APA Style

Following, in outline format, is asummary of information regarding the formatting of a paper in
APA syle. Information is summarized from the Publication Manual of the American
Psychological Association, 5 edition. Thisguide is not meant to be definitive. Consult the
Publication Manual or the officid APA Website (http://www.apastyle.org/) for more specific
detals and for authoritative answers to questions on APA style.

Note: Numbersin text (e.g. 5.01) refer to numbered sections (not page numbers) of the Publication Manual of the
American Psychological Association, 5" edition. These numbers are provided to assist the user of this guide when
referring to the Publication Manual of the American Psychological Association, 5™ edition.

Physical Appearance

VI.

VII.

Use white, heavy bond 8 72" x 11" paper, printed only on one side. (5.01)

a. Makesuredl pieces of paper arethe same size.
b. Do not staple or tape anything to the pages.
c. Do not use onionskin or erasable paper.

Preferred typefaces. (5.02)
a TimesRoman 12-pt. (serif)
b. Courier 12-pt. (sans serif)
c. Usesaif font for text, sans sarif for figures.

Useitdics versus underlining. (5.02)

Paper should be double-spaced. (5.03)
a. Double-space after every linein thetitle, headings, footnotes, quotations,
references, figure captions and dl parts of tables.

Margins. (5.04)
a. Shouldbeat least 17 a top, bottom, left and right.

Jugtification. (5.04)
a. Left judify with aragged right margin.
b. Do not break words with hyphens at the end of lines—Ilet words wrap to the next
line.

Numbering / Pagination. (5.05/ 5.06)
a. Number dl pages consecutively.
b. UseArabic numerds, located in the top right-hand corner to number pages.
c. Title pageison aseparate page and is numbered page 1.
d. Abstract ison a separate page and is numbered page 2.
e. Text of paper should begin on a separate page numbered page 3.
f. Referencelist should Start on a separate page and be numbered consecutively after
the end of the text.



VIII.

XI.

XII.

Appendixes should each start on a separate page.
Author note should start on a separate page.
Footnotes should be listed together and start on a separate page.
Tables should each start on a separate page.
. Figure captions should be listed together and start on a separate page.
|.  Figures should each start on a separate page.
m. No more than 27 lines of text per page. (5.04)
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Manuscript page headers. (5.06)
a. ldentify each page with thefirst 2 or 3 words of thetitle of the paper, above or 5
gpaces to the left of the page number.

Corrections. (5.07)
a. Makeadl corrections using the word processing program.
b. Completed papers may have handwriting on them only to note specid characters
or specid indructions)

Indentation. (5.08)
a Indent should be 5to 7 spaces. Indent should be consstent throughout the
document.
b. Indent thefird line of every paragraph and thefirgt line of every footnote.
c. Indent the entire quotation for long quotes (40 words or longer). Additiondly,
indent the firgt line of subsequent paragraphs in long quotations containing 2 or

more paragraphs.

Capitdization. (5.09)
a. Cagpitdizethefird letter of important words.
i. Title

i. Byline

iii. Do NQOT capitdize the running head for publication.
iv. Pagelabels (Abstract, Methods, etc.).

V. Most headings. (5.10)

vi. Tabletitles.
vii. Some dements of the reference list.

Spacing and Punctuation. (5.11)
a.  Use one space fter the following:
I.  Commas, semicolons and colons.

ii. Punctuation at the end of sentences.

iii.  After periods separating parts of areference citation.

iv. After pariodsintheinitids of names (J. D. Power).

V. Oneexception: Do not use a space after interna periods in abbreviations
or internd colonsinratios (e.g. 3:5).

vi. Punctuation with parenthes's depends on context.



