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What is an MLA style report?

An MLA style report is an academic report widely accepted

in schools and universities today. There are many acceptable
formats for reports. One of the most common is MLA style,
which stands for Modern Language Association. This writing
convention is widely accepted among teachers, scholars, and
librarians. MLA style will dictate line spacing and paragraph
alignment, as well as text citation and bibliography format. For
complete and specific current rules on MLA documentation,

check with the latest edition of the MLA Handbook for Writers of
Research Papers.

Why is using a report important?

Whether informal or formal, reports serve as an important
writing tool. Reports are not just for students or researchers.

Most business organizations use reports to give details about
financial data or marketing research.

Examples

[J Informative report
[0 Persuasive report
[0 Research report
[0 Business report

Goal

Use word processing software to
learn and practice how to create
and format an MLA style report.

Skills

L Understanding the parts of a report

[1 Using proper report format in MLA
style

[1 Inserting page numbers
L1 Using first line indents
[ Using block indents




Document

. ﬁ:_. w': :w- -.Ltﬁ_.qm r-l J..,‘_.;r_:r-'IF
[ 1 = HJ . ' - L B o
y X g n 1“ E *_ J_.-. . = !t - k i 'v‘ ,.ﬁ_".:'.
H -'1,*-‘_ . % 'ﬂ-;-"d-_ . _:" . It . ! 0

St
i ¢

o+ ™,

Har

Socar el B

L% DN PRT- N

Heading

Tochnoleg g saer

o Novenilyy M

Title

Body

| ive Flicgoors vt b Bt 4 o

s o the wg b s TR NI TTFAT A R RN W PR SAI | IO LPEL L PRIV LY B S TPURPRRTY RPN I &8 LS
T shice of @ potann doaead e ga oo and it Pobeie, Mo are Jdebts e amd oy prpaiin
THes b 1he Linde Bad ot sy by Byt albdhe et chat s o Tigs o v ponud g
Phoy ane vomsemenm Sl Toend st greass . and coine it v ale s s ot Tasers U hianld
L R R o A P RTETE PIE LU TR TN R T (Y N

Whem Gy Crmm 4 Ny Amem o us BT dil Sae1ta Moty St Yok et o
SUSEACT TR AR B Praee Gt e tec b, B cam o waih ave adeg o ko the panene He erediiead
vers papet then lion v e g waas mpeeseabde o b eoned up oo foek To s Gy the
v EETICT Bt TG sl o et otheer goeags e, e redti st the vheps That v 1823 and
Povh et Db g Tater Uhe st o omiaiial by bt s Saraiog s € e B Pogonine o hogsefiold
~Oaw b o srap

Pow maost oot the Fygte P povialoschyps gt ot ke hand iswd sobd pomioeds o
rerlamards ALy the wagesstol prenieer at the Saratoa Spongs Resont @ hel Crum opened hos
T et B hean somopy, putate chips szl baskes @ evers able Onwee the
g hariscal potato poeten s g evenicd predin on of potale hips nod onb bheeume ecasier but
Zhw Mrorg miundl Smal monulactarer- Trom Uhee G 4 alifornra began producing potato chips
hotweern {395 and 19200 Todan, potare chipe are as ardabic with seqsmings ranging from

Parhegue to sl amd ey

L
r-—-v-.l-n-.ﬁ----—-.-h— - ——r i — I
: i
{
Ries 2
| S S P B T S AL TR Thaal oo T Rtk T Deadaeg e Qg ~.|”|'|.rh,‘"
P e e Dl e ey iR it 1 e hed pecked. cioed drred foed
LSRNl P L UL N T YO 4 S SR | B o e M-y e T L
LSTEOR N VT TR PU SRR L SRTRIers SRS SRPV A S £ o S SLTCS SRR R (oB LMY ] i
1 - i H r. Fousiar o PR q L._"' - .H-_irl_r.ht}
aend sl PAoarr bl W et ek e P il IR s il S 1l i
1

