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Formatting Basics

A title page is required

All essays should be double-spaced

Use 12pt Times New Roman Font, 12 pt

Use 1” or 2.54 cm margins (ie. most word processors default to this)

The last page of each essay should be the works cited page in MLA 
format (see Chapter 7 of Casson and Writing Aids link on class web 
page) 
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Quotation Rules

Poetry/Verse

Quotations of up to 3 lines should 
be integrated in your paragraphs 
within quotation marks.  The end of 
each line should be distinguished 
with a slash (/).

Quotations greater than 3 lines 
should be offset from your 
paragraph by 2 left indents/tabs.  
Do not use quotation marks around 
indented passages.

Prose

Quotations of up to 4 typed lines should 
be integrated in your paragraphs within 
quotation marks.

Quotations greater than 4 typed lines 
should be offset from your paragraphs 
by two indents/tabs.  Do not use 
quotation marks around indented 
passages.
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Poetry Quotation: Example 1

In Shakespeare’s Julius Caesar, Antony says of Brutus: “This 
was the noblest Roman of them all” (5.5.74).

“Friends, Romans, countrymen,” begins Antony’s famous speech, 
“lend me your ears; / I come to bury Caesar, not to praise 
him” (3.2.80-81).
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Poetry Quotation: Example 2

Elizabeth Bishop’s “In the Waiting Room” is rich in 
evocative detail:
! ! It was winter. It got dark 
! ! early.  The waiting room
! ! was full of grown-up people,
! ! arctics and overcoats,
! ! lamps and magazines. (6-10)
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Prose: Example 1

For Charles Dickens, the eighteenth century was both “the 
best of times” and “the worst of times” (35).

“He was obeyed,” writes Conrad of the company manager in 
Heart of Darkness, “yet he inspired neither love nor fear, 
nor even respect” (87).
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Prose: Example 2

At the conclusion of Lord of the Flies, Ralph and the other 
boys realise the horror of their actions:

The tears began to flow and sobs shook him.  He 
gave himself up to them now for the first time on 
the island; great, shuddering spasms of grief that 
seemed to wrench his whole body.  His voice rose 
under the black smoke before the burning wreckage 
of the island; and infected by that emotion, the 
other little boys began to shake and sob too.  And in 
the middle of them, with filthy body, matted hair, and 
unwiped nose, Ralph wept for the end of 
innocence…. (186)
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Title Formatting Rules

Italicize or underline the titles of books, 
anthologies, journals, plays, long poems 
published by themselves as books, magazines, 
television series, and movies

Put quotation marks around the titles of 
short stories, poems published singly or 
within collections, journal articles, magazine 
articles, and television episodes
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