THESIS >
WRITING 3 %\\
CHECKLIST WL -

Use the following checklist to adhere to
APA and MSE guidelines prior to
submission to the Graduate Program
-

Manager.

*Common APA mistakes — check manual carefully

TITLE PAGE - SEE APPENDIX 1

0 Line spacing. Use the template to ensure line spacing is identical. Pay special
attention to whether a section is double spaced or single spaced.

O The name listed should match your name in AIM (no nicknames, shortened
names, married names, etc. Nothing that differs from official name listed in AIM)

0 Title may not exceed 6 inches on one line - titles longer than six inches will need
to be on more than one line formatted as an inverted pyramid (longest line on
top, shortest on the bottom)

[0 Choose correct degree name (Teacher Education is “Master of Arts”)
O Correct spelling of chair and committee names

O Do notinclude page numbers

ABSTRACT - SEE APPENDIX 2
O Single spaced
O Title should not exceed 6 inches on one line

0 Keywords on the bottom line of the page

TABLE OF CONTENTS - SEE APPENDIX 3
[0 Page numbers begin (lowercase roman numerals)

O “TITLE PAGE" not actual title of thesis

0 Links and page numbers should be accurate

O Headings up fo level 3 are included

[0 Fontsize and type consistent with the rest of the thesis (Times New Roman, size
12)
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0 See template for proper formatting of table of contents — template is pre-
formatted correctly

LIST OF TABLES/LIST OF FIGURES - SEE APPENDIX 4
0 Links should be hyperlinked
[0 Correct spacing between “table/figure #" and title of figure/table

O Titles should be title case

DESCRIPTION OF THESIS (IF NEEDED) - SEE APPENDIX 5

O Include name of journal you are submitting to

O Include any special requirements for submission (running head, length, location
of tables and figures)

O Explanation of appendixes

BODY OF THESIS - SEE APPENDIX 6

[0 Chapter 1 starts on page 1; page numbers should be in the upper right-hand
corner

0 Half-inch paragraph indentation

O

Single-space after periods

O Widows and orphans corrected — one line/heading at the end of a page or one
line/heading at the beginning of a page

0 *Abbreviations — after the first infroduction of an abbreviation use only the
abbreviation (see further rules in APA 6.24)

O *ltalics — most commonly used for anchors of scales, key terms or phrases (see
rules at APA 6.22; note: not used for emphasis)

O *Quotation marks — most commonly used for quoted material, first infroduction of
a word or phrase used ironically/slang/invented or coined phrase, infroduce a
label (see rules at APA 6.7; note: not used to highlight key terms or to
hedge/downplay meaning)

[0 Be consistent with tense — methods section should be past fense and the rest
present tense

O Pronouns — avoid third person and the editorial *we”, your thesis is your work
(APA 4.16-4.17)

0 Format lists correctly — see APA 6.49

O

Numbers below 10 should be written out (see exceptions APA 6.32)

[0 Verbs and pronouns need to match the sentence - singular versus plural is the
most common issue (APA 4.15)
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O

(|

En dash (separates equivalent relationships like page ranges and dates) versus
em dash (create emphasis by separating a phrase) versus hyphen (compound
words) — make sure you are using the correct one (APA 6.7 & 6.14)

Quotations under 40 words are put in the paragraph. Quotations more than 40
words are formatted as block quotes. See APA 8.27

While not specified in APA, avoid one-sentence paragraphs

Properly formatted according fo APA (APA 2.27)
Headings must be subdivided into at least 2 sections (APA 2.26)

Headings must be “styled” with the proper heading style — headings should all
appearin the navigation pane, or the thesis will not properly export the table of
contents in the pdf

Information adds to the thesis rather than restates

Figure numbers bolded and on the first line, figure titles on the next line and
italicized

Tables/figures placed right after callout in thesis (or as close as possible)
Review checklist for tables and figures at APA 7.21 & 7.35

Table and figure notes should be double-spaced and on the same page as the
table/figure (add citation information when needed here)

Listed alphabetically when citing more than one article
More than two authors, include first author, et al
Include year and page number, if applicable

Narrative citations include year directly following author in parentheses

REFERENCE LIST - SEE APPENDIX 10

O

O
O
O

o O

O

Double spaced
Hanging indent
Alphabetical by first author, then second author (etc), then by year

*DOI's or stable URLs if they exist (note: some books will have DOIs) — do not
include a period at the end of a DOI or a URL

En dashes — used for ranges of numbers like page numbers (APA 6.6)