—-nmd . mpapecrc.a

MLA Style Report

Header

Long Quote

Header

PartS Description

ok Tl Poo i b pate e v s amiple W Bathe and ipaie w fady

P otug s thesc g B et abor S e s T et e kil the thasor

f i il ot e e e

S TR R LR ) LI LR £ PR BT N RTAE WL T I ETIE Py T T TN o [ LA PR

SURTIE S B N ST R TR T WA 7% BRURLAEY L JTTTS TR A TR AT vt bails thwe

dlae e are fepped ok ek e ol alte St Tectedheary i

Pho e endesvy o the ccdlnpfumy bor eowbot crpeuaadls cars polsta chims e h muass
bl poptdarns Hefote bagemg them s e ikd i mrarkets et o Pala beos whene shop
ov T 3 auTd soomp ond orders for cesteaners ol patate _hipa ars hoaseed on plastic of tont
Prage - dhat are pratied with naesgen ez o keep thor from broske e and waog ale Adcordogg to
the Paseb & ppapie 7 8 Mmooy of Pry Vaniad domy viogan Poosabe € Gap. Procor wld Cambly des vgd
tennis ball caniter, w here the pertectl lormed balt morm Pringles could ™ sdached inbeolen™
t Burbons STy [his packagimg st ondy protects the prodoct, kot crves Pronetes brood i e
recopnizble Teaurg

Clcarly, potato chips have changed over tme From their inventson unty pow thes have
hecome easier to produce, more ay aifable to consurners, and Comg it 3 s oder sare o s ors
Not onby has the production esolyed. bt the pack ging and method of distribution has changed

as well, Wath the advancemends of technologs | there 1= mar lelimg what the podtater cinp ot i

Tuturg mught be like.

Includes the author’s last name and page number.

Includes the author’s name, instructor’s name, course name, and date (day, month, and year).

Heading
Title Includes the title of the report keyed in initial caps style.
Body Includes the introduction, body, and conclusion of the report.

Long Quote

entire quote one-inch from the left margin. Omit quotation marks from the quotation.

Formatting

Used to indicate the quotation is longer than four lines. Start the quote on a new line, indenting the

o —— - =

43



Document

| | MLAStyle Report

P el o e

-

Scenario

Once the outline was prepared and her research was complete for the MLA style report about the history of
the potato chip, Scarlett Ross composed the report. She formatted the report using MLA style that includes
a header with her last name and page number. The MLA style also requires a heading, which appears only
on the first page. It includes her name, her teacher’s name, Ms. Jones, the class she did the assignment for,

and the date. The date is formatted as day, month, year. The title is centered using initial caps, the entire
report is double spaced, and long quotes are left-indented 1”.

=3 .
Document Setup | Instructions
— i
StartUp  Using word processing software, create a NEW 1. Folloiw the Document Setup instructions
document. provided.

—

2. Refer to the Practice Document as you follow

FileName  Save thefile as: Doc11 Practice the instructions below.

tebntion  Fodish 3. Inthe header of the document, key the wr{ter S
last name, followed by the page number, right-
Margins Top 1", Left 17, Right 17, Bottom 1” aligned.
- 4. Key the heading as shown.
Line Spacing Double, no additional spacing before and after 5. Continue to key the title and the body of the
paragra?hs report. Be sure to indent the first line of each
aragraph an ‘ '
Font,Size  Times New Roman, 12 pt. ES Sh% w;;h d block indent the long quotation

6. Carefully proofread your work for format and
grammatical accuracy.

7. Resave the file.

8. Printa copy of the document if required by your
instructor.
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Scarlett Ross
Ms. Jones
Technology Education

21 November 20

The History of the Potato Chip

TAB . One of the world’s most recognizable snack foods is the potato chip. Who can resist this

thin slice of a potato. fried to a crisp and salted? Potato chips are delicious and very popular.
They satisfy the taste buds of many by hitting all the essential characteristics of a good treat.
They are convenient, easily found, salty, greasy, and come in a wide variety of flavors. It 1s hard

to believe their invention was a mistake.

TAB y  When George Crum, a Native American chef in Saratoga Springs, New York, upset a

customer with french fries cut too thick, he came up with an 1dea to irk the patron. He produced a
very paper thin french fry that was impossible to be picked up by a fork. To his dismay, the
customer loved the result and soon other guests were requesting the chips. That was 1853, and
now over 150 years later, the snack originally known as Saratoga Chips has become a household

snack food staple.

TAB For most of the late 1800s, potato chips were cut by hand and sold primarily in

restaurants. After the successful premier at the Saratoga Springs Resort, Chef Crum opened his
own restaurant and began serving potato chips in small baskets at every table. Once the
mechanical potato peeler was invented, production of potato chips not only became easier but
also more popular. Small manufacturers from Ohio to California began producing potato chips
between 1895 and 1920. Today, potato chips are available with seasonings ranging from

barbeque to salt and vinegar.
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TA8_, The process of making the potato chip that is well known and sold today is quite simple.

Potatoes are harvested from potato farms, then the potato is washed, peeled, sliced, dried, fried,

and salted. The Frito-Lay Web site clearly describes the process.

