Use the APA Publication Manual to locate the guidelines code number and page number for the following:

I.
General Document Guidelines   

A. Margins

B. Font Size and Type: 

C.  Spacing:  

D. Alignment:  

E. Paragraph Indentation:  

F. Pagination:        

G. Manuscript Page Header:  

H. Active voice 

I. Order of Pages:  
II. Title Page
A. Pagination:           

B. Key Elements:           

C. Paper Title:           

D. Author(s):           

E. Institutional affiliation:          

F. Running head:           

III. Abstract:  

A. Pagination:           

B. Heading:         

C. Format:   
IV. Body  

A. Pagination: 

B.  Title:           

C. Introduction:           

D. Headings:  

1. Main headings 

2. Subheadings 
V. Text citations: Source material must be documented in the body of the paper by citing the author(s) and date(s) of the sources. The underlying principle is that ideas and words of others must be formally acknowledged. The reader can obtain the full source citation from the list of references that follows the body of the paper.  Complete the following statements by referring the APA Publication Manual.

A. When the names of the authors of a source are part of the formal structure of the sentence ______________________________

___________________________________________________.

B. When the authors of a source are not  part of the formal structure of the sentence, ________________________________________

___________________________________________________.
C. When a source that has two authors is cited, _______________

___________________________________________________.

         

D. When a source that has three, four, or five authors is cited, _____

_____________________________________________________.
E. When a source that has six or more authors is cited, ____________

______________________________________________________.

To cite a personal communication (including letters, emails, and 
telephone interviews), include initials, surname, and as exact a date 
as possible. Because a personal communication _______________

______________________________________________________.

To cite a Web document, use the author-date format. If no author is
 identified, use the first few words of the title in place of the author. If 
 no date is provided, _____________________________________.
VI. Quotations: When a direct quotation is used, always include the author, year, and page number as part of the citation.

A. A quotation of fewer than 40 words should be________________

____________________________________________________. 
               B.    A lengthier quotation of 40 or more words should appear _______

                      _____________________________________________________.
