
Formatting Your Paper in MLA 

DOUBLE-SPACING 
1. Select the “No Spacing” 

style at the top.  

2. Click the box next to the 
Paragraph section to open 
the paragraph box.  

3. Select “Double” from the 

drop down 
menu under 
Line Spacing 

and check the box that says “Don’t add space 
between paragraphs of the same style.”  

  

MARGINS  
1. Go to the “Layout” tab 

at the top of the 
document.  

2. Click the “Margins” icon 
and select “Normal.” 

   

TITLES  
1. Highlight your title and click 

the “Center” icon in the 
Paragraph area to center it.   

 

 FONT  
1. Change your font using the 

Font area. 12pt readable 
fonts are best.   

 

PARAGRAPHS  
1. Open the Paragraph box.   

2. Select “First Line” from the 

Special Indentation box.  

This should 

indent the 

first line by 

0.5 inches.  
  

HEADERS 
1. To add your header, go to the “Insert” tab. Click 

“Page Number” and select “Top of Page” from 
the drop-down menu.   

2. “Plain Number 3” will put a number in the top 
right corner of each page.    

3. Click to the left of the page number and type your 
last name, including a space between it and the 
number. 

 

 

WORKS CITED PAGE  
1. Center the title “Works Cited” 

at the top of the last page in 

the document.  

 

1. Click the Paragraph box. 

2.  Select “Hanging” from the Special Indentation 
drop down menu.  The first line of each entry should 
stick out, while the remainder of the entry is 
indented 0.5 inches. 

 

 

 

 

 

 

 

 

 

 

 

 



Formatting Your Paper in MLA 

 

Sample Paper: 

 

Handout created using the MLA Handbook for Writers of Research Papers (8th ed.) and Microsoft Word 2016. 
 

For more examples of MLA format, visit the library’s page on Citing Sources: http://www.cerrocoso.edu/library/citing-sources    

Published by the Cerro Coso Community College Library, October 2016 

Each entry mentioned has 
0.5” hanging indent, listed 
alphabetically by last 
name of the first author  

 

Centered 
titles 

Separate Works Cited page 

Double spaced, 12pt. 
readable font (Calibri, Arial, 
Times New Roman, etc.) 

Paragraphs are 
indented 0.5”  

1” 
margins 
all sides 

In-text quotations include 
(Last name page#) 
before period.  

If you are unable to locate a DOI 
number on the article itself, try 
searching for the title in Google 
Scholar (scholar.google.com) or 
use the URL. 

More than two 
authors are listed as 
[First Author] et al.  

Include 1 space 
between each 
sentence 

Header with last 
name and page # 

Name, Instructor, 
Course, Full date 


