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APA Formatting

The information given in this guide-sheet is taken from the Publication Manual of the American Psychological Association, 6th ed. (2009), primarily Chapter 2. The formatting suggestions below are appropriate for formal student papers, such as empirical reports and literature reviews. APA formatting may vary for other types of student assignments. Ask your instructor to specify any variations from the following notes. Since the 6th edition of the APA manual was published very recently, it would be a good idea for you to ask your instructor if he or she will be following this newest version of APA formatting guidelines, or whether he or she will continue to follow the guidelines specified in the 5th edition.

Title Page: 
A double-spaced heading for your paper appears centered in the middle of the first page. It consists of the title of your paper, your name, and your school. Use upper and lower case letters. If your title contains the title of another work, treat that title as you normally would, e.g., italicize book titles or place article titles in quotation marks. Notice that Page 1 of an APA manuscript is the title page. All assignments written in APA format should have a title page like the one below.

Sample Title Page:

This example (right) shows strict APA formatting. Your instructors may specifically require changes or additions to the title page, so it is often a good idea to check with them. 

Parts of the Title Page

Title: 

The title of your paper should be no more than12 words.  Each word should reflect key ideas in your paper that could even be used as key words in the research process.  Avoid empty words, such as “A study of…” or “An Investigation of…”  Also, try to avoid using abbreviations in the title. Keep in mind that the title is the first indicator to the reader of the paper’s contents.  The title is typed in upper and lower case letters, and should appear in the upper half of the page.

Name and Institutional Byline:
APA prefers the use of first name, middle initial, and last name, which should remain consistent in all papers written by the same person.  The institutional affiliation represents where the work was conducted.  Professors may prefer that you write the class 
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number and/or date here instead of University of Colorado Colorado Springs, so check with your professor.
Running Head and Page Number: The running head is an abbreviation of your title in fewer than 50 characters (this includes punctuation and spaces and is usually about 5-7 words). The words “Running head” must be written on the first page, followed by a colon and your abbreviated title, which should be in all caps. Only your abbreviated title, in all caps, should appear on subsequent pages of your paper.
NOTE: The words “Running Head” are actually typed on the draft as shown.   

The page number appears, right justified, on the same line as the running head.  To format page numbers and headers in Word, go to Insert>Header/Footer/Page Number. 
Abstract Page
Only formal student APA papers, such as literature reviews and reports of empirical studies, require abstracts. An abstract summarizes the paper for research purposes, so it is not actually part of your paper; it is intended to stand alone. The abstract appears alone on p. 2 of the APA manuscript. The word “Abstract” should appear centered at the top of page 2, followed by the abstract itself.  The text of the abstract is not indented.  Abstracts can vary in length from 150-250 words, so ask your instructor about any word limits for your particular paper.

Page 3 of an APA manuscript

Your paper begins on p. 3 of the APA manuscript. Your title appears again, centered 

at the top of the page; then your paper text begins. The text that follows the title is understood to be introductory material, so no heading labeled “Introduction” is necessary. 

Reference Page

· The reference page of your paper is the final item of your manuscript unless you have appendices, notes, tables, or graphs, which are placed after the reference page.

· The reference page contains all the information necessary to help the reader 

access the same works that you have referenced in your paper, so the references must be accurate and complete.

· The reference page is titled “References,” which is centered at the top of the page (see sample).

· Citations are listed alphabetically by author (last name; first and middle initials). If no author exists, the title of the work replaces the author’s name, followed by the publication date. 

· Reference citations are formatted with a hanging indentation (See sample page right). To format a hanging indentation in Word, type your first reference citation and highlight the citation; then go to Format>Paragraph>Special>Hanging >OK. Subsequent citations will be formatted with the hanging indentation.

Formatting:

Margins

· Use one inch (1”) margins at the top, bottom, and sides of the page

· Do not justify margins; use ragged right edge

· Do not divide words at the end of a line. Let a line run short rather than breaking words at the end of the line

Spacing 

· A paper written in APA format is double-spaced throughout, including block quotations and the Reference page. No single spacing or additional spacing is appropriate
· Leave one space only after commas, semicolons, colons, and periods in abbreviations.
· Leave two spaces after final punctuation.

· Indent paragraphs one tab key or five spaces

· Indent block quotations five spaces, left side only

Font  

· Use Times New Roman in all text excluding tables and figures.  Use a 12 pt. font size

· Arial font may be used for tables and figures
 

· Do not use boldface type (except for section headings where required).

Quoting:

Direct Quotes

In APA style, most material referenced in text takes the form of a summary or paraphrase; direct quoting is done sparingly. It is appropriate, however, to (1) directly quote material that is theoretical or evaluative in nature and (2) directly quote highly stylized language by an important source. If you wish to highlight another author’s key term, place it within quotation marks and treat it as a direct quote. Direct quotes are placed within quotation marks and are accompanied by a page number (p. #) for PDF and print sources or a paragraph number (use the abbreviation para) for sources in HTML formatting.  
Omitting words or phrases within a direct quotation 

When omitting a word or phrase from a direct quotation, use an ellipsis to show that words have been omitted:

Warringer (2003) concludes, “Participants demonstrated…erratic behavior” (p. 115).

Omitting sentences within a direct quotation

When omitting sentences within a direct quotation, use an ellipsis and a period to indicate that sentences have been omitted:

“Participants demonstrated unpredictable and sometimes erratic behavior….The frightening stimulus was removed, however, and participants returned to a state of calm” (p. 115).

“Block” quotations 

When a direct quote is longer than forty words, use a “block quotation.”

Instructions for formatting a block quotation are as follows: 

Introduce the quotation with a sentence followed by a colon; name the author and publication date of the quoted material in a signal phrase, e.g. “According to Name (2004)...” Indent the quoted material five spaces from the left. Double space the block quotation. Follow the quoted material with a parenthetical citation of the page number after the final punctuation. (p. #)
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� Additional information on tables and figures can be found in Chapter 5 of the APA Manual, 6th Edition 
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