
Benjamin Franklin High School Writing Format and Style Guide
1. Standards for Handwritten Work

a. Ink must be black or blue; use pencil only in math or science classes.

b. Name, teacher, grade/period, and date must be written in the top right-hand corner.

c. Multiple pages must be stapled together.

d.  Rough drafts must be double-spaced, final copies single-spaced.

e. Handwriting must be neat and legible, and in standard cursive.

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

2. Standards for Printed Work

g. Name, teacher, grade/period, and date must be typed and double-spaced in the top left-hand corner.

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

i. Page layout must have one-inch margins all around and double-spaced lines all throughout.

j. Use the header function to include student's last name and page number at the top right of each page.

k. Titles of essays must be middle-aligned, with one line space between the title and the first paragraph.

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

m. Quotations and citations (including a works cited page) are formatted according to MLA style. 

n. Multiple pages must be stapled together.

3. MLA Citation Examples: Be aware that for other types of publications, there are more specific rules. Double check all work with the recommended resources listed below.
Book with one author
Last name, first name. Title of Book. Publication city: Publisher, publication year. Print. 

Website
Author of the page last name, first name. "Webpage/Article Title." Website Title. Publisher/Organization name,
1 May 1987. Web. 1 Aug. 2013.
*The first date listed is the date of publication. The second is the date that you accessed the website.

Encyclopedia
Editor last name, first. "Article Title." Encyclopedia Name. Publication City: Publisher, publication year. 
170-72. Print. 
*The numbers listed are the page numbers of the article you used. If the article is a signed article, check with Purdue OWL or your teacher.
4. MLA In-text Citations

ANY information that is someone else’s words or ideas must be followed by an in-text citation. This includes quotations, paraphrases, and summaries. 


Quotation: “This is a quotation” (AuthorLastname 12).


Paraphrase: This is a paraphrase (AuthorLastname 78).


Summary: This is a summary (AuthorLastname 45).
5. Works Cited

The works cited should appear on its own page. It should be titled “Works Cited” in Times New Roman, size 12, black font, with no quotation marks, bold, italics, or underline. All entries should be double spaced and indented on all lines but the first (as shown above). All entries should be organized in alphabetical order by the first word in the entry.
Recommended Resources:
· Purdue Online Writing Lab (OWL) https://owl.english.purdue.edu/owl/resource/747/1/
· The MLA Handbook
This page and the following page are borrowed from the Purdue Online Writing Lab Sample MLA Paper.
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