APA CHECKLIST TIPS
Did You Do Each of These???
· 1. Everything is in Times New Roman, 12 font?
· Many times, our computers re-format typography without asking us, so double-check this!

· 2. Everything is double spaced – no more and no less?

· Your computer does not have this as automatic settings, unless you made it so. Thus, you need to go into Paragraph, and under Spacing, make Before and After be 0” and THEN make Spacing be Double. If you don’t do this, your computer will add an additional space between every section and citation –and that’s wrong!
· 3. Section headings are all centered?

REFERENCES

· 4. All references are LEFT justified and have a HANGING indent?

· 5. All references are in alphabetical order, by the first author’s last name?

· You NEVER re-order authors by their name within a citation. Whoever is listed first is the most important author who did the most work – if you re-alphabetize them within a single work, you are re-assigning credit to people who did not earn it in that study. So, for example, if A. Zibber, P. Anderson, and L. Studley (2008). wrote an article or book, I would make sure to begin citing them as Zibber, A., Anderson, P., & Studley, L. (2008)… and would not change anything in the order. Anderson and Studley get less credit for the article, so keep them in that order! But the entire citation would go toward the end of the reference page, because Zibber is the first author.

· 6. All BOOK titles are italicized? And have only the first letter of the first word capitalized?

· For example, A book about how you don’t cite: Only capitalize first words in sections and proper nouns by Alfred Zibber.

· 7. All JOURNAL titles are italicized? And all major words are capitalized? Journals and newspapers and magazines are all done the same in their titles.
· For example, …A Journal Gets Every Major Word Capitalized, 4, 33-44.

· 8. All VOLUME numbers of journals are italicized? See example above.

· 9. Page numbers on journal citations don’t have p. or pp. in reference lists. See JOURNAL example above.
· 10. All TITLES – of newspaper articles, journal articles, and book chapters are NOT italicized and NOT capitalized (except for first words and proper nouns). 

· For example, A. Clearly wrote an article… 

Clearly, A. (2008). An article about citation is cool: Stories from the edge of sanity. A Journal Gets Every Major Word Capitalized, 4, 33-44.

· 11. Never use titles or degrees. You put the person’s last name, followed by their initial/s. That’s it. No full names are ever used, either!

· 12. Use the & sign after the last author in a multiple-author citation.

· 13. No “quote” signs are used in APA – ever! Unless you’re actually “quoting” someone. 
MAIN PAPER

· 14. Only last names and years of publications are included in your paper.

· 15. NO first names, titles, names of journals, or names of articles are EVER included in an APA main paper when you are writing. 
· You just say what you want to say and then put (last name, year) after you say something – to show whose ideas you took. Look for an example paper in class.

· 16. You only “quote” something in a paper when you are using verbatim words from someone else. 

· Using quotes when it’s your own words is wrong. And NOT using quotes when it is their words is plagiarism/stealing/cheating and will get you kicked out of school/job/life.

· 17. Whenever possible, you have put things into your OWN words. 
· This isn’t MLA or another citation style. We’re not interested in hearing a lot of quotes from someone else when we can just go look them up ourselves. We are reading your paper to hear your words/ideas. It’s NEVER wrong to use someone else’s ideas if you (a) paraphrase them into your own language-it should read like it sounds when you talk and (b) make sure to cite the source – even if they are your words, they are not your ideas – so just say where you got it from – it gives you more credibility to use a lot of sources and makes you look better that you did your own research. MORE cites are better at the student-stage – not fewer.
