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How to Create an Assignment Template in MLA Format

Open a new Word document. Click File, Save As, and type English_MLA_Format or other file name you will easily remember. 

To create a header, click View, Header and Footer. Click Page Setup, Different First Page. Type your name, teacher’s name, course name, and due date. (If you want to have the date automatically appear, click “Insert Date.”) Right next to your name, type your last name again. Click “Insert page number.” Type a space, type “of,” another space, and click “Insert Number of Pages.” Put the cursor between your last names, and hit space bar until your name and page numbers are flush with the right margin, as seen above. 

To format the header for all remaining pages, go to the header for the next page, and type your last name. Click “Insert page number.” Type one space, type “of,” another space, and click “Insert Number of Pages.” Right-justify your name and pagination, as seen on page 2. While still in the header, click Edit, Select All. Set font to Times New Roman or Arial only, and choose a 12-point font. You can do this in the shortcuts in the toolbar, or you can click Format, Font, Paragraph. To format line spacing for the header, click Format, Paragraph. Line spacing should be double (2.0). 

To format the body of the document, click Edit, Select All, while in the body of the document. Set font to Times New Roman or Arial only, and choose a 12-point font. You can do this in the shortcuts in the toolbar, or you can click Format, Font, Paragraph. To format line spacing for the body, click Format, Paragraph. Line spacing should be double (2.0). 

To format the title, just type the title of this paper as a placeholder. Center the title. Notice how the title is plain—no italics, boldface, quotation marks, or underlining. It is not larger than the rest of the typeface. Center the title.

To set margins, click File, Page Setup, Margins. Set the top/bottom and left/right margins to 1”. Gutter can be zero. Header and footer from edge can be 0.5”.  

Proofread the heading. Click Save. Open this template whenever you need to type an assignment for this class. When you open this template, do NOT type your work and click Save. Instead, as soon as you open the template, click File, Save As, and type the new file name under which you would like to save your work. It is easier than it sounds. Let me know if you have any questions.


