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APA Style Tip Sheet
When learning APA Style, it can be helpful to refer to a tip sheet. For example, this tip sheet contains 
tips about paper format, inclusive language, and references. We recommend creating your own tip 
sheet according to your writing needs.  

Paper Format Tips
•	 Use default font and margin settings.

•	 Double-space text.

•	 Place page number at top right of every page.

•	 Include paper sections of title page, text, and 
reference list, at minimum.

•	 Follow the student paper heading levels 
template to format headings properly.

•	 Use the student paper checklist to check your 
work.

Inclusive Language Tips
•	 Use language that treats people with dignity 

and respect.

•	 Choose words that are appropriately specific 
(e.g., avoid “we” to refer to people in 
general). 

•	 Call people what they call themselves.

•	 Consult bias-free language guidelines and 
inclusive language guide for information 
on topics such as age, disability, gender, 
race and ethnicity, sexual orientation, and 
socioeconomic status.

Reference Tips
•	 Add references and citations to your paper as you write to avoid plagiarism. 

•	 Follow reference examples (especially common reference types).

•	 Ensure in-text citations include the author and year. 

•	 Check that in-text citations have references and that references are cited in text.

•	 Alphabetize references in the reference list by the surname of the first author. 

•	 Use a 0.5-in. hanging indent for references.

•	 Double-space references.
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More information on APA Style can be found in the Publication Manual of the 
American Psychological Association (7th ed.) and the Concise Guide to APA Style 
(7th ed.).
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