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Cover Page - TITLE IN CAPS and Properly Formatted 
Use the Cover Page Provided in the Course Documents
Same Font as a Paper

Table of Contents (TOC)
Proper Margins/Headings/Page Numbers/Actual Page Number (roman) Same Font as a Paper

Page 1 – TITLE IN CAPS
Match the Cover Page

Page Numbers
Same Font as the Paper Restart Page Numbering
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Font Size – 10-12”

Spacing
Double Space Throughout

 Headings
Major Headings are Centered/Bold/Same Font as Paper
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 Margins – 1” all around

 Reference Page
Proper APA Style – See APA Handout or Purdue OWL

In-text Citation
Proper APA Style – See APA Handout or Purdue OWL

 Quotes
	Quotes Are Introduced or Closed Out Properly with APA
	Long Quotes/Block Quotations – 40 words or more (typically more than four lines)
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Tables and Figures (if used)
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1. Introduce the Table or Figure
2. Show the Table or Figure
3. Discuss the Table or Figure




Punctuation and Grammar
Typos Punctuation Phrasing/Wordy Spelling



Content
Thesis Transitions Logical
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Block quotation with parenthetical citation:

Researchers have studied how people talk to themselves:
Inner speech is a paradoxical phenomenon. It is an experience that is central to
many people’s everyday lives, and yet it presents considerable challenges to any
effort to study it scientifically. Nevertheless, a wide range of methodologies and
approaches have combined to shed light on the subjective experience of inner
speech and its cognitive and neural underpinnings. (Alderson-Day & Fernyhough,
2015, p. 957)
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See the following diagram for an illustration of the basic figure components.
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Page Numbers

Follow these guidelines to include page numbers in both student and professional APA Style

papers:
*Use the page-numbering function of your word-processing program to insert page numbers.
*Insert page numbers in the top right corner. The page number should show on all pages.

*The title page carries page number 1.
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Page Header

The page header appears within the top margin of every page of the paper.

«For student papers, the page header consists of the page number only.
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Level

Format

Centered, Bold, Title Case Heading

Text begins as a new paragraph.

Flush Left, Bold, Title Case Heading

Text begins as a new paragraph.
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Levels of Heading

There are five levels of heading in APA Style. Level 1is the highest or main level of heading, Level
2 is a subheading of Level 1, Level 3 is a subheading of Level 2, and so on through Levels 4 and

5.
The number of headings to use in a paper depends on the length and complexity of the work.
*If only one level of heading is needed, use Level 1.
*If two levels of heading are needed, use Levels 1and 2.

*If three levels of heading are needed, use Levels 1, 2, and 3 (and so on).
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Short Quotations (Fewer Than 40 Words)

For quotations of fewer than 40 words, add quotation marks around the words and incorporate
the quote into your own text—there is no additional formatting needed. Do not insert an ellipsis at

the beginning and/or end of a quotation unless the original source includes an ellipsis.

Effective teams can be difficult to describe because “high performance along one
domain does not translate to high performance along another” (Ervin et al., 2018, p.

470).