1” BLOCK |NDENT>E All across America potatoes are specifically grown for Frito-Lay to make great

1
|

tasting chips. Upon arrival at one of our plants, it can take as little as 24 hours to

make the chips because we keep the process so simple. We bathe and clean whole

potatoes thoroughly in water. Next, we gently peel the skin so that the flavor
remains. The potatoes are thinly sliced and rinsed again to remove any excess

starch. The slices are cooked to a crispy crunch in all-natural oil. Finally, the

-...-.ql-.---r-h.-—-—-—Ih-l—l-'-l-lli-l-l-i-ﬂ-"

chips are topped with a sprinkle of salt (“3 Simple Ingredients™ 1).

TAB o The invention of the cellophane bag is what originally gave potato chips such mass

market popularity. Before bagging them, chips were sold in markets out of bulk bins where shop
owners would scoop out orders for customers. Today, potato chips are bagged in plastic or foil
bags that are puffed with nitrogen gas to keep them from breaking and going stale. According to
the book Crunch!: A History of the Great American Potato Chip, Procter and Gamble “devised a

tennis ball canister, where the perfectly formed half-moon Pringles could be stacked unbroken”

(Burhans 57). This packaging not only protects the product, but gives Pringles' brand its most

recognizable feature.

TAB o Clearly, potato chips have changed over time. From their invention until now, they have
become easier to produce, more available to consumers, and come in a wider variety of flavors.
Not only has the production evolved, but the packaging and method of distribution has changed
as well. With the advancements of technology, there is no telling what the potato chip of the

future might be like.




What is a works cited page’

A list of sources used for a research paper and formatted in MLA
style is called a works cited page. This page appears as the last
page of the research report and its page number reflects that.

It is double spaced and is formatted using hanging indents.
Citations are alphabetized and formatted according to the type
of source it is. It is recommended that writers consult a current
MLA Style Guide for the order of citation components and the
punctuation between those components.

Why is using a works cited page
important?

Providing evidence of your research gives your paper credibility
and validity. Each in-text citation gives only an abbreviated
reference to the full work in which you quoted or paraphrased
the material. By offering an alphabetized, properly formatted
works cited page, readers of your paper can reference the
original work you quoted from.

Examples

[0 Works cited page used in an informative report
[0 Works cited page used in a persuasive report

[0 Works cited page used in a research report
[1 Works cited page used in a business report

Use word processing software to
learn and practice how to create
and format an MLA style works

cited page.

Goal

Skills

[0 Understanding the parts of a works
cited page

O Using proper format on a works
cited page in MLA style

[1 Inserting page numbers

[0 Renumbering page numbers
[0 Using hanging indents

[J Sorting text A-Z
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Description

Header Includes the author’s last name and page number. Often renumbered to reflect the last page of the
report.

Title Identifies the sources/references page of the report with the text “Works Cited.” Text is center-aligned
and written in initial caps.

Citations Includes a list, in alphabetical order, of all of the sources used in the report. Sources/references may
include any of the following: books, journals, newspaper articles, magazine articles, Web sources, and
personal interviews. Note: It is important to consult the guidelines in the MLA Handbook for Writers of
Research Papers for proper works cited format.
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Scenario

During her research on the history of potato chips, Scarlett Ross kept track of the books and Web sources
that she referred to, quoted, and paraphrased in her report. Using that information, she has now created
the works cited page. Her report finished on page 2, so her works cited page is numbered page 3. She has
formatted the header’s page number to restart at page 3 since she has created this document as a separate

file from her report. As proper MLA format dictates, the page has a centered title, double spacing, hanging
indents, and is alphabetized.

—— g

Document Setup | Instructions
B e | ‘mﬁh-- h

. Instruction
StartUp  Using word processing software, create a NEW 1. Follow the Document Setup instructions

. provided.
2. Referto the Practice Document as you follow
FileName  Save thefile as: Doc12_Practice. the instructions below.

3. Inserta page number in the header preceded
by the writer’s last name. The header should be

right aligned and formatted to begin on page 3
in Times New Roman.

Orientation Portrait

Margins Top 1%, Left 17, Right 1”, Bottom 1”

Line Spacing Double, no additional spacing before and after 4. Key the title “Works Cited” as shown.

paragraphs 5. Usinga.5" hanging indent with each entry, key

the citations as shown.
6. Sortthe list of citations from A-Z.

Font,Size  Times New Roman, 12 pt.

