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YEDITEPE UNIVERSITY

THE INSTITUTE OF EDUCATIONAL SCIENCES

MANUAL FOR WRITING RESEARCH PAPERS,THESES 

AND DISSERTATIONS 

1.Overall view of the manual

The thesis or dissertation is an important document that shows what you are capable of in the academic environment. It may play an important role in your winning acceptance into further studies in other academic programs or into teaching positions at universities both in the homecountry and around the world. 

This manual is designed to help the graduate students of the Institute of Educational Studies to prepare their research papers, theses and dissertations for submission; to write references, cite sources and format their writings. You are welcome to use the manual. The style of this manual is adapted from APA (The Publication Manual of the American Psychological Association, 2001, 5th Ed.). 

The requirements described in this manual represent what the Institute of Educational Studies considers the "default" requirements. All papers will be edited according to this style, but will respect department choices regarding citation and referencing styles. 

2. Paper
When you submit your copies of your thesis or dissertation to the Institute, make sure that each copy is printed on an acceptable, uniform grade of paper, with ink that is easily legible. Oversize materials must be either reduced or folded to meet margin requirements. There must be no edges protruding from the finished product. 

3. Parts of the Thesis or Dissertation

The presentation of documents follows a standard order. Here is a list to help you during preparation, followed by a brief description of each item on the following pages for further reference: 

Front Matter

	Cover

	Title page

	Approval page

	Abstracts (English and Turkish)

	Vita (Curriculum vitae)
	Ph.D. only

	Acknowledgements

	Dedication 
	optional

	Table of contents

	Lists of tables, figures, abbreviations, glossaries, notes on transcription and pronunciation, chronology, etc.
	optional

	Preface
	encouraged


The Main Text 

	Introduction 
Text 
Conclusion


Back Matter

	Appendix (es)
	optional

	Bibliography


4. The Main Text

Text should be left-justified only. Do not justify the right-hand margin as this creates spacing problems throughout the text. 

4.1.Headings 

Each chapter of your work begins on a new page and starts with its designation and number. You may use either Arabic or Roman numerals for this (ex: CHAPTER 4, CHAPTER IV). The chapter designation is centered and  ALL CAPITALIZED and placed 3cm from the top of the page. Do not use bold type anywhere in the headings. 

After the chapter designation comes the chapter title, also centered and all capitalized.  If the title is longer than one line, break it into two lines with the top line longer than the bottom line.  


4.2.Sub-headings
Subheading type is indicated by placement and underlining. 

I. First-order subheadings are centered and follow standard capitalization rules (as in book titles). Do not use bold type. It is generally unnecessary to assign any numbering system to these units. It will be clear from your table of contents where these sections are located. List all first-order subheadings in your table of contents exactly as they appear in the text. 

II. Second-Order subheadings are centered,   receive standard book title capitalization and are underlined. 

III. Third-Order Subheadings receive standard capitalization and underlining, and are placed at the left-hand margin of the text. 

Add one blank line (double-spaced as the rest of the text) before and after each heading and subheading in the text. 

There should be two blank lines between each heading or subheading and the text. 

Examples: 

CHAPTER 1 

CHAPTER TITLE TOO LOG TO FIT IN A SINGLE LINE AND
THEREFORE SPLIT INTO TWO LINES

Text starts here

First-Order Sub-Heading

Text starts here

Second-Order Sub-Heading
Text starts here

4.3.Third-Order Subheading (underlined)

Text begins here. 

4.4."Orphaned" or "widowed" sub-headings
  Once you have reached  the final draft of your thesis, pay attention to the layout of your sub-headings. Make sure that they stay together with their text and are not "orphaned" or "widowed" (abandoned tragically) at the bottom of the preceding page). 



4.5. Rules for standard book title capitalization
Capitalize  all words except articles (a, the), prepositions (from, to, through...), and coordinate conjunctions ( and, or...).

Examples: 

Theory and Problems of Statistics 

Stock Trading throughout the Twentieth Century 



4.6. Quotations
Quotations in any language other than English (including Turkish) appearing in the main text 

must be translated into English. Short quotes may have their original texts presented in the footnote section. Quotes or excerpts longer than four or five sentences must have their original text presented in an appendix. 

Quotes may range in length from a single word to several pages. You must be very careful both to transfer the quote to your paper exactly as it appears in the source, and to cite it properly. 



4.6.1.Direct quotations
Direct quotations must be reproduced exactly, not only the wording but the spelling, capitalization, and internal punctuation of the original, except that single quotation marks may be changed to double, and double to single as the situation prescribes. The initial letter may be changed to a capital or lowercase letter in a passage from an older work or from a manuscript source, any idiosyncrasy of spelling should  be preserved. You may want to add "[sic]" to any spelling mistake or misuse of word, to show that you are aware of it and that you are reproducing the original form. If you wish to add stress or emphasis in a quotation by underlining or italicizing a word or group of words, be sure to add, "(my emphasis)" after that passage.



4.6.2 The placement of short quotes
How you place a quote in the text depends on its length. Short quotations (less than five lines in length) should appear in the text in the same size type as the text (no bold type), and enclosed in quotation marks. 

4.6.3 The placement of long quotes
A longer quote, called an extract, excerpt, or block quotation, is set in its own paragraph with the left margin adjusted to match general paragraph indentation. The right margin is also brought in to give a balanced effect. Block quotations do not take quotation marks, italics or bold print. 



4.6.4 Omitting words within a quote
If you wish to remove words or clauses within a quotation that you deem irrelevant to your argument, replace them with a set of three dots in parentheses or brackets. Any addition you make to the original text (punctuation, words, word fragments...) should be given in parentheses or brackets. 

4.7 The use of names 
Names, both first and last, appear in the standard form, not all capitalized or in bold print (Marie Curie not Marie CURIE). 



4.8 Using non-English words
Make sure that the meanings of all Turkish names and terms would be clear to the non-specialist. Translate all terminology and names of organizations. No hard rules for how words are presented exist; sometimes the Turkish is given first, followed by English in parentheses or within commas, and sometimes the English is given with the non-English in parentheses. Words in non-Latin alphabets can be kept in their original script as long as a Latin transcription or transliteration is also given.  All non-English words that do not appear in English language dictionaries should be italicized. Please note that italics should be used only for the exact foreign word but not for any suffix or letter added to it due to English  usage (gecekondus, instead of gecekondus).



4.9 Defining words with no English equivalent
Sometimes it is necessary to use a non-English term to refer to something because the equivalent does not exist in English. Gecekondu, for example, might be translated as "slum" or "squatter settlement," but these terms fall short of depicting the true situation as some of these settlements are quite luxurious and meant to be permanent structures. The following two examples will illustrate our point: 

"Huge numbers of people migrated to Istanbul, Ankara, Izmir and Adana. There, the squatter towns of gecekondu ("built at night") dwellings soon assumed gigantic proportions and their growth has continued. Today, over half of the built-up surface of Ankara, the capital, consists of gecekondus."

"In 1864, a new law on provincial organization introduced a complete hierarchical system of provincial organization and subdivisions, from the vilayet (province) through the sancak (county) and kaza (district) to the nahiye (rural community) and the kariye (village)."



4.10 Presenting numbers
Spell out numbers up to 100 (seven, nineteen, fifty-six) and all round numbers that can be expressed in two words (two hundred, five thousand, nine million). 

Thousands and ten thousands, etc., are separated with commas, not dots 

3,400; 100,000; 560,900,000

Decimals should be given as a dot (23.5), not with a comma (9,7), even for percentages (9.6%).

Percentages are best given by the word "percent" ("25 percent of the population..."). However, it may be easier when you have frequent use of it in a text, and/or in tables, to replace it with "%." At any rate, make sure its use is consistent throughout your work. 



4.11 Dates
There are two styles for presenting dates in academic writing. Choose one and then be consistent throughout your text. 

28 June 2005 or June 27, 2002

Do not use "st", "nd", "rd" (July 1st) unless the month is implied in the same paragraph and the date appears alone. 

"The school year always begins in September. This year school will begin on the 15th."

You may use these letters in superscript (1st, 2nd, 3rd) especially since most word processors do it automatically as you type. Once again, what counts it that you should be consistent throughout your work.



4.12 Centuries 
Always spell out in full (nineteenth century, twentieth century), 

Please note that "century" is almost always preceded by "the", unless you are using it as an adjective. 

The rate of income per capita declined in the nineteenth century. 
Nineteenth century income levels declined.
4.13 Illustrative materials 
Tables, charts and illustrations must meet all margin and pagination requirements. Each table or figure should be placed as close to its first text reference as possible. Materials smaller than  half a page should be set within the text; larger items may be put on a separate page. When an item is placed within the text, a double-space should be left above and below it. Wide tables may be placed  sideways, or they may continue from page to page. 

The titles of tables are written with book title style capitalization (ex: Table 12. GNP by Decade) and appear above the table. The titles of figures and illustrations appear below the item and only the first letter of the sentence is capitalized (except for proper nouns, like place names) (ex: Fig. 34. Interior view of the TBMM, 1945.).

Example: 

Table 2.3 Rates of Student Participation in Voluntary Testing 

	Class
	Total 
students
	No lunch
	With lunch

	Blue 
	20
	5
	18

	Green
	25
	9
	23

	Yellow 
	15
	12
	11


Fig. 3 Bar chart showing results of test

Each table/figure should be numbered sequentially with Arabic numerals (1, 2, 3…) in the order they appear throughout the text.

If a long table does not fit on a page, it may continue from page to page. In that case, repeat the table number on the consecutive page, but not the title (e.g., Table 1. continued. Please see sample at the back for further examples). You should also repeat the column and/or row labels.

Wide tables, figures, or illustrations may be placed sideways (landscape orientation), but only on a separate page. Another option is to use fold-outs, i.e. to print your figure/table on A3 size paper and fold it back in half, so as to fit an A4 format.

5. Fonts
Acceptable fonts include Times, Times New Roman, Palatino, Garamond, Helvetica and other easy to read serif fonts. Font size must be 12-point in the text, 10-pt in the notes, and at least 8-pt in the figures. All headings, subheadings, table titles, and figure captions must be in 12-point. Please note that bold text is not allowed anywhere in the text. 
6. Margins
Left margin (or binding edge): 4.0 cm from edge of page 
All other margins: 2.5 cm from edge of page. Please note that the page number is included in the text area and must not appear in the space reserved for the margins.

7. Spacing
The main text is double-spaced: Use single spacing for the table of contents, tables, block quotations and footnotes. The bibliography is single-spaced, with a space between each entry. 

8. Paragraphs
Paragraphs must be indented 1-1.5cm. Most word processors use 1.27cm (0.5 ınch) as the default value. Just be sure to use the same value throughout your document. No extra spacing is needed between paragraphs.   Paragraphs at the start of a section or following a block quote or table or figure should not be indented.
9. Pagination
All pages, except the title page, must have a page number. This includes charts, graphs, illustrations, the bibliography and any appendix matter. The preliminary pages receive lower case Roman numerals (i, ii, iii) while the main text pages receive Arabic (1, 2, 3) 

	Part 
	Page Number Assigned 
	Obligatory

	Cover 
	(i)
does not appear
	yes

	Title page
	(i)
does not appear
	yes

	Approval page
	(ii)
	yes

	Abstract (English)
	(iii)
	yes

	Abstract (Turkish)
	(iv)
	yes

	Vita (Curriculum Vitae)
	(v)
	(Ph.D. only)

	Acknowledgments
	(vi)
	optional

	Dedication
	(vii)
	optional 

	Table of contents
	(viii)
	yes

	List of Figures/tables
	ix
	optional

	Glossary of 
non-English terms
	x
	optional

	Note on transcription
	xi
	optional

	List of abbreviations
	xii
	optional

	Chronology
	xiii
	optional

	Preface
	xiv
	yes




The cover of the thesis or dissertation should include the following, all in capital letters: 

1. The full title of your work. 
2. Your full legal name, as it appears at the registrar's office. 
3. The name of the university 
4. The year. 

On the spine should appear the following, all in capital letters: 

1. Your full legal name. 
2. The words M.A. Thesis or Ph.D. Dissertation. 
3. The Year 


9.1 Title PageNote: 
The page number of the title page (1) is not printed. 
The title page will include: 
1. The full title of your work. Be sure to have your title approved by your advisor and checked by the Institute editor for descriptive accuracy. 

2. Your full legal name, as it appears at the registrar's office. 

3. A sentence describing the degree for which you are applying and the name of the Institute to which you are submitting your work. 

4. The name of the university. 

5. The year. 

9.2  Approval Page 
Each of the  final copies of your thesis must have its own approval page, each of which will be signed by the members of your review committee once you have successfully met all requirements. The signatures of the committee members must be  in permanent black ink. The date at the bottom of the page is the date (month and year)  of the degree awarded. 

9.3 Abstracts
You must provide an abstract of your paper in both English and Turkish, on separate pages, with the English version appearing first. The abstract will feature the full title of your thesis and and full legal name as it appears on the title page, along with a brief description of your work (around 250 words). 
*Do not cite references, authors, or give personal acknowledgment in this section. 

9.4 Acknowledgments
Acknowledgements can recognize people who have given you special guidance or assistance during your work and any grant support you may have received. Acknowledgements should be expressed simply, on one page if  possible, two maximum. Personal dedications can be included at the end of this section.

9.5 Table of Contents
The title of each entry must be exactly the same as it appears in the text. Ideally, there should be no sub-headings beyond first degree (see section below on subheadings). 

The text of the table of contents should be 12-pt. Do not use bold type. All of the letters and all of the words in the main headings should be all-capitalized, while those of the sub-headings should receive standard book title capitalization (see below on rules on book title capitalization in English). Try to avoid numbering headings and subheadings. Tables and charts that appear in the text should be listed on a separate page following the table of contents under an appropriate title ("Illustrations," "Figures," "Charts," "Tables"...) 

The table of contents should list all of the elements of your work in the order in which the appear including sections of the main text down to first-order sub-headings only.

9.6 Lists of illustrations, figures, charts, etc. (optional)
These may be tables, graphs or any other type of illustration. Each category should have its own list on a separate page upon which you list the number, caption or title, and page number of every item that appears in your work, even those appearing in the appendix(es). Tables and charts that appear in the text  should be listed consecutively throughout the text (Table 1, Table 2, or Fig. 1, Fig. 2, with Arabic numerals) and not by chapter or section (Table 1.2, Fig. 3.4.1).

9.7 Glossary of Non-English Terms
If your text features a large number of non-English terms, you might want to include a glossary in which all items appear in alphabetical order with their equivalents in English. It will appear on its own page and receive standard pagination. 

9.8 Notes on Spelling and Transcription
You may want to add notes to explain the use you have made of of a certain spelling, transcription, transliteration, etc., in a non-English language and/or non Latin alphabet.

9.9 List of Abbreviations
If you use a lot of abbreviations in your texts (the names of political parties or organizations, for example) you might want to present them in a list accompanied by their full forms as a reference aid to the reader. Abbreviations pertaining to notes or the bibliography should be placed in the Back Matter. 

9.10 Chronology 
A chronological list of the events discussed in your thesis or dissertation is a good idea if your topic is of an abstract nature and/or the sequence of events is not clear to the non-specialist. It will appear on its own page and receive standard pagination.

9.11 Preface

Contrary to general belief, a preface —sometimes called a foreword— is not an introduction. It is rather a personal section in which you may want to present the research involved in preparing your work, while the introduction eases the reader into the work, describing the context of the subject matter. A good preface should typically include a general introduction to the topic, by setting the scene from your own perspective. You may want to make some general statements about the state of the art in the topic you are treating, and pose some fundamental questions that may give the reader a sense of what you are after in your work. This is a chance for you to write about your personal experience and efforts while preparing your research: sources, previous research, difficulties encountered, coincidences that may have led you to your topic or to a certain document. This could be an occasion for you to familiarize the reader with your problématique, with a specific approach, with certain methodological issues, with a peculiar terminology. You may also want to give your readers a glimpse of the logic and structure you are going to follow in your work. However, you should avoid giving away your findings at such an early stage; after all, the preface is meant to be a “teaser” that lures the reader into your work. A preface should have a structure of its own, much like an essay, with a beginning and an end. You should therefore come to a graceful closing that sums up your aims, but also allows for further thought. The concluding remarks of a preface are ideal for a preemptive move against criticism by admitting to weaknesses and shortcomings, while at the same time stressing the strong points and originality of your research.
Following are the elements of a successful preface (the order in which they are presented here need not be followed. Just make sure you include all of them.)

9.12 A General Introduction to the Topic
In the opening paragraph, grab your reader's attention, lure him or her into the text. You might begin by making a general statement with which everyone can agree (`Western style medical practices first began to be taken seriously in the Ottoman Empire during the reign of Sultan Mahmud II`). Or you might start with posing a problem, asking a question, or simply setting the scene. 

9.13 The Thesis Statement
Introduce your thesis statement within the first few paragraphs to declare the direction of the paper. A thesis statement is a sentence or set of sentences that bring the focus of the discussion towards the subject under investigation, setting up the argument for the entire paper and clarifying the point of the research. 

9.14 Your Logic in Choosing This Topic
State how your study will contribute to the field by discussing the research already done on this topic. Explain how your study offers something new. Make your reader feel it will be worth his or her time to read your paper. 
9.15 A Discussion of Your Sources
Describe your sources. Write about the general categories, and then go into detail about the sources most important to your study. If it was difficult to locate or use these sources, mention that (it shows how much effort you put into your work). Defend your use of secondary sources, especially if you cite encyclopediae more than once or twice. Defend "holes" in your data (ex: "A study of the economic influences of x would have been helpful in understanding the eventual outcome of the events. Unfortunately, the records for the years in question were part of a trainload of papers from the Ottoman archives that were sold as waste material to Bulgaria in 19**"). 

9.16 A Discussion of Your Methodology 
This section is closely related to the discussion of your sources, and in some cases is covered by that discussion. If you are writing anything other than a straight chronological examination of events, or employing an unusual perspective, quantitative technique, or specialized terminology, your reader should be told about it and the reasons for it. 

9.17 A Description of the Contents of the Paper
This section features a chapter by chapter description of the contents of your paper. Do not state any of your findings or conclusions in the preface- let the reader discover them along with you in the text. Here, simply discuss the order of topics and the logic for that order. 

9.18 A Graceful Closing
Make sure your preface comes to a logical end. You could take the discussion back to the general topic, make reference to your thesis statement, or restate why it is important that this study be read. Write it in such a way that your reader wants to turn the page and begin reading your study. 

9.19 Final Note
The preface section is usually written last when preparing a paper. Its most important function, beyond introducing your topic and describing your sources and methodogy, is to give you the chance to explain away the weak points in your paper so your jury does not have the chance to pounce on them. Admit shortcomings, argue for your strengths. Show them that you are capable of serious academic debate.
10. Duplication
When you submit the copies of your final document to your thesis or dissertation committee, do not submit your original manuscript. All copies must be neat, clean, and uniformly dark throughout the text. 

11. Academic Integrity & General Citation Rules:

The general “rule of thumb” is that you must cite all of the sources you used for your paper. Not citing sources used for your paper is considered plagiarism and is a serious offense within Yeditepe University. 
11.1 Citations within your thesis or dissertation:

· One Work by One Author must be cited as outlined below: 
Johnson (2004) compared various reaction times…

In a recent study on reaction times… (Johnson, 2004)

In 2004 Johnson compared reaction times…

· Within a paragraph, you do not need to include the year in all subsequent references as long as the source can not be confused with other sources cited in your paper.

For example: In a recent study of reaction times, Johnson (2004) described his

methodology…Johnson also found…

· One Work by Two Authors – always cite both names every time the reference occurs in your work

Johnson and Mitchell (2004) conducted a study on reaction times. Johnson and

Mitchell used a methodology…

· One Work by Three, Four, or Five Authors – cite all authors the first time the 
reference occurs. In subsequent citations, include only the surname of the first author followed by et al (not italicized and with a period after “al”). Include the year in the first citation of the reference within your paragraph and; then omit the year from subsequent citations.

Hammerstein, Rosen, Johnson, and Mitchell (2004) conducted a study…

[this is the first citation in text]

Hammerstein et al. (2004) conducted…

[use as the second citation per paragraph]

Hammerstein et al. found…

[omit the year from all subsequent citations after the second citation in the

paragraph]

· One Work With Six or More Authors – cite only the surnames of the first author 
followed by et al (not italicized and with a period after “al”)  and the year for the first and subsequent citations.

Hammerstein, Johnson, Mitchell, Rosen, Moore, and Davis (2004)

Hammerstein et al. (2004)

· *Exception – where you have articles that have similar joint authors but were published separately, you must distinguish between the two sources.

For example, you want to cite articles with following sets of authors:

Hammerstein, Johnson, Mitchell, Rosen, Moore, and Davis (2004)

Hammerstein, Johnson, Richards, Davis, Williams, and Meyer (2004)

· The citation in the paper should appear as:

Hammerstein, Johnson, Mitchell, et al. (2004) and Hammerstein, Johnson,

Richards, et al. (2004)… 
· When you have two references with six or more authors where the authors are similar, the references must be cited separately in your reference page!

· Works with No Author – are to be cited in your paper by using the first few words of the reference list entry and the year.

Managed Care Services Study of 1999 provided… (“Managed Care Services Study,”

1999)

· Authors with Same Surname – include the first author’s initials in all citations within your paper (even if the publication years differ). This will elevate confusion.

J.K. Johnson and Davis (2004) and M.A. Johnson and Wilson (1999) studied…

· Two or More Works within the Same Parentheses – your citations within the paper should mirror your reference page in this instant by making sure that you arrange the citations based on year of publication. The order of the authors must be alphabetical.

Past research on reaction times (Johnson & Wilson, 2004, 1999)…

Several studies (Johnson, 2004, 2003, 2000; Wilson 1999, 1997)…

· Citing work from a secondary source – in your paper, name the original work and 
give a citation for the secondary source Johnson and Wilson’s study (as cited in Hammerstein, Rosen, Jacobs, & Thomas, 2004)

You must provide an entry for the entire secondary source in your reference list!

11.2 Citing Electronic Sources

The methodology for citing electronic sources is continuously updated by APA as the most recent APA Style Manual was created in 2001. The APA E-References Guide is currently under revision and is not available for use or purchase. There are TWO versions of electronic sources that can be cited. Sources that are ELECTRONIC VERSIONS OF PRINT SOURCES and SOURCES THAT ARE NOT DUPLICATES OF PRINT SOURCES.

Most of the journals housed in Proquest are electronic versions of print sources. However, because the journals articles are housed electronically, some articles may or may not provide detail for proper citation. In that case, follow these steps:

1) Go to the E-Resources A-Z List and click onto Proquest Direct

2) Click onto the “Publications” tab at the top left of the Proquest page

3) Type in the publication name of journal article you wish to cite in the “Publication Search” field

4) Type in the name of your article that you wish to cite

5) Proquest will generate the article information in both Full Text and Citation; click onto Citation

6) Under the field “Publication Title” will be all of the information you need to cite this article including the page numbers

Electronic versions of print sources follow the exact same format as the print version; therefore you must cite your reference as follows:

Baker, A.C. (2005). Making sense of it all. Helping adult learners navigate the academy. [Electronic version]. Adult Education Quarterly, 25, 1045-1048.

When the journal you are citing from is a multi-issue version, you must include the volume, issue, and page numbers:

Baker, A.C. (2005). Making sense of it all. Helping adult learners navigate the academy. [Electronic version]. Adult Education Quarterly,Vol. 25, Iss. 15, 1045-1048.

For electronic sources that ARE NOT duplicates of print sources (i.e.  organizational website documents, some governmental documents, electronic only journals), you must provide a retrieval date and the URL where you retrieved this source. 
Baker, A.C. (2005, November 30). Making sense of it all. Helping adult learners navigate the academy. Adults and Higher Education. Retrieved October 18, 2006, from http://community.adultsandhighereducation.com/MagazineArticles/

Don’t forget there is a difference between electronic only sources and sources that are electronic version of print sources. 

Here are selected examples from the Publication Manual of the American Psychological Association

(Fifth Edition, 2001), also known as the APA Style Manual.

• In all cases, when no author is given, begin with the title and move the date after the title.

11.3 Journal article:

Saywitz, K. J., Mannarino, A. P., Berliner, L., & Cohen, J. A. (2000). Treatment for sexually abused children and adolescents. American Psychologist, 55, 1040-1049.

• If more than 6 authors, after the sixth author’s name and initial, use et al. to indicate the remaining authors of the article.

• If the journal paginates each issue separately, add an issue number in parentheses:

Klimoski, R., & Palmer, S. (1993). The ADA and the hiring process in organizations. Consulting Psychology Journal: Practice and Research, 45 (2), 10-36.
11.4 Magazine article:

Kandel, E. R., & Squire, L. R. (2000, November 10). Neuroscience: Breaking down scientific barriers to the study of brain and mind. Science, 290, 1113-1120.

11.5 Daily newspaper article, no author:

New drug appears to sharply cut risk of death from heart failure. (1993, July 15). The Washington Post, p.A12.

• If an article appears on discontinuous pages, give all page numbers, and separate the numbers with a comma (e.g., pp. B1, B3, B5-B7).

Book:

Mitchell, T. R., & Larson, J. R., Jr. (1987). People in organizations: An introduction to organizational behavior (3rd ed.). New York: McGraw-Hill.
11.6 Book chapter:

Bjork, R. A. (1989). Retrieval inhibition as an adaptive mechanism in human memory. In H. L. Roediger III & F. I. M. Craik (Eds.), Varieties of memory & consciousness (pp. 309-330). Hillsdale, NJ: Erlbaum.

American Psychiatric Association. (2000). Diagnostic and statistical manual of mental disorders (4th ed.,text revision). Washington, DC: Author.

In-text citation example: (Author(s), Year, p. #) (Smith & Li, 2000, p.42)

11.7 Entry in an encyclopedia:

Bergmann, P. G. (1993). Relativity. In The new encyclopedia Britannica (Vol. 26, pp. 501-508). Chicago:Encyclopedia Britannica.

• If an entry has no byline, place the title in the author position.

Report available from the Educational Resources Information Center (ERIC):

Mead, J. V. (1992). Looking at old photographs: Investigating the teacher tales that novice teachers bring with them (Report No. NCRTL-RR-92-4). East Lansing, MI: National Center for Research on Teacher Learning. (ERIC Document Reproduction Service No. ED346082)
• Do not use a period after the document number.

For more examples, see the APA Style Manual at Ref. BF76.7.A46 2001, section 4.16. Citing Web and Database Sources in APA Style

The information below is taken from the Publication Manual of the American Psychological Association (Fifth Edition, 2001). 

11.8 Multipage document created by private organization, no date:

American Psychological Association. (2003). Electronic references. Retrieved March 5, 2002, from http://www.apastyle.org/elecref.html

• Note that there is no period following a URL.

