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viewed in Firefox) 

 Purdue APA Guide   http://owl.english.purdue.edu/owl/section/2/10/ 
 

APA Topic APA (6
th

 edition) Highlighting Common Errors FAU  

2 Abstract  
APA pp. 25-27 
FAU p. 19 

 On a new page 

 Length: not more than 120 words 

 On a new page; double-spaced 

 Master’s thesis: not more than 150 
words 

 Doctoral dissertation: not more than 
350 words. 

 An acronym must be preceded by the 
full name at first use.  

2 Superscript 
APA p. 112 

 Numbers expressed as numerals (use 5th 
percentile, not 5

th
). 

 

3 Choice of language 
APA pp. 68-70 

 Avoid colloquial expressions, jargon, ambiguous 
pronouns, nonparallel structure, metaphors, 
anthropomorphism, editorial we, or third person 
attribution (use I studied, not the researcher 
studied). 

 Use subjects, sample, if acceptable in your field 

 Use cultural term gender, not biological term sex 

 

3 Commas  
APA pp. 88-89 

 Use commas between three or more elements 
in a series, especially after “and” and “or.” 

 To set off nonessential clauses (before and 
after) 

 To separate two independent clauses joined by 
a conjunction (he fiddled, and Rome burned). 

 Exact dates (July 4, 1776). 

 In numbers of 1,000 or more. 

 

3 Headings 
 APA pp. 62-63 
See page 8 

 Level 1: Major sections of a paper, boldfaced, 
centered, and all words are capitalized, with no 
punctuation after the heading 

 Level 2: Subsections of Level 1, boldfaced, flush 
left and all major words are capitalized, with no 
punctuation after the heading, and text starts on 
next line after five spaces. 

 Level 3: Subsections of Level 2, boldfaced, 
indented to the left after five spaces, only the 
first word is capitalized and there is a period 
after the heading after which the text follows. 

 

http://www.fau.edu/graduate/currentstudents/thesisanddissertation/index.php
http://www.msera.org/download/RITS_16_2_APAErrors5th.pdf
http://owl.english.purdue.edu/media/jpeg/APAPoster09.jpg
http://owl.english.purdue.edu/owl/section/2/10/
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APA Topic APA (6

th
 edition) Highlighting Common Errors FAU  

 Level 4: boldfaced, indented, italicized, 
lowercase heading except for first letter of first 
word, with period. 

 Level 5: Indented, italicized, lowercase heading 
except for first letter of first word, and period at 
end. 

3 Size of a paragraph 
APA p. 68 

 A paragraph should not be less than three 
sentences or more than a page. 

 

3 The term “subjects” 
APA p. 73 

 The terms “subjects” and “sample” are 
acceptable along with the term “participants” 
depending on the field or tradition of research 

 

3 Verb voice and 
tense 
APA pp. 77-78 

Preferably, use active rather than passive voice. 
Use past tense for actions/conditions that 

occurred in the past: other researcher’s work, 
previous findings,  your results. 

Use caution with subjunctive mood (If it were)  
Use caution with would (avoid ‘it would appear’) 

 

3 Word use: who, 
whom, that, which 
APA pp. 83-84 

 That: restrictive, essential to sentence meaning 

 Which: nonrestrictive, add further information; 
set off with commas 

 Since (expressing time) but not cause; use 
because 

 Use while for during or simultaneously; 
otherwise, use whereas, although, and, or but 
as better choices. 

 

4 Acronyms 
APA pp. 106-111 

 

 Acronyms must be spelled out the first time 

 Frequent or long acronyms are spelled out when 
first used, followed by (acronym); after that, use 
only the acronym in text; note full name in tables 
and figures. 

Do not spell/write out: 

 Words in dictionary including IQ, ESP, AIDS, 
HIV, etc. 

 Standard units of measurement (Table 4.4) 

 

4 Hyphenation 
APA pp. 97-100 

 Hyphenate a number when used with an 
element (e.g., 7-point) 

 

4 Numbers  
APA pp. 111-112 

 Must use numerals for 10 and above, in an 
abstract, and in a graphical display.  

 Also use numbers when referring to time, dates, 
or ages, but not for approximations of days, 
months, and years. 

 Use words when a number starts a sentence, 
title, or heading. 

 

4 Percent, %, and 
percentage 
APA p. 118 

 Use the % sign with numerals; in table headings 

 With words, use percent; e.g., six percent 

 If number is not given, use percentage. 

 

4 Quotations and 
quotation marks 
APA pp. 92; 170-
172. 
FAU 17. 
See p. 8 

 Within text quotation of less than 40 words, use 
single quotation marks within double quotation 
marks for material quoted in the “original source” 
(APA, 92). 

 For 40 words or more, use indented block 
quotation, double-spaced. 

 Use double quotation marks for quoted material 
within the block. (APA, p. 92)  

 Avoid beginning a sentence with a quotation 
that might confuse readers (Onwuegbuzie et al., 
2009). 

 Single-space block quotations. 
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APA Topic APA (6

th
 edition) Highlighting Common Errors FAU  

4 
 

Use of italics 
APA p. 104 

 Use italics for book and journal articles in 
reference lists. 

 Italics must be used to represent symbols like N 
or n, M, p, and SD 

 Statistical abbreviations, Table 4.5, pp. 119-123 

 

5 Spacing after 
Punctuation and 
symbols 
APA pp. 87-88 
 
 
 
APA p. 118 

 Double space after final punctuation, except 
after commas, colons, and semicolons.  

