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Toni Marie Viera, Michele Smyth, Scott Milczewski  
          Basic MLA Format Checklist

This checklist must be submitted with your paper.  You must initial each section to indicate that you have properly formatted your paper.  You will lose points on your overall score if any of the items below are incorrect.  

*Remember tutorials can be found on the Library Media Center website.  

_____One-inch margins all around the paper

_____Your name and page number is in the upper right hand corner of each page in the document (it has    

          been inserted in the header section)

_____Only one space has been left after periods or other punctuation marks

_____The first page in your document has the following information in the upper left hand corner 

· Your name

· Teacher’s name

· Class/course

· Date (Must be in this format: 01 October 2014)

_____The entire document is double-spaced (this includes the heading on page one)

_____All paragraphs start with a half-inch indentation from the margin (press tab key once)

_____An easy to read font has been used (times new roman, helvetica, or ariel are all good choices)

_____The same style font was used throughout the paper

_____The font size is 12 points and was used throughout the paper

_____The text in the document is all black 

_____White 8½ -by- 11 paper was used

_____On a separate page at the end of the document I have included a works cited page in alphabetical 

          order

_____The title “Works Cited” has not been underlined or boldfaced

_____My works cited page is also double-spaced

_____Contractions were not used

_____A watermark, page boarders, or background color was not used on any page in the document

_____None of the text has been underlined or boldfaced (including all titles)

_____The document does not have a cover page (unless my teacher specifically asked me to create one)    

Your signature indicates that you have double-checked your document for all the abovementioned items.  It also means you are aware that points will be deducted if any of the items above are missing, not completed, and/or are incorrect. Based on the individual assignment it is understood that sometimes not all of the MLA format will be applicable. Your teacher will discuss these particular exceptions with you before you begin the assignment.

Student Signature_____________________________________________                                                