7. Carefully proofread your work for format and
grammatical accuracy.

8. Resave the file.

9. Printa copy of the document if required by your
instructor.
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’ c Ross 3 5
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’ Works Cited
d Ament. Phil."Potato Chip History — Invention of Potato Chips.” The Great Idea Finder. April
HANGING INDENT .5” :
P — > 2007. Web. 20 November 2012, :
: Lays Potato Chips. Frito-Lay.com. June 2006. Web. 19 November 2012. '
, ;. Burhans, Dirk. Crunch!: A History of the Great American Potato Chip. Madison: University of
’ " Wisconsin Press, 2008. Print. I:'
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What is a table of contents? Goal

Use word processing software to
learn and practice how to create
and format a table of contents.

Very often known as a TOC, a table of contents is a list of
sections within a document. Using the TOC feature within word
processing software offers the option of hyperlinking each
section in the TOC to the appropriate section within the report.

This makes working with electronic versions of documents Skills
much easier. However, for the creation of this document, only O Understanding the parts of a table
tabs and dot leaders will be used. of contents

[J Using tabs

[J Using dot leaders

Why is using a table of contents
important?

The table of contents is found at the beginning of the
document and provides a quick reference to different sections
within a document. If a reader wishes to jump to a particular
topic, the use of a table of contents can eliminate having to
skim, search, or read the document for the necessary text.

Examples

O A table of contents used in an informative report
[0 A table of contents used in a persuasive report
[0 A table of contents used in a research report

[ A table of contents used in a business report

[0 A table of contents used in an academic report

J
it
:
¥
i
¥

2 r 8 - =

> ¢ 4 2 ¥ £ 30 B x

R EE Y E EE R Y




Document

——

- SE—

Tabhle of Contents

Section Headings
Sub-headings

fLrottuy lion )
section 1 Winter (Decembet theough Frbruany)
Hohdays . .
YWeather
Fchool Sports
Professtonal Sports o
Lacton 2 Spong {March thoowgh May )
Leasonal Yeggies
Seasonal Frofls
Mants and Fipwers .
St 3 Summer | lune through Aogut)
Vag sltons
Quidonr Auteeities
Beactees Lakes, and Rivery .
Sectson 4. Fall (September thiough Navember]
Pumphkin Piching
Fall Fohage
Back-10- 5 hool

b B R T N R . T )

14
11
14
i
21
23
i
16
g
18

.. 32

L onchrn

b .

Description

Parts

Title

Indicates the title of the page with the text: “Table of Contents.”

Section Headings

R W N N LY WY \¥

A

Sub-headings

Page Numbers

S . . . J e

.
WT** S e e R T T

Include the subject headings within the report, followed by a series of dot leaders and the
corresponding page numbers.

Include the sub-headings within the section heading in the report, followed by a series of dot leaders
and the corresponding page numbers.

Often preceded by dot leaders, the page numbers correspond to each heading or sub-heading within
the report.

P S 2 e T T P o e e e i, B . T

-~ 1 Page Numbers
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Scenario

13[ Table of Contents

Aggie Hicks has completed her report on the “Seasons in New England.” She is required to submit a table of
contents for her work to include the different sections and sub-sections of her report. She had the option of
using the table of contents feature in her word processing software, but decided to use tabs and dot leaders

only.

Document Setup

' L i e

Start Up Using word processing software, create a NEW
document.

FileName  Save thefile as: Doc15_ Practice

Orientation Portrait

Margins Top 17, Left 1, Right 1", Bottom 1”

Line Spacing Single, no additional spacing before and after
paragraphs

Font,Size  Calibri, 11 pt., unless otherwise noted
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Instructions

Follow the Document Setup instructions
provided.

Refer to the Practice Document as you follow
the instructions below.

Key the title of the document as shown, then
double space.

Set a left tab at.25" and .5".
Set a right tab with dot leaders at 6.5".

Using the tab key, key the Introduction followed
by a tab and the page number. Dot leaders
should appear before the page number.

Using the tab key, key the section heading
followed by a tab and page number. Dot
leaders should appear before the page number.

Continue keying the table of contents paying
careful attention to the tabs as shown.

Format the text “Table of Contents” to 14 pt.
bold.

Carefully proofread your work for format and
grammatical accuracy.

Resave the file.

Print a copy of the document if required by your
instructor.
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Table of Contents RIGHT TAB :
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TAB 9,: INErOAUCTION ..ot R DU et e e 1 :

; SeLtion 1: Winter (December-through Februany] s, avnummnassarsamsssmmu 2

TAB W 1o — PP e, e 3

! E Weather ......ccococceveeii . e, AL S O S e st TR SR 5
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