Include up to 20 authors, 21+ authors, include the first 19 authors ... & the last
author

*Titles of books and journal articles should be formatted in sentence case
*Double check whether a period or a comma is necessary

More than one author, use an ampersand (&) between the names
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APPENDICES

O List in order you infroduce in the thesis (Appendix A should be the first one
referenced)

0 Include copy of stamped consent/assent form and IRB Approval to Conduct
Research (if applicable)

O Consistent formatting with the rest of the thesis (12-point font, 1-inch margins,
etfc)
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EXAMPLES
Appendix 1: Title Page
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Appendix 2: Abstract
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Appendix 3: Table of Contents

AutoSave (@ off)
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Definition of Terms 4
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Appendix 4: List of Tables and Figures

Updated Five-Chapter Thesis Template = Saved to this PC £ Search (Alt+Q)

Kaeli Cook ' KC &

File Hcme Insert Draw Design Layout

ﬁj Times New Roman vz~
B I U~ 7
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Clipboard Font

References Mailings Review View Help Acrobat
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Styles | Editing Create PDF  Create PDFand  Request Dictate
- S and share link share via Outlook Signatures

Editor Reuse
Files
~ Paragraph Nl Styles Adobe Acrobat Voice Sensitivity Editor | Reuse Files
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L 1.

R

Table 1 lTﬂ'g of Table I Here in Title Case and Italicized . 9 I:I

mﬁH(’z cqsv
% mugt be hyperlnked

‘Word has the capability for vou to create a hyperlinked List of Tables; however, this List

of Tables 1s not hyperlinked. Check with your graduate coordinator about whether or not this list

needs to be hyperlinked.

Insert a page break here and begin your next page with LIST OF FIGURES (if you have figures).

(This template has already been formatted with this page break)

PAGE 8



Protected View = Saved to this

hesis-template

File Home Insert Draw Design Layout References Mailings Review View Help Acrobat

Enable Editing
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DESCRIPTION OF THESIS STRUCTURE AND CONTENT
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i Describe the structure of your thesis here. It may be something like this (don’t use these
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——
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for submitting research reports to education journals
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study’s instruments. Appendix D includes examples of discussion subheadings and Appendix E
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entitled, “Levels of Headings Using the Publication Manual of the APA 7% Edition™ and is

followed by Appendix G, which provides information regarding how to conduct a reference

Xl

check. Appendix H details information regarding how to get vour thesis approved and Appendix
1 outlines the contents of the prospectus and final thesis. Appendix T includes a sample table of
contents using MS Word table features.

This thesis format contains two reference lists. The first reference list contains references
included in the journal-ready article. The second list includes all citations used in the Appendix

entitled “Review of the Literature”™
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Chapter 1:

CHAPTER 1 b
0\\&\&

quantitative research studies for MS, MA, and EdS students in BYU’s McKay School of “‘Q E

R
>
-\w@§‘“

‘ l This thesis template 1s designed to give you a general 1idea of what yvou should include in

Introduction (or Background)
vour thesis, as well as to help vou with formatting 1ssues. It 1s designed primarily for use with

Education. Be sure to consult with vour thesis chair and committee for specific requirements ,>
regarding organization, terminology. and stylistic preferences.
tLIl your introduction section, you should write several paragraphs to introduce vour topic
and to set up the problem (why it was important that vou conducted this study). The length and
depth of vour introduction will depend upon the standard set by vour discipline and target journal

for publication.

Widows & Orphans:

dicho cipacio de ticmpo, detcrmioaday fucrza cyimi-
que rodcaban la Eotidad Frimordial lc debeao dotarde

parado para cmerger a la vida por loy padres. _

cicrea inclinaciyo caractcrastica y guiarla co la cleedyo
dc los medios y del momeote para cocaroarsc.

Micotras taoto, los reflcjor de las fucrzas clemeota-
ler maperiorcs afcetando a la Eotidad Primordial traba-
jaban co ¢l muode matcrial ioclinaodeFucrza Madre,
simbolizada por cl buitre y cl 1cllo, marcaba la Eotidad
Frimordial con loyiambolos.

