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These are the Modern Language Association (MLA) guidelines for formatting formal essays and research papers. Before you begin typing, set the Line Spacing to 2.0 to double-space the entire paper. Use a legible font like Times New Roman or Arial with font size 12 pt. throughout. Never mix Fonts or Sizes and don’t use colored text or all capital letters. Insert a Header with your last name and page number, Right-aligned; see Manuscript Form: Screenshots for directions.  The page number will change automatically as you type. 
Type your identification information, which will be Left-aligned by default. Press Enter once after each line. Center the title of your paper and press Enter once, then Left-align the main text of your paper. Press the Tab key to indent the first line of each new paragraph.  Press the Space bar once after each punctuation mark; do not put a space before a punctuation mark. 
Always do a Spelling and Grammar Check and correct errors before publishing your work. Save the document to your My Documents folder, and name the file as directed by your teacher. Always include your last name in the File Name. Print out a paper copy or Copy the document to your class Drop folder on the Students drive as directed by teacher. 
If you need to include a list of Works Cited, insert a Page Break and add your list at the end of your paper; see Manuscript Form: Screenshots for directions.  A Manuscript Form template for papers and essays is available on the GJSMS Library Media Center website @ http://generaljohnstrickerms.bcps.org/lmc.html 
