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Formatting your Paper using APA style

The introduction (which is not labeled as such) begins on the line following the paper title.   In this introductory section, you will state your revised and focused research question. Explain why this is a compelling, important, “significant” question. What will change once we know the answer to this question? Remember, research of lasting significance begins by asking a “significant” question. Don't forget to include the goals/objective of your research. Explain your personal interest in this subject to let the reader know in advance how you came to study this problem, indicating your bias or point of view. Be sure to do this without using first-person narrative. 


All margins in an APA-formatted document should be 1" around the page. The MS Word default is usually set to 1.25”, so make sure to check your document settings and change them accordingly.



The APA Manual (2001) advises in chapter 6, “Material Other Than Journal Articles,” that double-spacing is required throughout most of a document. When single-spacing would improve readability, however, it is usually encouraged.  Single-spacing can be used for table titles and headings, and figure captions, but double-spacing is required between references and long quotations.  Long quotations [40 words or more] may also be indented five spaces or 1/2 inch. (p. 326). 

 Page numbers are required on every page: Number pages consecutively. Indent paragraphs, block quotes, and hanging indents one-half inch (1.25 cm or five to seven spaces). "Use the functions of your word-processing program to create italic, bold, or other special fonts or styles following the style guidelines specified in this Publication Manual" (APA, 2001, p. 286). However, underlining in place of italics is still acceptable when using a typewriter (APA, 2001, p. 100). Writers should also space once after all punctuation (APA, p. 290), including between sentences.

The APA Style site provides a list of common electronic media terms and their preferred spelling. They are listed below:
    database

    DOI

    e-journal

    e-mail

    FTP

    Internet

    LISTSERV* (tm) – the generic term is electronic mailing list

    online

    PDF

    SGML

    URL

    Web


The APA Manual makes a distinction between final manuscripts such as the final draft of a class paper to be submitted for evaluation. "Double-spacing is required throughout most of the manuscript. When single-spacing would improve readability, however, it is usually encouraged [emphasis added]. Single spacing can [also] be used for table titles and headings, figure captions, references (but double-spacing is required between references), footnotes, and long quotations" (APA, 2001, p. 326). Therefore, you need to consult your instructor about his/her preferences for single- or double-spacing your documents.
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Use the APA guide when listing the references in your paper (remember that all sources cited in the paper must be included in the References section). The References section begins on a new page and the word “References” should be centered on the first line below the page header. The references (formatted with hanging indent) begin on the line following the References heading.  List entries alphabetically.
Appendix

· Margins: One inch on all sides (top, bottom, left, right) 

· Font size and type: 12-pt. font (Calibri, Cambria, Times Roman or Arial-style are acceptable typefaces) 

· Spacing after punctuation:  Space once after all punctuation. This includes using one space (not two!) following punctuation marks at the ends of sentences. 

· Alignment: Flush left (creating uneven right margin) 

· Paragraph Indentation: 5-7 spaces

