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Note:  This is my summary of frequently used APA style notations.

The final authority on all style concerns is the 5th edition of the APA Publication Manual.

General Typing Information

(pp. 284-292)

Margins: Use 1” margins on the left, right, top, and bottom of each page.

Indentation: Use normal paragraphs in which the first line is indented five characters (use tab key). The exceptions here are:

· the abstract,

· block quotes,

· titles and headings,

· table titles,

· notes, 

· figure captions

Font: Use a standard serif font (e.g., Times) at 12 point. For figures, use a 12 point sans serif font (e.g., Helvetica).

Alignment: Left align text; do not right and left justify. Do not divide words or hyphenate at the end of a line – let the line run short.

Punctuation Spacing: Use one space after sentence terminators (period, question mark, exclamation mark); commas, colons, and semicolons; periods as part of reference citation; periods of initials in personal names. EXCEPTION: No spaces are used in abbreviations such as i.e., e.g., U.S., a.m., and colons used in ratios).

Primary and Secondary Sources (p. 247):

Throughout your papers it is important to give credit where credit is due. One particularly important area to note is the use of primary and secondary sources. Wherever possible you should use primary sources – but, you must have read that source in order to cite it. You should try, wherever possible, to find original sources. If you cannot find one, however, use the following citation procedure for citing the secondary source.

in text: Name the original work but give the citation for the secondary source:

Seidenberg and McClelland’s study (as cited in Cotheart, Curtis, Atkins, & Haller, 1993) suggested that …

in reference list: cite the secondary source:

Coltheart, M., Curtis, B., Atkins, P., & Haller, M. (1993). Models of reading aloud: Dual-route and parallel-distributed-processing approaches. Psychological Review, 100, 589-608. 

 Citations/References in Text

(pp. 207-214)
Generally, citations follow the rule of (author, year). If it is a direct quote, the general rule is (author, year, page number(s)). If it is a citation in the middle of a sentence, the general rule is … author (year)…

For example:

(Fox, 1991)

(Fox, 1991, p. 67)

According to Fox (1991), college students…

Within a paragraph, do not include the year in subsequent references to the same work as long as it cannot be confused with other works. For example:

In a recent study of reaction times, Walker (2000) described the method….Walker also found…

One work, one author:

Coming out as bisexual within an original community of reference, be it a lesbian, gay, or nongay one, puts bisexuals in the position of renegotiating their roles, functions, positions, activities, and membership in that community (Fox, 1991).

Josselson (1990) conducted interviews with 60 randomly selected senior women and conducted follow-up interviews with 34 of those women 12 years later.

One work, more than one author:

a)two authors – always use both last names:

McCarn and Fassinger (1994) developed a model of lesbian identity which incorporates the important distinction between individual sexual identity and group membership identity development.

An important distinction must be made between individual sexual identity development and group membership identity development (McCarn & Fassinger, 1994).

b)three-five authors – site them all the first time, then use et al., - both in text and parentheses:

Belenky, Clinchy, Goldberger, and Tarule (1986) proposed a new model of cognitive development. According to Belenky et al. both connected knowers and separate knowers are practicing procedural knowing. (Remember to add the year in subsequent parapraphs.)
c)six or more authors – always use et al., after first author's last name - both in text and parentheses:

A number of limitations of identity development models have been identified (Myers et al., 1991).

One author, more than one work:

The key to differentiate between an authors’ multiple works are the years of publication. List publication dates chronologically:
Little is known about the importance of family support to college students beyond the first year (Kenny, 1987, 1990).

If an author was especially prolific in the same year, designate with lowercase letters: e.g., (Kenny, 1987a, 1987b).

Multiple citation in text:

There will be times that you’ll want to attribute a concept to several authors. In the parentheses, arrange alphabetically by author and separate with semicolons.
Women’s development, both psychosocial and cognitive, has been the focus of considerable recent research (Belenky et al., 1986; Gilligan, 1982; Greeley & Tinsley, 1988; Josselson, 1990; Stern, 1990).

Personal communication:

These include telephone conversations, e-mail, letters, memos, personal interviews.
Developing awareness and integration of emotions may be a component of Chickering’s construct, however, current thought suggests that the tasks of the managing emotions vector may describe personality rather than identity development (R. B. Winston, personal communication, January 30, 1993).

