
Title Page 

 

 
1. In page setup, click on the LAYOUT tab and choose Vertical Alignment: 

CENTER. 

2. Use the CENTER button to set the Horizontal Alignment. 

3. Set your line spacing on DOUBLE. 

4. Type the title in initial caps, no bold. 

5. Press enter 6 times, type your name. 

6. Press enter 6 times, type the class name. 

7. Press enter 1 time, type the instructor’s name. 

8. Press enter 1 time, type the date.



Grace Fleming 
Begin typing on the top left of your paper. Use 12 point Times New Roman font.  

1. Place your name, your teacher's name, your class, and the date. Double space between 

each item.  

2. Next, double space down and type your title. Center the title.  

3. Double space below your title and begin typing your report. Indent with a tab. Note: MLA 

standard format for the title of a book has changed from underline to italics.  

4. Remember to end your first paragraph with a thesis sentence!  

5. Your name and page number will go in a header at the top right corner of the page. You can 

insert this information after you type your paper. To do so in Microsoft Word, go to view and 

select header from the list. Type your information in the header box, highlight it, and hit the 

right justify selection. 

 



Parenthetical References 

 

 You have to give credit to the person whom you quote or restate (even if it is not 

word-for-word. 

 

Direct Quote: (short-less than 4 lines) 

1. Place in quotation marks. At the end of the quote, type a left parenthesis, the 

author’s last name and the page number the quote was on in the book, right 

parenthesis, and period. 

a. Example: “. . . until we receive confirmation” (Barton 96). 

 

Direct Quote (long-4 lines or more) 

1. Leave a blank line before and after the quote. 

2. Do not use quotation marks 

3. Indent the quote 1 inch from the left margin. 

4. Type the parenthetical reference 1 space after the ending punctuation mark. 

a. Example: . . . by tomorrow at the latest. (Johnson 41) 

 

If you use the thought or idea of the original author, but do not quote him/her directly, 

but paraphrase it, format with the parenthetical reference one space after the indirect 

thought and a period after the parenthetical reference. 



Works Cited Page: 

 

You will only have one work cited, the book you have read. 

 

This is the format for a Works Cited Page. 

 

1. At the end of your research paper, insert a Page Break because the Works Cited page is 

always a separate page. 

2. Page numbering continues from the report. 

3. Double spacing and 1” margins continue from the report. 

4. Center horizontally and type Works Cited for the title. 

5. Press enter and left align. 

6 Go to FORMAT Paragraph and under SPECIAL, choose hanging and .5”. 

7. Type the author’s name, Last name first, comma, first name. Period. Type the title of 

your book and underline it or italicize it. Period. City where published. Publisher. Date 

published.  

8. You will notice that all lines following the first line will automatically indent .5”. This is 

the hanging indent. 


