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Moscow School District Model Manuscript Guidelines 
Based on MLA Handbook for Writers of Research Papers, 7th Edition 

 
Typing or Printing: 
 Type your final draft on a word processor. If you have to write your final copy by hand, use dark blue or 

black ink and make sure your handwriting is neat and legible. 
 Use a simple, easy-to-read font such as Times New Roman or Helvetica. Use 12 point (never larger). 
 Do not justify the lines and use only one side of the paper. 

 
Paper 
 Use 8.5 x 11” white paper. 

 
Margins 
 Except for page numbers, leave one-inch margins on all sides of the paper. Indent the first line of each 

paragraph five spaces from the left margin. Indent set-off quotations (those of more than four lines) ten 
spaces from the left margin. Do not indent long quotations from the right. 

 
Spacing 
 The ENTIRE paper, including the heading and title on the first page, the body of the paper, quotations, 

and the Works Cited list, should be DOUBLE SPACED. 
 
Heading and Title 
 One inch from the top of the first page and flush with the left margin, type your name, your teacher’s 

name, the course name, and the date on separate lines. (Remember this is double spaced.) 
 Below this heading, center the title on the page. Do not underline the title. Do not put it in quotation 

marks. Do not use all capital letters or a larger font.  The title should be the same size as the rest of the 
paper. 

 
Sample Heading: Joe Brown 

  Mrs. Jones  

  English 2 - Period 2 

  10 Oct. 2007 

 
Page numbers 
 Number all pages consecutively in the upper right-hand corner, one-half inch from the top.  
 Type your last name before the page number to identify your work in case a page is misplaced. 
 You can use a header to place this in the correct spot and automatically number your pages. 

 
Works Cited 
 The heading Works Cited should be centered, one inch down from the top of the page. 
 Double space the entire works cited page just as you did the rest of the paper. 
 Begin the first entry flush with the left-hand margin. If an entry requires more than one line, indent all 

subsequent lines one half inch (five spaces) from the left margin. (In Microsoft word - Format. 
Paragraph. Special. Hanging Indent) 

 Alphabetize the entries by the author’s last name OR, if the author is not listed, according to the first 
letter of the first significant word in the title. For example, A Handbook of Korea is alphabetized under 
“H”. 

 Italicize or underline the titles of books, magazines, newspapers, CD’s, movies (long works) as noted in 
the 7th Edition of the MLA Handbook. 

 The student’s name should appear ½ inch down from the top of the page. Follow with the page number. 

To conserve space, this heading is 
typed at 1 ½ spacing. YOUR 
heading, of course, will be double 
spaced. 