D. J. Taub (personal communication, September 11, 1995) observed similar trends on a different campus.

*personal communications are not included in the reference list because they are not recoverable data.
Direct Quotations

(pp. 117-118; 292-293)

Fewer than 40 words:

Consider the citation part of the sentence and put punctuation after the closing parenthesis.
A primary limitation of the life history method is its reliance on “retrospective evidence” (Yow, 1994, p. 18).

More than 40 words:

Indent five spaces on the left or ½ inch (only left indent); double space; punctuate before first parenthesis.

Denzin (1989) suggested that:

A thick description does more than record what a person is doing. It goes beyond mere fact and surface appearances. It presents detail, context, emotion, and the webs of social relationships that join persons to one another. Thick description evokes emotionality and self-feelings. It inserts history into experience. It establishes the significance of an experience, or the sequence of events, for the person or persons in question. In thick description, the voices, feelings, actions, and meanings of interacting individuals are heard. (p. 83)

Reference List

(pp. 215-281)

The reference list is at the end of your paper/thesis/article/dissertation and lists all citations included in your paper. Note that it is NOT a bibliography – list only the items that you have cited throughout your paper. The list is arranged alphabetically by the last name of the first author. It is double spaced and each entry should have a hanging indent (**this is a change from the 4th edition style manual). Another change is the use of italics rather than underline.

Generally, you can think of each entry in terms of elements. All elements are followed by a period.

Element one = author

Element two = year

Element three = title

Element four = name of journal/book

Element five = publisher location and name

Tid Bits:
Several works by the same author? -- arrange them chronologically, earliest first.

Same author, same year, more than one citation? -- arrange alphabetically by title and use lower case letters with the years (i.e., 1996a).

References by both author individually and with others? -- an author’s single-author reference precedes his/her multiple author entries.

Capitalization? -- Note that only the first word of a title is capitalized. If the title has a colon, the first word after the colon is also capitalized.

Examples of some of the most common types of references:

Book:
Chickering, A. W. (1969). Education and identity. San Francisco: Jossey-Bass.

Edited book:
Gilligan, C., Lyons, N. P., & Hammer, T. J. (Eds.). (1989).  Making connections: The relational worlds of adolescent girls at Emma Willard School. Cambridge, MA: Harvard University Press.

(note that the name of the school remains capitalized since it is a proper noun)

Chapter in an edited book:
Hutchinson, S. A. (1990). Education and grounded theory. In R. R. Sherman & R. B. Webb (Eds.), Qualitative research in education: Focus and methods (pp. 123-140). New York: The Falmer Press.

Second (or later) edition of a book:
Chickering, A. W., & Reisser, L. (1993). Education and identity (2nd ed.). San Francisco: Jossey-Bass.

Book review:
Komives, S. R. (1995). [Review of the book Reform in student affairs: A critique of student development]. NASPA Journal, 32, 316-319.

Journal article:
McEwen, M. K., Roper, L., Bryant, D. R., & Langa, M. J. (1990). Incorporating the development of African-American students into psychosocial theories of student development. Journal of College Student Development, 31, 429-436.

Newspaper article:
Coughlin, E. K. (1993, March 24). Sociologists examine the complexities of racial and ethnic identity in America. The Chronicle of Higher Education, pp. A7-A8.


Article in Internet-only journal:

general guidelines:

1) Whenever possible, reference specific documents/pages rather than home pages.

2) Provide URLs that work.

Denzine, G. M. (1998, April 3). The use of Q-methodology in student affairs research and practice. Student Affairs Journal Online. Retrieved September 5, 2001, from http://www.sajo.org

Note the lack of closing period on this type of citation!  See pp. 268-281 for all internet and electronic citation examples.
Other Stuff

AND vs. &
The word ‘and’ is used in the text while the ampersand is used in parentheses.

Players begin the game by taking on the role of one of the eight types of commuter students outlined by Stewart and Rue (1983).

Advocacy is an important function and effective tool for those who work with commuter students (Jacoby & Girrell, 1981).

In the reference list, always use an ampersand between authors’ names:
Pascarella, E.T., & Terenzini, P.T. (1991). How college affects students. San Francisco: Jossey-Bass.

Numbers (pp. 122-130)
In general:

1-9: spell out the word

10 and up: use the numerals.

You should use words to express any number that begins a sentence, title, or text heading. Whenever possible, reword the sentence to avoid beginning with a number.

