
 

MLA Format – Guidelines for Final Drafts 

The margins of the essay are one inch all the way around.    
1.  Begin by typing your name, instructor’s name, course title, and date (type whole 
month) on separate lines. 
2.  Highlight the text to double space the document.  Go to “format” and  to “paragraph” 
and choose “Double.” 
3.  Create a Header.  Go to “View.”  Drag down to “Header Footer” and select.  In the 
box provided, type in your LAST NAME and select the # symbol in the “auto text” 
formatting bar.   

 
Before you close, go to the top formatting bar and select “right justify”   

It looks like this:  
4.  The document will continue to double space.  You do NOT need more spaces between 
the heading and the title, or the title and the document.  Type the title and use the 
formatting bar to center the title.  DO NOT underline your title! 
5.  The entire document should be double spaced. 
 

It should look like this when you are done: 
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