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APA Checklist

Use this checklist (adapted from Kaplan University, 2010) to review papers for basic APA standards. If you find mistakes, correct them. Then check off each item that you have reviewed or corrected. For complete APA guidelines, see the Publication manual of the American Psychological Association, 6th ed.


Title Page 


Title page is centered vertically and horizontally.



A 12-point standard font, such as Times Roman, Calibri, or Arial is used.



The title page includes a title, author’s name, University of Washington, course name, instructor’s name, and due date. 

       Running head no longer than 50 characters (including spaces and punctuation), begins on the title page, and is in all capital letters (see example on this handout).

Format



The paper title is centered at the top of page 2 (if using a title page).



Margins are 1 inch on all sides, and double spacing is used throughout.



Paragraphs are left-justified, with the first line indented .5 inch.



Words/phrases are not emphasized using bold, single or double quotation marks, upper case characters, underlining, or italics.
       

      For the text of the paper, use a serif font, such as Times New Roman.

      Headings of tables use a 12-point sans-serif font, such as Arial.

      There is a double space after all punctuation at the end of a sentence.
In-text Citations



All references cited in the reference list are used in the body of the paper and all citations in the body of the paper are in the reference list.

       In text quotations less than 40 words, begin and end with double quote marks, and are accompanied by a parenthetical citation before the end punctuation.    

      Place direct quotations longer than 40 words in a free-standing block of typewritten lines, and omit quotation marks.

      Use page or paragraph number for paraphrased material.

Reference Page



Only sources used in the paper are included in the reference list.


The references are begun on a new page.



The word References is centered at the top of the page.


Personal communications, such as interviews and email, are cited parenthetically in the paper, but not included in the reference list.



References are alphabetized with hanging indent.



Reference list entries use APA format and contain enough information to locate the source (including DOIs for electronic documents, when available).
