APA Checklist

Title Page (8.03)


Title page is centered vertically and horizontally.



A 12-point standard font, such as Times Roman, Courier, or Arial, is used.



The title page includes a title, student’s name, Kaplan University, course name, instructor’s name, and due date. 



A header with a page number appears in the top right cornerof each page. The header is the first two or three words of the title. Five spaces, or .5 inch, separates the header and the page number..


Format



The title is centered at the top of page 2.



Margins are uniform and at least 1 inch on all sides.



Double spacing is used throughout.



Paragraphs are left-justified, with the first line indented .5 inch.



Figures and tables have important information and are cross-referenced in text



Quotations of 40 words or longer begin on a new line and are indented .5 inch from the left margin.

In-text Citations (6.11-6.12)


All quotations and statistics are cited within the paper.



If material is quoted from a printed source or PDF file, page numbers are given (for example, Brown, 2007, p. 10).



Citations follow one of the following formats:


· (author last name, year published)

· (author last name, n.d.)

· (“first word(s) of article title,” year published) or (first words of book title, n.d.)

· (“first word(s) of article title,” n.d.) or (first words of book title, n.d.)

Reference Page (6.22-7.11)


Only sources used in the paper are included in the reference list.



Personal communications, such as interviews and email, are cited parenthetically, but not included in the reference list.



If a DOI (digital object identifer) is provided, no other retrieval information is needed.



If an electronic source has no publication date, a retrieval date is provided.



References are alphabetized with hanging indent (Control-T).



Reference list entries contain enough information to locate the source; for example, URLs point to the document cited, not just a home page.

For more information, consult

•
Publication Manual of the American Psychological Association (6th edition) or APAStyle.org (includes free tutorials)

•
Diana Hacker’s site: http://www.dianahacker.com/resdoc/p04_c09_o.html

•
UW-Madison Writing Center Writers Handbook: http://www.wisc.edu/writing/Handbook/DocAPA.htm 

For formatting Word documents, see Word Help or Microsoft’s online tutorials for your version: http://office.microsoft.com/en-us/word/default.aspx
