APA Format 101

5th edition

Carey Bosold

1. Make sure your sources are primary (original author, not secondary author talking about someone else’s work).

2. Resources should be no more than 3 years old.

3. Do not overuse one type of punctuation.

4. Be consistent on verb tense: pg. 33.

a. Past: Smith showed

b. Present perfect tense: have shown

c. Prefer active voice:

i. We conducted, I conducted (pg 41)

5. Short words are easier to read, avoid wordiness. Use paragraphs to keep attention of reader. New paragraph prompts the reader to pause. 

6. Third person writing (pg 38,39): “The experimenters instructed the patients to take the medication at 9:00am each day:. It sounds like you did not participate. 

7. Do not give human attributes to animals or objects

a. The book persuaded,  the experimented demonstrated (pg 38, 39). A book can not persuade and an experiment can not demonstrate. The author of the book persuaded and the experimenter demonstrated. 

8. Punctuation: Page 77
9. Parentheses and quotation marks: Page 82

10. Capitalization: Page 94

11. Italics: Page 100

12. Abbreviations: Page 103

13. Headings: Page 111

a. Level I: Centered, upper and lower case

b. Level II: Centered, upper and lower case, italics

c. Level III: Flush left, italicized and upper and lower case

14. Quotations: Page 117

a. < 40 words use parentheses

b. .>40 words use free standing block and no parentheses

c. Must be accurate even if misspelled.

d. Paraphrase but still credit your source. 

15. Page numbers: Page 120

a. Only use page numbers if direct quote.

b. If no numbers listed on source use       symbol

c. APA permits 500 words to direct quote without permission. 

16. Numbers: Page 122

a. 10 or > use the actual number 

b. If grouped with 10 or > use actual number

c. Precede a unit of measurement with a number (ie 5mg dose)

d. If date, age, sample size or population size use a number

e. To denote specific place in a series use a number (ie Trial 3)
f. 9 or <  use letters

g. Beginning of a sentence, use letters

17. References: Page 207

a. One author: Walker (2000) to paraphrase, or Walker (2000, p 17) if direct quote. Second time referenced in the same paragraph you can drop the date. 

b. Two authors: Always both names in each citation.
c. 3, 4 or 5 authors: List all names the first time reference in the paper, then use last name of first author listed with et. al  (ie Walker, Smith, Hunt, Day (2000) reported…….). Then next time referenced (Walker et. al reported ………(2000). 

d. 6 or more authors: Last name of first author listed followed by et. al and year. 

e. If same last name for multiple resources keep the year or list the first two authors if different. 

18. Groups of authors: Page 209

a. Corporations, Associations, Agencies: spell out each time. 

b. Ex. American Heart Association, American Medical Association 
19. No author listed or states anonymous. Page 210
a. (Anonymous, 1998) or use the first few words of the title (How to get a good nights sleep, 1998).
20. Personal Communications: Page 214
a. Phone, mail, letter, personal conversation

b. (personal communication, April 18, 2001)

21. Every citation in paper must be in reference list. Every citation in reference list must be used in the paper and cited. 

22. No date: Page 226

a. n.d.

23. Reference list: page 215

a. Periodical: Page 226

b. Electronic source: Page 231, you must put the web address that takes you directly to the source, not just to a cite and then find the source. 

c. How to get a goods night sleep, retrieved October 23, 2005 from http://www.apa.org/journals/webreference.html
