
MLA Formatting



Introduction
At Mountain Heights Academy, your teachers will 
always ask you to use MLA(Modern Language 
Association)formatting. This presentation will show 
you how to set up your paper in the correct MLA. 
format.



Margins
Margins are 1 inch (File > Page setup > 1 inch 
margins > OK)



Times New Roman + 12 Point Font
The whole paper (including the header and 
heading) uses Times New Roman and 12 point font



Last Name + Page Numbers
Insert a header (Insert > headers & footer), 
Right-align, type your last name, add page 
numbers (Options > Page numbers > Header > Start 
at 1 > Apply)



Double Spaced
The whole paper is Double spaced (Format > Line 
Space > Double or use the line spacing tool on 
the toolbar)



Heading top left
Add a heading on just the first page at the top 
left of your paper (make sure this is double-spaced 
as well and is NOT inside of the header)

Format Example

First and Last Name John Smith

Teacher Name Mrs. Malaska

Class Name Word Processing

Date 9 November 2020



Title Centered
The title of your book report goes next and is 
centered



Indent Paragraphs
Indent (Tab key) the first line in each paragraph



Works Cited Page
Use this Citations Tool in Google Docs Tutorial 
to add a “Works Cited” on a new page of your 
paper. It should have it’s own page and should be 
the last page of the paper.

https://docs.google.com/document/d/1F2OfppWfzGCoPh-N5C6p5bFGsPyGrsC0UAVMOrcA1sU/edit


MLA Paper Examples
● Click here to view examples of MLA formatted 

papers from the Web.
● Click here to view your teacher’s book report 

example.

https://www.easybib.com/guides/citation-guides/mla-format/#22
https://docs.google.com/document/d/1xPPXRWWAaIsvVLAGH1uZbbeDecaSWFFBwiRbNWGpL0o/edit?usp=sharing

