
APA Format Cheat Sheet 
 

► This sheet is a guide only to some APA rules.  You are responsible to insure that your papers follow 
all APA guidelines. 

 
Basics: 

• Margins should be 1 inch all around, and the whole document should be left-justified. 
• The entire document including running head, page numbers and references should be in Times 

New Roman 12pt, double spaced throughout (everything is double-spaced, no extra space 
between anything—the rare exceptions are in figure captions and some data tables – see APA 6th 
edition for those rules).  At the end of a sentence, put two spaces before the next sentence 
begins. 

• Page numbering begins with the title page (put the number on the same line as the running head 
at the top of every page, flush with the right margin, without any “p.” or anything else).  The 
title page and the references pages likely don’t count as “pages of text” for a course paper with a 
specified length—ask your instructor and keep careful track. 

• All documents should have a title page, and references list (if references are needed/used) 
o Only articles submitted for publication should have an abstract, unless specifically 

requested. 
 
Running Head / Title Page / First page of Text 

• This is an abbreviated version of the title, no more than 50 characters (including spaces) long, 
that appears in the header of each page, flush with the left margin. 

o On the title page, it should look like this:     Running head: MICHAEL’S APA CHEAT 
SHEET 

o On the remainder of the document, it will just be:     MICHAEL’S APA CHEAT SHEET 
• On the title page, place the title approximately 1/3 down the page, centered (double spaced if 

there is more than one line in the title), double space, your name, double space, your university 
affiliation. 

• On the first page of text, the title is again printed at the top of the page, centered below the 
running head (double spaced if more than one line), not bolded, then after a double space, the 
document text begins. 

• Every paper should have an introduction of some sort, but there is no heading for the 
introduction. 

 
Document Headings: 

• Heading levels go in order.  If you have only one level, use level 1.  If you have two, use 1 & 2, 
and so forth.  Paragraph style  indicates that the heading is indented as with a paragraph, and 
that the text begins following the period and two spaces at the end of the heading (not on the 
next line down) 

• Heading levels: 
1. Centered, Bold, Upper and Lowercase Letters 
2. Flush Left, Bold, Upper and Lowercase Letters 
3.      Indented, bold, lowercase paragraph style, ending with a period. 
4.      Indented, bold, italicized, lowercase paragraph style, ending with a period. 
5.      Indented, italicized, lowercase paragraph style, ending with a period. 

• Do not strand headings at the bottom of the page, but bump them to the top of the next page so 
that they are with at least 2 lines of regular text 

 
 



 
Direct Quotations: 

• Use direct quotations of other’s writing sparingly (it’s usually better to paraphrase, unless a 
paraphrase will sacrifice some of the power and meaning). 

• Direct quotations should always include an in-text citation including the author’s last name, year 
of publication, and the page number, i.e. (Morgan, 2011, pp. 22-23). 

• Direct quotations of 40 words or more should be block quoted (started on a new line, no 
quotation marks, all lines in the quote indented ½ inch from the left margin)  For example: 

This quote includes more than forty words and has been formatted according to the APA 
rules of block quotations.  This means that there are no quotation marks, it starts on a 
new line, and the whole thing is indented one-half inch. Also note that there is no 
punctuation after the citation.  The quote should also be double spaced along with the 
rest of the document. (Morgan, 2011, p.22) 

• Do not use quotation marks to introduce a technical or key term.  Use italics instead.  Avoid 
using quotation marks to indicate irony, slang, or invented expressions.  Seeing them in writing 
is the equivalent of talking to someone who does air-quotes while they talk. 

  
Citations: 

• Cite all material that is not your own.  Plagiarism is a serious offense that occurs any time you 
present another’s work as if it were your own (this does not apply to common knowledge items).  
Please give proper credit through citations for all ideas that are not your own. 

• All citations in the reference list should appear as in-text citations, and visa versa. 
• Follow the rules outlined in APA 6  to correctly format in-text citations and items in your 

reference list (see resources below). 
 
Tone: 

• Strive for a professional tone that is neither too formal and rigid (“This author found a plethora 
of books articulating the skills to be used in effective counseling.”) nor too informal and 
colloquial (“I found a whole lot of books on doing good counseling.”).  Be personal, yet 
professional in tone (“Many authors have written about counseling skills.”). 

• Sections in your papers should be clearly linked to one another.  This is a function of how well 
you organize your paper, as well as how well the paper flows.  The best way to insure good 
organization and flow is to create a careful outline before you start writing, and to always keep 
in mind your audience.  Write as though you are arguing a legal case: don’t give the jury – the 
reader – any opportunity to get lost. 

 
Proofreading / Re-writing 

• Always, always, always proofread your papers before turning them in.  Remember that poor 
presentation (meaning APA errors, typos, poor organization, unclear wording, sentences and 
paragraphs) all prevent the reader from recognizing good content.  You need both solid content 
and solid presentation.  

o I think the best way to proofread is to combine several of the following methods: 
§ Read over the paper yourself, looking for typos and APA errors (use the APA 

Checklist). 
§ Have someone outside the class read it out loud, while both listen to how the 

ideas are presented and organized.  
§ Read it out loud yourself.  How does it sound? 

Resources: 
• Publication Manual of the American Psychological Association, APA, sixth edition (2010) 
• Purdue Online Writing Lab (OWL):  http://owl.english.purdue.edu/ 


