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Greyfriars Formatting Standard (MLA)

. Print on standard letter-size ( 8 /2" x 11”’) white paper, and use standard 1” margins all
around.

At the top left of the first page, print your full name, the instructor’s name, the course
name, and date (month spelled out, date, complete year), double-spaced between.

Example: Mary Smith
Mrs. Lockman
American Literature
August 26, 2020

At the top right of each page (including the first), use the “header” function to print your
last name and the numeral of the page. It should be 2" from the top. (See top of this
page.) An easy way to do this in Word is to select “Insert” from the menu at the top,
choose Page Number, Top of Page, and Plain Number 3 (has the page number right
Justified). Your cursor will be just to the left of the number. Type your last name and then
a space, and then double click anywhere on the body of the document to exit the header.
This will automatically put the header with correct page number on each page of the
essay.

Center the title.

. Double-space the entire paragraph or essay. On the spacing button, make sure to turn off
“Add Space After Paragraph.” (If you have already typed it, you will need to "select all"
[Control A shortcut] and then turn it off.)

. Use a standard type style in 12-point size. (This is Times New Roman 12 pt.)

See the complete MLA style guide in the Little, Brown Handbook.



