APA Checklist

This checklist will help you ensure that your paper meets the APA requirements. The page number(s) listed in
each item refers to where this information may be found in the Publication Manual of the American
Psychological Association, 7™ ed.
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Check each box as you confirm your paper is formatted per the description.

1.

Margins
My margins are 1 inch at the top, bottom, left, and
right of each page. p. 45

Typeface

I have used a clear, accessible font and have used the
same font throughout my paper. Options include but
are notlimited to sans serif fonts like 11-point Calibri,
11-point Arial, and 10-point Lucida Sans Unicode
and serif fonts like 12-point Times New Roman or 11-
point Georgia. p. 44

Line Spacing

My lines of text are all double spaced throughout my
paper. There is an exception on my title page where
there is an extra double space between my title and
the rest of the information on my title page. There are
also exceptions where I may single space in a table
body, figure, footnotes, and equations. p. 45

Alignment

My text is aligned at the left margin but ragged at the
right margin. This is called flush-left style. p. 45

Text Spacing

I have inserted one space after punctuation marks,
including those at the ends of sentences. I have
inserted no spaces between internal periods in
abbreviations, such as U.S. and a.m. p. 154
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Thinking Rhetorically for Online Sources

As a writing program administrator, online writing lab director, and teacher of Freshman

Composition, | frequently encounter issues with both students and faculty related to student use and
evaluation of online sources. Because | often design writing curriculum, when faculty members have
concerns about student writing, they often tell me about those concerns. It is my impression that these
faculty members are hoping students will come out of a Freshman Composition sequence and have very
few, if any, problems in their writing. And while | stress to these faculty members that they will have to
continue to teach writing in their courses, I do take their concerns seriously and work to develop
curriculum that will help students be better prepared for the writing they will encounter in their colleges
classes and beyond,
Background
There is some research to indicate that students have some idea about the credibility—or lack
thereof—of online sources, yet they often do not apply this knowledge to their own research process.
Stapleton (2003) reported that students do seem to have some kind of “informed awareness” (p. 91)
about the ethos of online sources; however, when given the opportunity to apply this knowledge to
their own writing, nine times out of 10, many students do not do it.
My experiences in the classroom support this. For example, in an exercise where | have
Freshman Composition students evaluate the credibility of a particular website that looks relatively
legitimate but is not, many students demonstrate strong skills in assessing ethos. We create a checklist
as a class that students should use in evaluating all sources. Stapleton and Radia (2009) describe this
checklist as a kind of “ROAT” list where sources are evaluated for “rigor, authority, objectivity, and
transparency” (p. 156).
Helms-Park and Stapleton (2006) introduced a multi-trait instrument to help students evaluate

the quality of web-based sources. In “Evaluating Web Sources in an EAP course: Introducing a Multi-Trait
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6. Indenting for Paragraphs

I have indented the first line of every paragraph
0.5 inches, and I have used the tab key for
consistency. The remaining lines of my paragraph
are left aligned. p. 45

7. Quotation Marks

I have placed quotation marks around all directly
quoted material AND any article or chapter titles
when these are mentioned in the text. NOTE:
These titles are not placed in quotation marks in
the References list. pp. 157-158

ltalics

8 It l' One of the problems with web-based research is that students are faced with sources of such a wide
1CS

. a variety of purposes, it can be difficult to them to make informed decisions about the quality of the

sources. Helms-Park and Stapleton developed an instrument to help students make better decisions and

I have placed titles of longer works , Such as books to provide teachers with an assessment tool. This tool guides students in the following ways:

The tool provides students with criteria for source credibility.

e Itencourages students to consider relevance.

references list. p. 170-171 Title in”
Iltalics

necessary to settle upon a definition of rhetoric that would not be too broad or too narrow and would

and journals, in italics in both my text and in my

Finally, this tool provides evaluation for timeliness.

In College Composition and Communication, Booth argued that, in order to do this, it was

.
9. Title Page Format

“Rhetoric is the art of finding and employing the most effective means of persuasive on any subject,

considered independently of intellectual master of that subject” (Booth, 1963, p. 139).

My title page includes the following:

e A page number at the top right corner (title

page is page 1)

My title in bold font centered in the upper
half of the page

My name centered two double spaces below
my title (this is also referred to as the byline)
My affiliation (name of my school) centered
below my name

My course name centered below my
affiliation

My instructor's name centered below my
course name

The due date centered below my instructor's
name
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10. Page Numbers

My page number appears in the top right-hand corner
of all of my pages, including my title page. This page
number should be created using the header function
of my word-processing program and should be flush
against the right margin. p. 44

11. Body of Essay Format

I have included an abstract page (if required) and an
introduction and conclusion to frame the ideas
presented in my body paragraphs. p. 43

12. Headings

I have used at least one level of headings with the first

level being centered and in bold with upper- and
lower-case letters. If I have used a second level of
heading, those headings are aligned on the left and in
bold with upper- and lower-case letters. NOTE: The
APA manual describes additional level of headings if
needed for much longer essays. pp. 47-49

13. Writing Style

I have aimed for a clear, clean writing style and have

used first-person pronouns only when necessary and
appropriate for my assignment. I have also used the
singular “they” as a generic, third-person singular
pronoun. pp. 120-121

14. Writing Numbers

I have used words to express numbers below 10. I

have used numerals to express any numbers 10 or
greater. I have also used numerals to express any
times, dates, or ages. pp. 178-179

15. Writing Lists

If T have used numbered, bulleted, or lettered lists, I
have ensured that my items are parallel and have
reviewed APA guidelines for lists. pp. 189-190
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16. In-Text Citations

I have documented all summarized, paraphrased,and

quoted material with a correct in-text citation and
have reviewed in-text citation formatting in the APA
manual or the Excelsior OWL. I have placed the
period after my citations in all cases, except for block
quotes. pp. 253-278

17. Blocked Quotations

I have used the block format (indented, no quotation
marks, double spaced) for all quotations thatare 40

words or more in length. pp. 272-273

18. References

I have included a full reference for every source cited
in my text. I have created a separate references page,
centered the word References at the top, placed my
references in alphabetical order, and used a hanging
indent for all lines after the first line of each entry. I
have reviewed the detailed instructions for formatting
each reference in the APA manual or the Excelsior
OWL.

NOTE: In-text citations and references must correspond.
pp. 281-309
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