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APA Formatting
General Requirements:

· Use double spacing; single spaced reference entries is acceptable

· Use 1” margins except for the left margin. Left margin is 1 1/2”

· Place page numbers 1/2 “ from the top of the page and 1” from the right margin.

Use of Headings, p. 113:

· Two-level headings are used for papers: Level 1 & Level 3 are used. Sometimes Level 4 is added.
· Three-level headings are used for longer papers with separate divisions: Level 1, Level 2, & Level 3 are used.
· Five-level headings are used only for reports with separate chapters: Level 5 [ ALL CAPS, centered] precedes Level 1 at the beginning of each chapter.
· There is no level 2 heading at the beginning of each chapter, i.e. Introduction. There is only the chapter number [ Lvl 5 ] and the Title of the Chapter [ Lvl 1]. Introduction is assumed.
Five -level Headings’ Example:

CHAPTER I 

[Lvl 5: all capitals, chapters only]

Title of Chapter

[Lvl 1: centered, main words capitalized]

Main Section of Paper

[Lvl 2: centered, main words capitalized, italicized]

Subtopic of Section

[ Lvl 3: flush left, main words capitalized , italicized ]

Second Subtopic of Section

[ Lvl 3 ]


Additional division if needed. You continue writing the paragraph  immediately after the paragraph heading. 


[Lvl 4: indent 5 spaces, start with capitalized word, then  lowercase paragraph heading ending with period. ]
Second Main Topic of Paper
[ Lvl 2 ]

References

[Or Bibliography]

[ Lvl  2 ] 

Appendix  A, etc.

[ Lvl  2 ]

References format, p. 215 :

General Points:


· Arrange alphabetically by  author’s or authors’ last names, then by year. If author(s) writes two articles in the same year, arrange alphabetically by title with the designee of a , b , etc.

· Author’s name is flush with left margin. Second line of citation is indented.

· Use only initials for author’s first and middle name.

· Capitalize ONLY the first word of the title of a book or journal article; put either in italics 

· Use postal abbreviations for states in relation to place of publication

Book:

White, E.B. (1965). Charlotte’s web. Boston, MA: Avon Books.

White, E.B. (1970). Trumpet of the swan. Boston, MA: Avon Books.

White, E.B. & Seuss, T. (1965). Red eggs and red ham. New York: Harper & Row.

White, E.B., Clemens, S., & Seuss, T. (1964). Under a lilac tree. Cleveland, OH: Redleaf 


Press.

Chapter of a Book:

White, E.B. (1968). Preparing a manuscript. In A. Taylor (Ed), How to write like the pros. 



(pp. 56-76). St.Paul, MN: Concordia Press.                   
Journals:

Clemens, S. (1964). White’s trumpet swan. Reading Teacher, 3, 143-165.
White, E.B. (1964). Louie’s last call. Reading Teacher, 4(3), 119-125.
White, E.B. (1965a). The writing of E.B. White. Reading Teacher,5(1), 143-165.
White, E.B. (1965b). Works of Distinction. Reading Teacher, 6,178-195.

Online periodical:
White, E.B., Clemens, S., & Seuss, T. (1994). Under a lilac tree. Young Children, xx-xxiv.     Retrieved February 25, 2002, from http://ecrp.uiuc.edu/.

Online document:

James, J.T. (2001). Building a case for Luey. Retrieved November 26 2001, from http://www.misd.net/teachers.html.

  Citations within the Text of the Paper, p. 207 :

· Author(s)’s last name and date of publication must be cited for all indirect or direct quotes. 
· If the link is being made to the reference list, make sure only those sources cited in the text are found in the reference list. No other citations should be there.
· If the link is being made to a bibliography, other citations may be included in the list. 
· No citation in text should be made that is not also found in either the references or the bibliography
· Cite the reference early in the paragraph. Cite only once unless the source of the information changes
Examples of Citations within the Text:

· James (2001) noted that Luey was a young child when the award was given.

· Luey was a very young prodigy when he received the coveted award (James, 2001).

· James (2001) notes that Luey “ seemed totally unaffected by the award” (p.66).

· In the research concerning White’s book, Under the lilac tree, (White, Clemens, & Seuss, 1994), very little is given regarding the background of the book.

· The research of Taylor (as cited in James, 2001) clearly establishes the authorship of the book.

· Taylor’s 1996 research (as cited in James, 2001) clearly establishes the authorship of the book.

Lists (Seriation, p.115 ):

· Use numbers for lists of information when the items are longer than a phrase or single word, and indent, e.g. 

The inventory showed the following:

· Many items had been left  by the previous owners even though they were important. They had fled without the time to consider priority, only safety.

· Two items that had been taken by each of the owners were family pictures and precious jewelry. One was taken for memory and one for money.
· Use letters when the items are single words or phrases and included in a sentence, e.g. Use commas to separate unless commas occur in the phrases. Then use semicolons.

The children left behind a) three red balls with stars, b) six little yellow sticks, and c) a large pink balloon.

The children left behind a) some broken toys, often useless to anyone; b) large stuffed animals; and remnants of half-eaten food, evidence of their hurried flight.

· Keep the language parallel, e.g.,  complete sentence matched with another complete sentence, phrase starting with a verb matched with another phrase also starting with a verb, etc.

Personal Communication (p. 214):

· May be letters, telephone conversations, emails, personal interviews
· Should not be recoverable, i.e., have structured notes
· Text of paragraph or sentence should provide explanation of relevance of person being cited to the topic
· Cited ONLY in text
· Examples:
T. A. Romero, a counselor at the student’s school, indicated frequent issues with tardiness ( personal communication, January 22, 2002). The dean  of the school also had spoken to the student regarding the frequent absenteeism ( A.J. Foutaine, personal communication, February 1, 2002 ). 

General Writing Tips: 

· Tell them what you’re going to tell them. Tell them. Tell them what you told them. 

· Keep sentence 8-10 words in length. Longer is not always better. The reader looses the train of thought.

· Don’t comma sentences to death. Check APA (p. 78) for when and when not to.

· Keep the same verb tense in a paragraph. It is not required that the whole chapter is in the same tense.

· Review the guidelines to avoid bias, p. 61-76.  Sensitivity to language is critical.

· Use of the first person, I, is allowed when the discussion would be enhanced by its use. Otherwise, text is written in the third person.

· Use spellcheck and use peer readers, particularly individuals unfamiliar with your topic. 
Concordia University-St.Paul Websites for Referencing
Virtual Library:

http://www.csp.edu/virtuallibrary/
General Research Information:

http://www.csp.edu/virtuallibrary/research.htm
Quick References:

http://www.csp.edu/virtuallibrary/quickref.htm
APA Reference:

http://www.csp.edu/virtuallibrary/apa.htm