ticotras taoto, la madre bumana 1c babea coover-
tido co cl ceotro gravitatorio dec fucrzar clemeotale
quc formulaban uo peder de atracciyo ihworie co
toroo a m periona, formulande ae ol SAHU o Cucrpo
Aagtral del furaro scr bumano, 1omctido a la magiadc
lay fucrzay clemeotales patrales. Do onc modo, la
mujcr més imigoificantc 1c suclec atraciva por uo
ticmpo para . amantc. Mo obmantc, co cuanto coo-
cluyc la cooperaciyo cotre las fucrzas del padre y de la
madre, o SAHU 1c adhicre répidameotc al germen
sitalizado y pcrmaocee con Al co calidad de patryo
iovitible, 1gzo ol aal  la matcria 1ylida co grasita-
ciyo irf dande forma al aicrpe matcrial. Eva opecra-
ciyo del SAHU caplica la visiyo percibida por alguoos
clarirideoter respecto al reino ecgetal: la de uoa ofor-
ma-plantas arociada a lay 1cmillas.

Al conccotranc cotoroo al yeulo viwlizade, o Cacr-
po Elcmcowul deja a la madre bumaoa co m crado
patural, doipojada del atractive ilusorio gque o babsa
otorgado. Ella oo rcaspera o oo pucde recuperar m
poder capecial de atrracciyo basa baber mmplide con m
partc, redbifodele del ouceo 1cr bumane que onf a
puoto de criar.

“ Eo crtc punto, #cmes que cl oico no-nacide a1 pre-

Cotribuycn mediante o priocipio llamade por los
czipcior HATI o qcorazyn cotcroe. Eato ca, ol Ceotro
dc loy iostiotos berodad o, raciales ¢ iodividuale, y que
incluyco funcioncs como ladigatiyo, of oedo, la vina,
cl alfato, ctc Eo upa palabra, cl HATI o1 lo atfieico y
sicoc reecatido por uo mcrpo formulade por las fucr-
za1 clemeotale, o SAHU. Aotor y deospudis de la coo-
cepeiyn, ¢l SAHU o cucrpo astral porce cic poder de
radiaciyo, quec formy la crfira de atracdyo co toroo a
la madrc bumapa, quec fuc cllade por la Gran Pucrza-
tadre-Buitre co ¢l momeoto delacooccpe yo y que 1o
ba rctirado ionantfocamcotc para formar la cifcra o
aura del future ser bumane, KHAIBT o aura radiantc.

Eo o momeoto del pacimicoto, o Ege ic uoc al
cucrpo. Eristco muchay repracotacioncs, que datan
del pereodo de o civilizaciyo cgipda m#ér clevada y
mucstran ¢l pacimicoto de grande preocipes, ¥ co las
que 1c pucden reconocer lay dobles formas, cclaatial y
tcrrepal, de geocradyo de cucrpos. Diche de otra
forma, cl HAMMEM T da suchas yarroja cotonccs una
cmanadyo llamada KA o doblc del reciio pacide, y
firta 1c uoc al cucrpo terreoal.

Los tcator ogipcios sicmpre meocionan al HATI co
arodaciyo coo ol ABo Corazyo. Del miyme modo que
cuando coovcriamon, a meoude confundimes y combi-
oames iostiote con voluotad. La eoluotad o1 uoa cuali-
dad latcotc co ol animal. Eo o bombre, pucde scr desa-
rrollada y cultivada basta convertine co Voluotad Libre.
Atimismo, ¢ AB (voluotad) o Mave Roja del Corazyo
queda repracotade co el ddwe de by mernor por uo
reccptfallo que conticoc uo bucro y uo gormeo cyoca-
#0. Cuando dicho germen oocaro 1cdesarrolla porque
1c cultiva, la verdadera vida y ol total dosarrollo del Ego

Note 1: An orphan is a single line on the botftom of a page. A widow is a single line on the top of
a page. You can also have orphaned headings where the heading is the last line on the page
and the paragraph starts on the next page.
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Abbreviations:

apprehension. In order to meet this outcome, I created a new instrument entitled ﬂleEelf—eﬂ'icacy

to Teach Apprehensive Writers Survey (STAWS;]This new instrument was then emalyz$to u)

identify any existing latent factors as well as the reliability of the scale. Finally, I'mw Ak\ﬁ\
the STAWS mstrument can be used -@me the self~efficacy of the surveved E SWEI%

fust—yea%va&\%in&%ﬁe@ to support their haghly apprehensive writer

emploved the following réftearch questions:

1s study

Note 2: The first use of an abbreviation you write out the entire phrase and include the
abbreviation in parentheses. For the rest of the thesis, you use only the abbreviation.

Italics:

This study 1s grounded in Bandura’s (1977) concept of self~efficacy|a term used to . 1\-
. k E——y - ