
ENGLISH 312-PERSUASIVE WRITING APA HANDOUT

General APA Guidelines: 
Your essay should be typed, double-spaced with 1" margins on all sides. You 
should use a clear font that is highly readable. Include a page header  (also 
known as the running head")at the top of every page. To create a page 
header/running head, insert page numbers flush right. Then type "TITLE 
OF YOUR PAPER" in the header flush left using all capital letters. The 
running head is a shortened version of your paper's title and cannot exceed 
50 characters including spacing and punctuation. 
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Each time you use a 
Quotation from 
someone else's 
work, or talk about 
someone else's 
ideas, you need to 
put a citation in the 
text that will point to 
the source. 

Each "In-text" 
Citation refers the 
reader "References" 
citation (for APA), 
which is an entry that 
appears in a list at the 
end of your paper and 
provides your reader 
with additional 
information.

Basic Formatting: 
Set up your paper so 
that it adheres to 
basic APA formatting 
standards. This shows 
that you have 
educated yourself 
about the standards of 
the community you 
are writing to.

APA Format is used  
most commonly 
within the social 
sciences when 

authors are 
concerned with 
current sources.

FORMATTING

A Citation Style is a 
system of formatting 
the information of a 
citation. Make sure 
you understand the 
style and use it 
consistently. Effective 
formatting can 
improve your ethos.
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Major Paper Sections 
Your essay or research paper can include up to four major 
sections. These include the title page, the abstract, the main body, 
and the references page. For the purposes of our course, the 
abstract will be replaced by your cover sheet, which should include 
the enthymeme for each argument, the rhetorical situation, a 
consideration of your audience, and your contract statement.  

Title Page: 
The title page should include a running head. It will be slightly 
different from the running head for the rest of the paper.  

In Header: 

• Flush left type Running Head: and then type abbreviated title 
with no more than 50 characters in ALL CAPS. This is for the 
title page only.  

• All other pages should include the 50 character abbreviated title 
left justified, as well as a page number. Page numbers will be 
right justified.  

Centered on the title page: 

• Title of paper, double spaced, important words capitalized. 

• Name 

• Name of institution or class.  

In Text Citations: 
• Cite in text every time you use an author’s words. (quotes) 

• Cite in text every time you use an author’s ideas and place them 
in your own words. (paraphrasing) 

• Cite in text to refer the reader to the source you are pulling ideas 
from, even if they are vague and well connected to your own 
ideas. (summary) 

• Place the name of author(s), followed by a comma, and then the 
date of publication. If there is no date, use the abbreviation n.d. 
(Smith, 1999) 

• Direct quotes should include a page number after the date 
(Smith, 1999, pg. 23).  Follow parenthesis by terminal 
punctuation.  

• If the authors name is used in the text, the citation should 
include the date and page number (1999, pg.23).  

• Every resource cited must also be on the reference page.
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Basic Setup: Times New 
Roman, 1” margins, 

Double space, Normal 
paragraph indentations,  

Align left margins. 
!
Additional Resources: 

APA Style.org 

Blog.APAStyle.org 

Diana Hacker’s online 
Research and 
Documentation site.  

Owl Purdue Online Writing 
Lab 

Citation Machine (This is 
not perfect. Double check) 
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Formatting First:  

• Title Header- left 
justified, 50 characters 
of the title in caps. 

• Page #-right justified 

• Title, author name, and 
class or institution, 
center justified