 One space after periods separating parts of a 
reference citation and following periods in the 
author’s name.  

 Use a space when citing the page number (e.g.,  
p. 76)  

 Space mathematical copy as words: a + b = c 

 

5 Tables, figures, and 
appendices 
APA pp. 127-161 
FAU p. 21 

 Start a new page for every table, figure, chart, 
graph, or diagram 

 Every table should have a clear title. 

 Limit the use of lines in a table to those that are 
needed for specificity or clarity 

 Tables may be double or single spaced 

 Spelled “appendices” in APA  

 All tables, figures, charts, graphs, or 
diagrams must be numbered and 
have a clear title 

 All tables and figures must fit within 
margins; may require photographic 
reduction. 

 Spelled “appendixes” in FAU 
guidelines.  

6 Citations in text 
APA pp. 174-179 
 
See Table 6.1, APA 
p. 177 

 For one or two authors, cite last name(s) and 
date. 

 If the work has three to five authors, cite all the 
authors’ surnames in the first reference used;  

In subsequent citations, first author et al. 

 For six or more authors, cite only the first 
author’s name followed by et al. 

 For more than one citation in same 
parentheses, put in alphabetical order. 

 

6 Digital Object 
Identifier (DOI) 
APA pp. 187-192 

 Include DOI (when it is present, URL  is not 
necessary) 

 When DOI is not present, include URL. 

 

6 Ellipsis points for 
omitted material 
APA pp. 172-173 

 Use three spaced ellipsis points . . . within a 
sentence. 

 Between two sentences, use four. . . .  The first 
indicates the end of the first sentence. 

 Generally, do not use ellipsis points at beginning 
or end of a quotation. 

 

6 Quotations 
APA pp. 170-173. 
See page 8. 

 If fewer than 40 words, incorporate into text with 
double quotation marks “Sample” (Jones, 2011). 

 For 40 or more words, block without quotation 
marks. 

 

6 Using and or & 
APA p. 175 

 In the text, join author’s names with and. 

 In parentheses, tables, captions, and the 
reference list, join with & (ampersand) 

 

6 & 7 Citing page  and 
paragraph numbers 
APA various pages 

 For quotations in text, always give author, year, 
and specific page or paragraph number (Jones, 
2011, p. 78).  (APA pp. 170-172) 

 In references for portions of books, use p. or pp. 
(APA p. 202) 

 For newspaper articles, precede page numbers 
with p. or pp. (APA p. 200) 

 For periodicals with volume numbers, do not 
use p. or pp. (APA p. 186) 

 Use p. for one page; pp. for multiple pages 
(APA p. 111) 
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APA Topic APA (6

th
 edition) Highlighting Common Errors FAU  

8 Font 
APA p. 228 
FAU p. 15 

 Times New Roman 

 12 point 
 

 Times New Roman or Arial  

 10-point or 12-point 

8 Manuscript Layout 
APA pp. 229-230 
FAU pp. 13, 18 

 In manuscripts for submission, arrange pages: 
title, abstract, text, references, tables, figures, 
appendices  

 Specific running head and pagination 
requirements 

 Page numbers must be placed in the header 
with running head 

 Order is listed on p. 13 

 Reference list is after appendixes 

 Page numbers are centered one inch 
above the bottom of each page. 

 Most preliminary pages are 
numbered in lower case Roman 
numerals (i, ii, iii) 

 Do not count dedication page 

 Begin main text with 1, continue to 
last page. 

8 Margins 
APA p. 229 
FAU p. 16 

 One inch margins on all sides  One inch margins on top, bottom, 
and right; one-and-a-half inch 
margin on the left. 

 Titled pages begin 2” from top of 
page. 

8 Table of Contents; 
List of Tables, List 
of Figures 
FAU p. 20, pp. 45-
48 

  Begin with List of Tables 

 Use software feature for leaders and 
alignment 

 Samples: Pages 45-48 

9 Spacing  
APA p. 229 
FAU p. 17; see 
samples 

 Double space everything; tables or figures may 
be single-spaced. 

 Double space everything except 
footnotes and block quotations 

     

 

Please note:   

When all else fails, refer to the Sample Papers on pages 41 – 

59 of the APA Publication Manual. 

EXHIBITS 

 FAU Manuscript Layout Chart 

 FAU Outline of Format Requirements 

 FAU Sample Dissertation Signature Page 

 APA Headings 

 APA Quotation Samples 
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FAU Manuscript Layout chart (p. 13) 

 



Summary of APA and FAU Guidelines    6 
 
 

FAU Outline of format requirements (p. 32) 
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FAU Sample Signature Page for Dissertation (p. 39) 
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APA Headings (from Concise Rules of APA Style, p. 9) 

 

Sample Quotations (from APA p. 171) 

Fewer than 40 words:  
o Incorporate into text 
o Enclose with double quotation marks. 
o In mid-sentence, cite source in parentheses immediately after quotation marks. 
o Continue the sentence with no other punctuation unless needed for meaning. 

 

o At the end of a sentence, close quotes, cite source in parentheses, and end with a period. 

 

For 40 or more words: 
o Freestanding block of text with no quotation marks 
o Start on a new line; indent ½ inch (same as paragraph indent) 
o If more than one paragraph, indent first line an additional half inch. 
o Double space the entire quotation. 
o At the end, cite quoted source and page/paragraph number in parentheses AFTER the final punctuation mark. 

 


