

to the severe northern conditions and to provision their ships properly for the long Arctic winters 

(Parker 54-55). 

Following a brief direct quotation, the citation is placed after the closing quotation marks but before the 
period. 
 
The expedition was “doomed from the start by the cavalier attitudes characteristic of the British 

navy in Franklin’s time” (Johnson 77). 

However, if a short quotation ends with a question, or exclamation mark, it stays inside the quotation 
mark, but a period still goes after the citation. 
 
“I’m numb he thought.  When did this numbness really begin in my face?” (Bradbury 77).   
 
In a short quotation where dialogue and narrative are present, use double quotation marks around the 
quotation itself, and single quotation marks around the dialogue. 
 
“A voice drifted after him, ‘Denham’s Denham’s Denham’s Denham’s,’ the train hissed like a 

snake” (Bradbury 80). 

 
Long quotations (four lines or more) are set off from the text of your essay, with the entire passage 
indented. (Quotation marks are not needed.) In this case, the citation follows the closing punctuation. 
 

They had read the long afternoon through, while the cold November rain fell from the sky 

upon the quiet house.  They sat in the hall because the parlor was so empty and gray-

looking without its wall lit with orange and yellow confetti and skyrockets and women in 

gold-mesh dresses and men in black velvet pulling one-hundred-pound rabbits from silver 

hats. (Bradbury 71) 

 
 
 



MORE QUOTATION TIPS 
 

Ellipsis Points 
 
When you wish to omit a portion of the original quoted language, you must use ellipsis points (a 
sequence of three spaced periods) to signal to the reader that you have edited the original.  
Ellipsis points may come in the middle of a sentence. 
  
In his essay “A Hanging,” Orwell laments the “unspeakable wrongness” of taking the life of 

another human. As the prisoner is marched to the gallows, Orwell reports, “All the organs of his 

body were working . . . all toiling away in solemn foolery” (47).  

Or, if you have edited out the end of a longer sentence, place ellipsis points at the end, and add a fourth 
period after your citation. Never start a quotation with ellipsis points. 
 
In his essay “A Hanging,” Orwell laments the “unspeakable wrongness” of taking the life of 

another human. As the prisoner is marched to the gallows, Orwell reports, “His eyes saw the 

yellow gravel and the grey walls, and his brain still remembered, foresaw, reasoned . . . ” (47).  

 
**Note: Some instructors prefer that you put all of your ellipsis points in brackets to distinguish your 
ellipses from the author’s ellipses, but the MLA no longer requires that you use brackets in all cases. 
The MLA requires that you use brackets only when your quotation contains both an ellipsis of the author 
and an ellipsis of your own—a rare event. Take care to understand your instructor’s expectations. 

 
Integrating Quotations 
 
Quotations should be integrated into your own sentences. Don’t drop quotations into your text without 
warning, and avoid standing quotations alone as sentences too often in your paper; instead, provide 
clear signal phrases, which include the author's name, to prepare readers for the quotation:  
 
Although Bradbury gives a rather bleak view of the future, he does imply optimism at the end of 

the novel when he writes, “Yes, thought Montag, that’s the one I’ll save for noon” (165). 

 
Note: Because the signal phrase above is not a complete sentence, it leads in to the quotation with a 
comma.  In cases where the quotation is introduced with a complete sentence, a colon is used.  Always 
use a colon when introducing/integrating a long quotation.  
 
Bradbury’s final sentence in the novel has a clearly optimistic tone: “Yes, thought Montag, that’s 

the one I’ll save for noon” (165). 



Use active verbs in signal phrases to indicate the author’s tone and stance. Is your source arguing a 
point, making an observation, reporting a fact, drawing a conclusion, refuting an argument, or stating a 
belief? Choose an appropriate verb, such as one from the following list, to make the author's stance 
more clear. 
 
Acknowledges, comments, describes maintains, reports, adds, compares, disputes, notes, 
responds, admits, concedes, emphasizes, observes, shows,  agrees, confirms, endorses, 
points out, states, argues, contends, illustrates, reasons, suggests, asserts, declares, 
implies, refutes, summarizes, claims, denies, insists, rejects, writes. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



WORKS CITED PAGE 
 

The Works Cited page comes at the end of your paper and is designed to list all of the sources you have 
used in the writing of your paper.  The following is a format list for the most common sources. 
 
General rules for MLA formatting: 
1. Arrange your final list in alphabetical order using the first letter of each entry: the last name of the 
first author, or the first letter of the title if no author is given (ignore The, A, An at the beginning of a 
title). 
2. Do not number your list. 
3. Do not use headings – “Books”, “Magazines” etc. (The samples below are for demonstration 
purposes only). 
4. Double space all citations, indent the next line by 5 spaces (called a hanging indent).  
5. Capitalize each important word in titles. 
6. The punctuation should appear exactly as shown in the examples below. Most major elements in the 
citation are followed by a period. 
 
The following is a format list for the most common sources. 
 
 
BOOK – ONE AUTHOR 
 
Mason, Bill. Song of the Paddle: An Illustrated Guide to Wilderness Camping. Toronto: Key Porter   
      
     Books, 1988. 
 
BOOK – SEVERAL AUTHORS 
 
Ingpen, Robert & Hayes, Irene. Folk Tales and Fables of Europe. New York: Chelsea House. 1999. 
 
BOOK – NO AUTHOR 
 
The Lottery. London: J. Watts, 1732. 
 
PRINT ENCYCLOPEDIAS 
 
“China.” The Encyclopedia Americana. ed. Smith, Richard. “Color and Light.” Encyclopedia   
 
     Britannica. 17th ed.1996. 
 
ARTICLES IN PRINT NEWSPAPERS OR JOURNALS 
 
Bakaršić, Kemal. “The Libraries of Sarajevo and the Book That Saved Our Lives.” New Combat: A  
 
     Journal of Reason and Resistance Autumn (1994): 13–15. 
 
Harvey, Ian. “The Great Furnace Debate.” Toronto Star 20 Apr. 2006: J5. 
 
 



 
WEBSITES  
 
NOTICE THE ITEMS IN BOLD! Website citations usually include 2 dates: the date created and 
the dated accessed. The access (the day you looked at the website) date is indicated alone if no 
creation or copyright date is available. 
 
The End of the Internet. 25 Feb. 2006. 14 Feb. 2007 <http://www.shibumi.org/eoti.htm>. 
 
Fitzgerald, Tony. Sociological Theories Of Politics & States. 25 June 2006. 14 Feb. 2007  
 
     <http://www.sociologyonline.co.uk/politics/states.shtml>. 
 
The Layout of a Works Cited Page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: This resource is designed summarize the basics of MLA.  If you have a 
particular concern that is not addressed here, consult the MLA style guide (6th 
Edition). 
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