· APA Style Checklist
(Check first if your department or instructor have any preferences that deviate from the standard APA style.)
Manuscript format

1. Margins: 1.5 inches on left and 1 inch on the other three sides.
2. Use shortened title and page number headers starting with title page.
3. Title page should have horizontally and vertically centered: title, student name, class name, instructor name, date.
4. In the body of the paper, a citation with three to six authors is mentioned in full at first, using the word “and” (not ampersands); additional citations are worded as” author et al.”
5. Tables and graphs on their own separate page.
6. The reference list starts on a new page after the last page of the body of the paper with “References” centered at the top of the page, with the references typed double-space. 
7. Second or third lines (any additional lines) after the first line of each reference in the reference list are indented.

In-text citations

1. Direct quotes, summaries and paraphrases of sources, and information that is not "common knowledge" need to be cited.

2. A complete citation has two parts which correspond to each other: the in-text citation, or reference, and the end-of-text reference list.

3. In-text citations are also called parenthetical citation, and they are in the body of the paper and function like footnotes or endnotes, and, in most cases, make footnotes or endnotes unnecessary.
4. The in-text citation consists of author, date, and, when applicable, page number.
5. The page number is required in the in-text citation if the citation is for a direct quote. 
6. If the in-text citation is for a paraphrase or summary, adding a page number is not required, but optional, and certainly preferable.
7. If page number is not applicable, chapter number may be included, or, in  the case of a Web document, section name and paragraph number.

8. A citation with more than one author is joined by an ampersand (&).
9. A citation with three to six authors is listed first in full, with ampersands, and thereafter with additional citations as “author et al.”
10. If no author is given for a document, place an abbreviated title in the in-text citation.

11. The wording of an in-text reference to a source is called a signal phrase, which introduces a short quote, paraphrase or summary and is used in combination with parenthetical citation information.
12. Parenthetical citation information can be included in the signal phrase, or following the signal phrase.

13. For a longer quotation (40 words or more), the signal phrase previews the quote by naming the author of the quote, and ends in a colon before the quote. The signal phrase includes the date in parentheses and can include page numbers. The previewing signal phrase also can briefly mention what is included in the quote.
14. Endnotes and footnotes are used only when there is additional information that is too long to include in the body of the paper, and when the information is not necessarily essential to the paper.
End-of-text reference list
15. End-of-text citations are also called the works-cited list (MLA), reference list (APA), or bibliography. 
16. The reference list is arranged in alphabetical order at the end of the paper according to author.
17. A citation with more than one author is joined by an ampersand (&).

18. If a document has no author identified, include in the alphabetical list of references by title.

19. List an editor or editors like an author, followed by (Ed.) or (Eds.).
20. It is necessary to write down all of the pertinent information for your sources: author, title, journal source, database, publication date, etc. 

21. Capitalize the first word in the tile of books, journal articles, and magazine articles and the first word after a colon in the title.

22. Capitalize proper nouns in titles.

23. Capitalize all important words in journal titles.
24. Journal and book titles should be in italics, not underlined (as is common in MLA).
25. Give the volume number of journals and magazines. If each issue of a journal begins on page one, give the issue number in parentheses.

26. If a journal does not use volume numbers, include the month, season, or other year designation instead.
27. Magazine, newspaper and book page numbers begin with p or pp. Scholarly journal page numbers have numbers only (no p. or pp).
