Benjamin Franklin High School Writing Format and Style Guide
MLA

[Adjusted slightly to apply specifically to writing in Miss Buccola’s history classes]
1. Standards for In-Class Work

a. Write in black or blue ink.

b. Name, teacher, grade/period, and date must be written in the top right-hand corner.
c. The assignment title must be centered at the top after the four lines in [b].
d. Multiple pages must be stapled together.

e. Leave one extra, empty line between each written line.

f. Handwriting must be neat and legible, and in Spalding cursive.

g. Paper must be perforated notebook or loose-leaf.

2. Standards for Take-Home Work
a. Name, teacher, grade/period, and date must be written in the top left-hand corner.

b. Font must be black, Times New Roman, size 12.

c. Page layout must have 1" margins on all four sides.

d. Every line, including name, teacher, etc., title, and entire essay must be double-spaced.

e. Use the page number function to include student's last name and page number at the top right of each page; skip first page.

f. Titles of essays must be center-aligned, with only one line space between the title and the first paragraph.

g. Paragraphs must be indented one tab and be 5-8 sentences.

h. Quotations and citations (including a works cited page) are formatted according to MLA style. [SEE SECTION 3 BELOW]
i. Multiple pages must be stapled together.

j. According to the teacher's discretion, print out, complete, and staple the Student Essay Guide and Checklist to the end of the essay.

3. MLA Citation Examples
Book with one author:

Last name, first name. Title of Book. Publication city: Publisher, publication year. Print. 

Websites:

Page author last name, first. "Webpage/Article Title." Website Title. Publisher/Organization name,

date of publication (01 Aug 2013). Web. Date of access (01 Aug 2013).

Encyclopedias:

Editor last name, first. "Article Title." Encyclopedia Name. Publication City: Publisher, publishing

date. Pages accessed (170-172). Print. 

If you need further help making sure your quotations and citations are according to MLA standards, look up:
· The Purdue Online Writing Lab (OWL) https://owl.english.purdue.edu/owl/resource/747/01/
· The MLA Handbook http://usc.ac.ir/IPPWebV1C035/TemplateFileFolder/11-20-2012/OriginalFolder/14920c09-d3d0-401e-a88f-3480925f9aa6_Handbook_for_Writers7th_Edition.pdf
