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If I Had A Title I Would Place It Here 
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 Remember to indent the first line of a paragraph.  You can either hit the Tab button or 

you can push the space bar 5 times.  This handout is a general template for how to present your 

final essay when you turn it in to a college professor.  You should have 1-inch margins for the 

top, bottom, left side, and right side.  You should use a 12 point font and you should double 

space.  You can find spacing options in the “Format” box in Microsoft Word.  Hit “Format” and 

then go to “Paragraph” and you can find options for double spacing.  If this was a research essay 

and I was summarizing a source then I would make sure to cite it properly after the end of the 

sentence like this (Goodmonson 45).  Notice I use the last name of the author and the page 

number, and that the period goes on the outside of the parenthesis.  If I was going to switch 

sources and paraphrase from a different author then I would need to do a citation for the new 

source (Fredrick 568).  And if I decided to go back to the first source then I would have to cite it 

again (Goodmonson 45).  Every time you paraphrase, summarize, or quote an author you MUST 

make a citation at the end of the sentence.  IF a whole paragraph is summarizing only ONE 

source then you can just put the one citation at the end of the paragraph. 
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For your information – do NOT included on your essays – these are MLA formats 

[#1 is a book with one author] 

 

[#2 is a chapter/article from an edited book] 

 

[#3 is an article from a magazine] 

 

[#4 is an article from a newspaper] 

 

[#5 is an article from an online news source] 


