
Formatting an Essay/Paper Using MLA (7th Edition) 
 
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 (Seventh Edition) 

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

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 a 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.  _______________________________________________ 

__________________________________________________________ 

__________________________________________________________ 

____________________________. 

        _______________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

 



 
• 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 short direct (up to four lines) 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 (more than four lines) 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) 

Long and Short Quotations when Quoting Verse (Shakespeare) 

A short quotation when quoting verse is four lines or fewer from the actual text. For example, if you want to 
quote lines 14 – 16 of a particular scene, it should be treated as a short quotation. Use a backslash to indicate the 
end of each line until the final line. Backslashes should have a space on either side.  
 
Example: 
 
Polonius delivers a rare piece of wisdom when he tells Laertes, “This above all: to thine own self 

be true, / And it must follow, as the night the day, / Thou canst not then be false to any man” 

(1.3.78-80).  

A long quotation when quoting verse is five lines or more from the actual text. It should be blocked off like other 
long quotations, but appear exactly as it done in the text.  
 
Example: 
 
Polonius delivers a rare piece of wisdom when he tells Laertes: 
 

This above all: to thine own self be true, 

And it must follow, as the night the day, 

Thou canst not then be false to any man. 

Farewell, my blessing season this in thee! (1.3.78-81) 

When you want to start a long quotation mid-line, tab over to the approximate place where the line starts in the 
text. 
 
Example: 
 
Hamlet chides himself as we witnesses the player king brought to tears by a fictional character, 

Hecuba. He sees himself as a coward who cannot muster a similar reaction to the physical murder 

of his own father. He says: 

                                  What would he do,  

Had he the motive and the cue for passion  

That I have? He would drown the stage with tears 



And cleave the general ear with horrid speech, 

Make mad the guilty and appall the free, 

Confound the ignorant, and amaze indeed  

The very faculties of eyes and ears. (2.2.565-571) 

 
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). 

 
 



Signal Phrases 
 
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 clearer. 
 
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.  It should be on its own page. 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. 

7. New in the Seventh Edition is that the type of source (Print, Web, 
Film, Television, etc.) must be included in your Works Cited entry. 
 
The following is a format list for the most common sources. 
 
BOOK – ONE AUTHOR 
 
In Text: (Barnet 97)  
 
Works Cited: Barnet, Sylvan. The Practical Guide to Writing. Toronto: Longman,  
2003. Print. 
 
BOOK – SEVERAL AUTHORS 
 
In Text: (Booth, Colomb, and Williams 190)  
 
Works Cited: Booth, Wayne C., Gregory G. Colomb, and Joseph M. Williams. 
 
BOOK – NO AUTHOR 
 
In Text: (Encyclopedia of Virginia 212)  
 
Works Cited: Encyclopedia of Virginia. New York: Somerset, 1993. Print. 
 
PRINT ENCYCLOPEDIAS 
 
In Text: (Bercuson 101)  
 
Works Cited: Bercuson, David Jay. “Canada.” The World Book Encyclopedia. Chicago:  
World Book, 2006. 93-106. Print. 
 
 
 



 
ARTICLES IN PRINT NEWSPAPERS OR JOURNALS 
 
Scholarly Journal Article  
 
In Text: (Keary 614)  
 
Works Cited: Keary, Anne. “Dancing with Strangers: Europeans and Australians at  
First Contact.” Canadian Journal of History 41 (2006): 613-616. Print. 
 
Newspaper/Magazine Article 
 
In Text: (“Ignorance” A2)  
 
Works Cited: “Ignorance, Politics and the Way of Democracy.” Toronto Star 16 June  
2007: A2. Print. 
 
WEBSITES  
 
Last name, First name. “Document title if available.” Title of the overall Website, Version or  
edition if available. Publisher or “n .p.” to designate no publisher, publication date or  
“n.d.” to indicate that no date was given. Web. Date of access.  
 
In Text: (“Works of Joyce Wieland”)  
 
Works Cited: “Works of Joyce Wieland.” Celebrating Women’s Achievements: Women  
Artists in Canada. National Library of Canada, 2000. Web. 29 Mar.  
2009. 
 
The Layout of a Works Cited Page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
For additional information, consult the MLA Handbook: Seventh Edition. 
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Notes:  
 
1. If your entry goes to a 
second line you indent it 
with a “Hanging Indent” 
which is five spaces. Do not 
use your 10 space tab bar. 
 
2. Always double space 
your Works Cited page. 
 
 