X1, Quotations. (5.13) (seedso 3.34—-3.41)
a.  Short quotations.
I.  Fewer than 40 words.
ii. Incorporated into the text of the document and enclosed with double
quotation marks (*”).
lii. See 3.39 — 341 for information on in-text citation.
b. Long quotations.
I. Longer than 40 words.
ii. Display in adouble-spaced block with no quotation marks.
iii.  Indent 5 to 7 spaces, without an opening line indent, except for the
opening line of subsequent paragraphs of multi- paragraph quotations.
Iv. See 3.39 — 341 for information on in-text citation.

XIV. Sidica and mathematica copy.
a Seeb.14 of the Publication Manual.

Ingtructionsfor writing and typing the manuscript

I. Titlepage. (5.15)
a. Contains three eements.
I. - Running heed for publication.
1. An abbreviated title printed at the top of thetitle page (and all
subsequent pages).
2. Printed flush left in dl UPPERCASE letters.
3. Should not exceed 50 characters, including spaces and punctuation.
ii. Title
1. Summarizesthe main ideaof the pgper and isfully sdf-
explanatory.
Type in uppercase and lowercase letters.
Center between left and right margins.
Pogtion in the upper haf of the page.
If more than two lines, double- space between the lines.
Ii. Byllneandlnstltutlond afiliaion.
1. Bylineisthe author's name,
a. Nameisprinted firs name, middleinitid, last name (John
A. Smith), with uppercase and lowercase |etters.
b. Omitdl titles
c. For names with suffixes, separate the suffix with a space
rather than a comma.
d. Center between left and right margins.
e. Postion one double-spaced line below thetitle.
2. Inditutiond affiliation is the place where the research was
conducted.
a. Centered under the byline.
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b. Placed on the next double-spaced line below the byline.
3. For multiple authors and/or &ffiliations, see 5.15.

[l. Abgtract. (5.16/1.07)
a. A brief, comprehensve summary of the contents of the article.
b. Beginson anew page.
¢.  Running head for publication (manuscript page header) and page number (2)
should be in the upper right-hand corner.
d. Thelabe Abstract should be typed in uppercase and lowercase | etters, at the top,
center of the page.
e. Typeinasngle paragraph, with no firg line indent.
Abstracts should be:
I. Accurate.
1. Report nothing that isn’t in the body of the paper.
il. Sdf-contained.
1. Define al acronyms and abbreviations.
2. Spdl out names of tests and drugs (use generic names for drugs).
3. Define uniqueterms.
4. Indudein-text citations for referrd to previous research. Full
bibliographic citation should be included in References.
iii.  Concise and specific.
1. Beashrief as possble without being uninformative.
2. Do not exceed 120 words.
3. Spdl out the 4 or 5 most important concepts, findings or
goplications of the research.
iv. Non-evduative.
1. Report, do not editoridize.
2. Avoid biased language.
v. Coherent and readable.
1. Useactivevoice.
2. Use present tense for results with continuing gpplicability or for
conclusions drawn.
3. Use past tense to describe variables manipulated or tests applied.
4. Usethird person rather than fird.
g Refer to 1.07 for more specific guidelines and for information about differencesin
abgtracts for different types of articles (i.e. review paper, methodological paper,
etc.)

.

1. Text. (5.17)

a. Begintext on anew page.

b. Running head for publication (manuscript page header) and page number (3)
should be in the upper right-hand corner. Header and page number should be on
al subsequent pages of text.

c. Titleof paper should be printed at the top center of the page, double-spaced.

d. Text sectionsfollow without break. Do not start a new page for each section of
text.



e. Therearefour sections of text.
I. Introduction. (1.08)

1. Opensthe body of the paper.
2. Isnot [abded Introduction.
3. Presents the problem being studied and describes the research

Srategy.

a. Develop the background.

iv.
V.

Discuss the literature (lit review).

Cite only works pertinent to the current study.
Emphasize pertinent findings, mgor conclusions,
and rlevant methodologica issues.

Treat controversd issuesfarly.

Assume the reader is knowledgeable, but not a

sedidi.

b. State the purpose and rationae.

i. Method. (1.09)

Explan the gpproach to solving the problem. This
should be in the cloging paragraphs of the
introduction.