For example:

Ten participants answered the questionnaire.

Forty-eight percent of the sample showed an increase; 2% showed no change.

Note that there are tons of exceptions to this general guideline. See above pages for the full scoop.

Page Numbering (p. 288)
Number pages in the upper right-hand corner of the pages. Your title page will be page 1.

Note that this is not the page numbering convention for theses and dissertations. Check the Maryland style manual for thesis and dissertation preparation for the highly specific directions on pagination.

Pronoun Agreement (p. 47)

Pronouns must agree in number with the nouns they replace. For example:

Neither the highest scorer nor the lowest scorer had any doubt about his or her [NOT "their"} competence.

Ellipses ( . . . )(p. 119)
Use ellipses when you omit any portion of directly quoted material. Type three periods with a space before and after each when omitting material within a sentence and four periods to indicate material omitted between sentences (the first of those four periods is the period for the sentence.)

In addition, when understood as a method under the rubric of interpretive biography, life history research is about “creating literary, narrative accounts and representation of lived experiences . . . telling and inscribing stories” (Denzin, 1989, p. 11).

Footnotes (pp. 202-204)
APA style calls for footnotes to be used rarely. See above pages for exceptions and more information.

Reducing Bias in Language (pp. 61-76)

I recommend reading this section thoroughly.  Here are some specific pointers:

Gender (p. 66): Wherever possible reword sentences so that gender-specific pronouns are not needed.  Do not use "he" as a generic pronoun and avoid the use of "he or she" and "he/she".

Racial/Ethnic Groups (p. 68): Capitalize names of racial ethnic groups, including Black and White. Do not use hyphens in such designations as Asian American or African American, not even when the term is used as a modifier (e.g., Asian American students.)

Sexual Orientation (p. 67):  Do not use the term homosexual.  Instead, use: lesbian, gay (or gay man), bisexual (woman or man).

Disabilities (p. 69):  Use the term handicap only to refer to the source of limitations.  When referring to people use the terms: person with ________; person living with _________; person who has _________ .

Age (p. 69): The terms boy and girl are used for people of high school age and younger while man and woman is used for people 18 and older.  The term older person is preferred over elderly.

Headings (pp. 113-115; 289-290)
See above pages for all the details on headings. They are a bit complicated, but can be mastered.

Latin Abbreviations (p. 106)
e.g.,: This term is translated as “for example.” It is always written in lower case letters with a period after each letter and followed by a comma and is used only in parentheses:

The issues (e.g., transportation, safety, communication) should be addressed in all programs.

i.e.,: This term is translated as “that is.” It is always written in lower case letters with a period after each letter and followed by a comma and is used only in parentheses:

This biphobia impacts bisexuals in both interpersonal (i.e., societal biphobia) and internal (i.e., internalized biphobia) ways.

et al.,: This term is translated as “and others.” It is always written in lower case letters. Note that there is no period after et.

Statistical Abbreviations and Symbols (pp. 140-146)

Most statistical symbols are written in italics (e.g., N, F, t, H0). See the table on the pages listed above for more information.

Common Writing Errors 

Note: This list is not complete. Refer to writing guides or writing assistance for complete guidance.

Citing

Cite early in the paragraph, the first time you make a statement not commonly understood to be true. Avoid absolute statements, such as “students all…”

Unclear Reference Words

Avoid words such as “it” and “this” unless it is very clear what you are referring to.
In-Text Standard Author Citing Format

The year always immediately follows the author. Use only author last name, not first name or initials. 

Reference List Standard Author Citing Format

List only author last name, and first initial, not first name. Use a space between each initial.

Italics and Underlining

There is no underlining in APA style. Titles of books are in italics, as are titles of journals. Journal article titles and book chapter titles are not in italics.

Capitalizing

Only the first word and the first word after a colon, of article and book titles are capitalized. 

Citations In-Text and Reference List
There should be agreement between the in-text citations and the reference list. There should be no citations that are not in the reference list, and no references in the reference list that are not cited in the paper. 
Run-ons and Fragments
Run-ons are sentences that require more punctuation to be complete, or that should be made into two sentences. Fragments are incomplete sentences. For more writing help, call the writing center at 3-8992.

Punctuation

Colons precede lists and quotes. Semi-colons are softer pauses than periods, but stronger than commas. Commas are the softest pauses in sentences.