• Use n.d. (no date) when a publication date is not available.

11.9 Stand-alone document, no author identified, no date:

GVU’s 8th WWW user survey. (n.d.). Retrieved August 8, 2000, from http://www.cc.gatech.edu/
gvu/user_surveys/survey-1997-10/

• If the author of a document is not identified, begin the reference with the title of the document.

• Break a URL that goes to another line after a slash or before a period. Do not insert a hyphen.

Internet articles based on a print source

• Note: If the article was retrieved from a database, see examples at bottom of this page.

VandenBos, G., Knapp, S., & Doe, J. (2001). Role of reference elements in the selection of resources by psychology undergraduates [Electronic version]. Journal of Bibliographic Research, 5, 117-123.

11.10 Article in an Internet-only journal

Fredrickson, B. L. (2000, March 7). Cultivating positive emotions to optimize health and well-being. Prevention & Treatment, 3, Article 0001a. Retrieved November 20, 2000, from http://journals.apa.org/prevention/volume3/pre0030001a.html

• Note that there are no page numbers.

11.11 Electronic copy of a journal article retrieved from database

Borman, W. C., Hanson, M. A., Oppler, S. H., Pulakos, E. D., & White, L. A. (1993). Role of early supervisory experience in supervisor performance. Journal of Applied Psychology, 78, 443-449. Retrieved October 23, 2000, from PsycARTICLES database.

Bell, L. G., Bell, D. C., & Nakata, Y. (2001, Summer). Triangulation and adolescent development in the U.S. and Japan. Family Process 40, 173-186. Retrieved March 13, 2002, from ProQuest Psychology Journals database.

• When referencing material obtained by searching an aggregated database, follow the format appropriate to the work retrieved and add a retrieval statement that gives the date of retrieval and the proper name of the database. No URL is needed. 
• However, if the full text is from a source other than the indexing source (such as when PsycINFO records link to an outside full text provider), add the URL for that provider, as follows:*

Kumpulainen, K. (2000, Dec). Psychiatric symptoms and deviance in early adolescence predict heavy alcohol use 3 years later. Addiction 95, 1847-1857. Retrieved March 13, 2002, from http://www.catchword.com

*This information was obtained via email from StyleExpert@apastyle.org NHD 3/2002; ALD 8/2005

Entries go in alphabetical order by first author’s last name. Don’t group entries by type or year or anything else. Just put them in regular alphabetical order. (Don’t rearrange authors names within a single entry if there are two or more authors. The first author is always the primary author; authors are listed in order of the rank. Don’t change that order.)

The full reference list is double-spaced, with no extra space between entries. Don’t single space unless your guide specifically instructs you to do that. The first line of each entry uses the full line across the page, from the left margin through to the right. *Capitalization of titles in APA does not necessarily go the way the publication you used has it. Article titles take a cap only for the first word; the first word after a colon, which indicates a subtitle; and for proper nouns (names of places, people, companies, and things like brand names).

*Continue numbering pages consecutively from the cover sheet, if you have one, or first page right through the reference list to the end of your paper. Page numbers in APA Style go in the upper margin on the right hand side, with a running head that indicates your topic and us usually a piece of your title. (Hint: Use the “Header and Footer” function from “View” in the drop-down menu in Word.) APA Style uses plain or “regular” letters, and italics. It does not use bold type in a reference list. It does not use underlining.

*APA Style calls for Times New Roman lettering in 10 or 12 points (12 point is generally preferred by instructors.) Don’t use a different font or size in your reference list. Don’t use any different fonts or sizes in the body text of your paper unless they’ve been approved by your instructor.

*A URL is not a reference list entry. It’s not an in-text citation either. It’s only an address and provides almost none of the specific identifying information required for proper credit-giving in any form, APA Style or other. Never should you have an item in your paper or on your reference list that reads like this: www.bicycling.com. Please note that many sources accessed from the open Internet (not through a database) are of

questionable reliability. Be sure to check the credibility of your sources.
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