Define the variables.

Issue aforma statement of the hypotheses and the
rationale behind them.

1. Describesin detail how the study was conducted.

2. Thelabel Method should be typed in uppercase and lowercase
letters, centered on the page.

3. Congsts of separate, labeled sections (Iabels are uppercase and
lowercase, left judtified) (see 3.32 for information about levels of
headings), which incdlude:

a. Participants (or, Subjects)

Describe the sample.
1. With human participants:
a. Report procedures for selection and
assgnment.
b. Report any agreements or payments
made.
c. Report demographic characteristics.
I. Sex, age, racelethnicity, and
where appropriate,
S0Cioeconomic status,
disability status, sexud
orientation.
2. With animd participants.
a.  Report genus, species, strain number,
or other specific identification.



b. Give number of subjects and their
age, X, weight, physiologica
condition and handling conditions.

3. Report tota number of participants, number
assigned to each experimentd group, and
ifiwhy any did not complete the experiment.

b. Apparatus (or, Materids).
I.  Describe materials used and their function.

ii. Specidized commercia equipment should be
identified by model number, supplier name and
supplier location. Describe the function in detail.

iii.  Complex equipment may require a diagram and
description, which can be located in an appendix.

c. Procedure.
I.  Summarize each step of the research.

ii. Summarize indructions given (if any) to
participants.

lii.  Summarize controls.

iii. Results. (1.10)
1. Summarizes data collected and any Satistical or andytica
trestment applied to the data.
2. Include ALL results, even those that do not support the hypothess.
3. Do not include individua scores or raw data
4. Tablesandfigures.
a.  Usetables and figures only when they will more succinctly
show the data
b. Do not usetables or figuresif the information can eesily be
represented textudly.
c. Refer to tables astables and any graphs, drawings or
pictures asfigures.
d. Alwaysrefer to tables and graphsin the text, telling the
reader what to look for.
5. For information on Satistical representation, see 1.10
iv. Discusson. (1.11)
1. Evauates and interprets the results, especidly in regard to the
dtated hypothesg(es).
2. Openswith aclear statement of support or nonsupport of the
hypothes 5(es).
3. Section can be brief or extensve, depending on the project.
4. If brief, may be combined with the Results section.
5. Acknowledges limitations and/or aternative explanations of
results.
6. When appropriate, ends with significance or importance of
findings.
a. Choice of the problem. Why isthisimportant?



b. Levesof andyds. How arethese findings linked to other
anayses?

c. Application and synthess. What can be explained by the
results?

IV. References. (5.18)

a

b.

C.
d.

e.

f.

Start the reference list on a separate page.

Type the label References in uppercase and lowercase letters at the top, center of
the page.

Double-space al entries.

Thefirgt line of each entry should be indented 5 to 7 spaces.

All citations in the paper must be in the referenceligt, and dl referencesin the list
must be cited in the paper.

For more information about references see:
http://Mmww.stfrancis.edu/lib/citing.htm#A PA

V. Appendixes. (5.19/1.14)

a

Include appendixes only if it helps the reader to understand, evauate or replicate
the study.

Double-space appendixes.

Begin each appendix on a separate page.

Typethelabe Appendix in uppercase and lowercase |etters at the top, center of
the page.

If there is more than one gppendix, follow the labd with identifying capitd letters
(A, B, etc., in the order in which they are mentioned in the text.)

V1. Footnotes and notes.

a

Author note.
i. Start the author note on a separate page after the references (or
appendixes, if any).
ii. Typethelabe Author Notein uppercase and lowercase letters at the top,
center of the page.
lii.  Start each paragraph of the note with an indent of 5 to 7 spaces.
Iv. Type separate paragraphsfor:
1. Authorsand afiliations.
2. Sources of financia support.
3. Acknowledgement of colleague' s contributions.
4. Author’s address for correspondence.
a. Begin the sentence with “ Correspondence concerning this
article shoud be addressed to...”.
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