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All of your papers should be in standard MLA format. That means that they should all be set up like this paper is.
The document should be double-spaced. It is best to set your spacing to double before you begin typing. (If you forget you should select all of the text before changing the spacing in the paragraph box). There should not be any extra spaces. Unfortunately, in the newest versions of Microsoft Word they add extra spaces between each paragraph. That option can be turned off by checking the box that says, “don’t add space between paragraphs of the same style”. The box can be found in the paragraph box underneath where you change the spacing. (Again, if you don’t do this before you begin typing you will need to select all of the text and then check it.)
Papers need to have one-inch margins on all sides. (Top, bottom, left, and right). One- inch margins are usually the standard in Microsoft Word.
Always use Times New Roman 12-pont font. It might not be the most exciting font, but it gets the job done and looks professional.
The heading is placed in the upper left-hand corner on the first page of your document.

Remember to only include it on the first page. It includes your name, my name, the course name and number, and the date the assignment is due all on separate lines. * The date must be written as day month year with no commas.  The month is never abbreviated.  
There should also be a header that appears on the right-hand corner of every page, including the first page, of the document. It is your last name and the page number. In
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Microsoft Word the easiest way to do this is to go to the insert tab and choose page number.

You can then choose the proper location. Once you click on it simply type your last name before the number and then hit the red close header and footer box. When you get to a new page it will automatically add it and change the page number.
If you follow these simple steps, you will always have a perfectly formatted paper and will not receive a penalty on your assignments for improper MLA formatting.
