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Format of the Research 

 Format of the Research Paper 

(According to MLA) 

If you composed your paper on a computer, keep the following guidelines in mind: 

 Choose a standard, easily readable typeface like Times Roman and type size 
like 12 point. 

 Print on one side of the paper only. 

 Use a high-quality printer. 

 Keep a backup copy on your disk. 

 Use only white paper of good quality. 

 Except for page numbers, leave margins of one inch at the top and bottom 
and on both sides of the text. 

 Indent the first word of the paragraph five spaces (one tab) from the left 
margin. 

 Indent set-off quotations ten spaces from the left margin. 

 A research paper must be double-spaced throughout. 

 Leave one space after a period or any other concluding punctuation mark. 

 If a title page is required, on top left margin type your name, your instructor's 
name, the course number, and the date on separate lines, double-spacing 
between the lines. Double-space again and center the title. Double-space also 
between the lines of the title. If the title page is not required, and usually a 
research paper does not need a title page, then the same rules will be 
followed with the addition of a double-space between the title and the first 
line of the text. (Sample). 

 Number all pages consecutively throughout the research paper in the upper 
right-hand corner, one-half inch from the top. 

 Type your last name before the page number. (A word processor allows you 
to do that). 

 Place tables and illustrations as close as possible to the parts of the text to 
which they relate. A table is given an Arabic numeral (Table 1 or 2 ..etc.) and 
captioned on separate lines on the left above the table with capital letters as 
you would in a title. 

 Give the source of the table and any notes immediately below the table. 

 Any other type of illustrative visual materials ( a photograph, map, line 
drawing, graph or chart) should be labeled(Fig.) and assigned an Arabic 
numeral and give a title or caption and the source. This appears directly 
below the illustration. 

 Proofread your paper before submitting and correct all mistakes found. 
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Title and Header 

 

 

Page Numbering and Double Spacing 

When writing a research paper in MLA format, students must follow a specific 

format.   One requirement of MLA is that the entire paper be double-spaced. To 

format a paper so that it is double spaced, you must: First, go to ‘Format’ in the tool 

bar and then click on ‘Paragraph’. Next, in the box that opens, click on ‘Line spacing’ 

and indicate ‘double’. Another format concerns page numbering. In MLA, each page, 

other than the title page, must be numbered. The page number should be in the top 

right-hand corner and must be preceded by the last name of the author. To properly 

number pages go to ‘View’ in the tool bar and click on ‘Header and Footer’. A box 

should appear on the top of your page and a tool box. Next, click on the right-hand 

justification icon in the main tool bar. Type your last name and in the ‘Header and 

Footer’ tool box and leave a space. Then click on the ‘#’ sign in the ‘Header and 

Footer’ tool box. Close the toolbox and click anywhere in the body of your paper to 

return to normal view.   
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