MLA Check-off Sheet
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MLA Check-off Sheet
Before turning in that essay or repott, you must be sure that all the boxes are checked

off below. Staple this to the front of your essay as evidence that you completed this
step. In order to receive a passing grade, MLA format must he followed.

Al text is double-spaced

o CtiltA > Ctil+2

o Format - Paragraph - Line Spacing: Double
[ Margins are aligned to the left

o Hit

Indent the first line of each paragraph (hit tab.)
On the first page of the text, beginning in the upper right comer at the
margin and one inch from the top of the page, type the following
information, double-spaced: Your name, subject and class name,
assignment title, and date the assignment s due.

Double space after the date. Then, type the title, centered in the page.
In the title, capitalize only the first letter of each word. Your title
should not appear bold, underlined, italicized, in quotation marks,
or in a font size different from the rest of your text.

Double space after the title, then begin typing your paper. Double
space between lines.

Your font should be 12 pt and one of the following: Arial, Times New
Roman, Tunga, Verdana

Example:
Priscila Popoff
Language Arts Orange
Narrative Essay

August 15, 2006
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Before turning in that essay or report, you must be sure that all the boxes are checked off below.  Staple this to the front of your essay as evidence that you completed this step.  In order to receive a passing grade, the MLA format must be followed.
· Double-spacing
· [image: image2.png]CIE
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quotation marks, or in a font size different from the rest of your text

O Did you come up with your own tifle? Are you using the same title as
the assignment title?

[0 Fontis 12 pt and one of the following: Arial, Times New Roman, Tunga
Verdana
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Keyboard shortcut is: Ctrl+A ( Ctrl + 2 OR you can use the menu bar: Format ( Paragraph ( Line Spacing: Double

·  Margins/alignment are aligned to the left, 1” margins all around (See File( Page Setup)
· [image: image3.png]eck off. doc - Microsoft Word )
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MLA Check-off Sheet

Before turning in that essay or report, you must be sure that all the boxes are checked
off below. Staple this to the front of your essay as evidence that you completed this
. step. In order to receive a passing grade, MLA format must he followed.

B it test is double-spaced
O Keyboard shostcut is: Cirl+A > Cirl +2

- O oryou can click on the menu bar: Format -> Paragraph = Line
Spacing: Double

B O targins are atigned to the 1o E:

O Shortcut: Cirl +4, then Click this icon at the top &,

- O Orus the menu bar: Format -> Paragraph > Alignment: Left

D uden the firs tine of each paragraph~> hit TAB button when you start the
B new paragraph

[ HEADING: 1UST BE ON THE LEFT HAND SIDE OF THE PAGE,
- ALSO DOUBLE-SPACED, SHOULD INCLUDE

Your Name
Subject

Period

Assignment Name

Date

COHEADER: DIFFERENT FROM THE HEADINGI!!

O Go to the menu bar > View = Header and Footer

- O When the small dialog box pops up, click the right align button a the
top of Microsoft Word
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Shortcut:  Ctrl +A, then Click this icon at the top
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Befote turning in that essay o teporl, you must be sure that all the boxes are checked offbelow.
Staple this to the front of your essay a evidence that you completed this step. In order fo receive 2
passing grade, the MLA format must be followed.
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TITLE: Should be CENTERED, and at least 2 lines from your heading (Hit ENTER 21)

Your title should not appear hold, underlined, italicized, in quotation marks, or in a font size
different from the restof your fext. Did you come up with your own title or are you just sepeating
the name of the assignment (xample: Persussive Essay)?
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Or use the menu bar: Format ( Paragraph ( Alignment: Left

· Indentation: on the first line of each paragraph( hit TAB button 1x when you start a new paragraph
·   heading:  MUST BE ON THE LEFT HAND SIDE OF THE PAGE and should ALSO  BE DOUBLE-SPACED, the heading should have 4 lines that contain:
· First and Last Name

· Subject and Period

· Teacher

· Date
· Header:  DO NOT CONFUSE WITH THE HEADING OF YOUR PAPER!!!

· Go to the menu bar ( View (  Header and Footer

· When the small dialog box pops up, click the right align button at the top of Microsoft Word  

· The header must contain your last name and the page number, so:

· Once it is right-aligned, type in your last name

· Press SPACE BAR once

· Look for and click on the tiny “Header and Footer” dialog box for the “Insert Page Number” 
· TITLE:  Should be CENTERED, and at least 2 lines from your heading (Hit ENTER 2x)
Your title should not appear bold, underlined, italicized, in quotation marks, or in a font size different from the rest of your text.  Did you come up with your own title or are you just repeating the name of the assignment (example:  Persuasive Essay)?
·   Font is 12 pt and one of the following: Times New Roman
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