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Title of Essay Goes Here and Is Centered: If It Runs to Two Lines, Then Make 

the Lines Relatively Equal in Length. Capitalize Properly. No Periods at End

Always include an engaging, interesting, and relevant title. Note that the section including the student’s name, course number, professor’s name, and date, as well as the title, should all be double spaced. Here’s how to create a proper header in Microsoft Word: go to the very top of your page, and double click. You should then see a blue line showing you where the header begins. Click on “Page Number,” which is toward the left of your toolbar. Choose “Top of Page” and then the third option, “Plain Number 3,” which is right justified. While the cursor is in the actual header, type in your last name only, space once, and then simply move the cursor down to the middle of the page, and click. That should return you to the page, and you should see your newly formed header on the top right side. The program will automatically set up a proper header on all your subsequent pages and number them accordingly. Note also that the header appears on every page, including the first.

Be sure to check your spelling, grammar, and usage throughout the paper. MLA citation errors and documentation errors must be kept to a minimum, since they will hurt your overall grade. Note that commas and periods always appear inside quotation marks (unless you are citing the page number), while semicolons, colons, question marks, and exclamation points do not. Include only one space (not two) between sentences. Remember that the titles of novels, plays, films, and epic-length poems (such as John Milton’s Paradise Lost or Dante’s Divine Comedy) appear in italics. The same is true for critical and reference books such as Natural Supernaturalism by M. H. Abrams. On the other hand, shorter poems, short stories, and articles/essays appear in quotation marks—for example, “The Love Song of J. Alfred Prufrock” by T. S. Eliot. This allows your readers to distinguish between James Baldwin’s “Going to Meet the Man” and Going to Meet the Man—the former being the title of a short story and the latter being the title of the collection in which the story appears. Also, note that two hyphens—with no spaces before or after them—will create a long dash (as shown in this sentence).
If you have any formatting or documentation questions, then consult A Writer’s Resource or the most current MLA Handbook. Use only Times New Roman typeface in 12-point font size using one-inch margins. (Note: the header should be one inch from the right margin but only a half inch from the top.) 

When you need to cite a long passage, here is how you do it: 

A quotation of more than forty or fifty words needs to be in block quotation form. Its right margin should be set at one inch (or two inches from the left side of the page). The quotation should be double spaced, without quotation marks at the beginning or end of the quoted material. However, if the quotation includes a mixture of dialogue and narration, or if two or more characters engage in dialogue, then replicate the way the passage appears in the book under analysis. The parenthetical citation follows the last item of punctuation and comes after, not before, the period. (16)
To quote fewer than four lines of poetry, use slashes to indicate line breaks. For example: Elizabeth Bishop’s “In the Waiting Room” begins, “In Worcester, Massachusetts, / I went with Aunt Consuelo / to keep her dentist’s appointment” (1-3). Be sure to add a space before and after each slash mark. To cite four or more lines of poetry, use block quotation format, as shown above.

MLA format is designed to be easy, consistent, and, above all, repeatable. Simply lay this template over your paper. If your formatting is different in any way, then reformat. Or, better, save this on your computer, and then resave as your new paper, using this template for your margins and headers. Check all margins, headers, titles, and spacings. Avoid the use of ALL CAPS or italics or underlining or bold when you want to stress a word or analytical point. Better to imply it with your language and argument. If your argument needs these typographical marks, then you may want to retool your assertions. Privilege strong analytical verbs in the active voice and subject-verb-object sentence constructions. Example: Here Shakespeare questions three early-modern assumptions about masculinity. Use quotation marks to identify words being analyzed as words. Example: Words like “Indian” and “Negro,” and phrases like “half breed” and “high yellow,” possess a long and troubling linguistic history. 
When citing a secondary source, always use a “cueing device” to introduce the quotation. Example: In her 1990 study Playing in the Dark, Toni Morrison notes that “in matters of race, silence and evasion have historically ruled literary discourse” (9). When introducing a quotation, never use commas after “such as” and “that.” Do use commas with every other introduction, unless you precede the quotation with a complete sentence. In that case, use a colon. Example: Calhoun, the narrator of Charles Johnson’s Middle Passage, struggles to understand the metaphysics of the slave ship he inhabits: “She would not be [. . .] the same vessel that left New Orleans, it not being the nature of any ship to remain the same on that thrashing Void called the Atlantic. [. . .] And a seaman’s first duty was to keep her afloat at any cost” (36). Ellipses are best used in the middle of quotations rather than at their beginning or end. Use brackets to show that you, as the writer, have chosen to eliminate a phrase or sentence, which distinguishes your ellipses from those that might exist in the original text. Use one space between each period.

Note that in block quotations, the period comes at the end of the long block passage, followed by a parenthetical citation and no subsequent period. This is not true with in-text documentation, which should look like the examples in the previous paragraph. If you need to make a minor adjustment to a quotation (such as turning a pronoun into a proper name for the sake of clarity) use brackets. For example, “Following [Squibb’s] orders, I helped prepare mess, and mess it was, for the biscuits were hard and full of weevils” (37). If quotation marks appear around a word or words in an in-text passage you are citing (such as when dialogue is mixed with narrative) use single quotation marks. Example: In Middle Passage, Calhoun struggles to grasp the enormity of what Falcon has just told him: “My brain had stopped functioning a full five sentences ago. [. . .] Considering thoughts of this sort was like standing on the edge of a cliff. ‘Captain,’ I said, swallowing, ‘you’ve got a god on ship?’” (102). If you use any outside sources, then you need to include a Works Cited page at the end of your study (see example below).
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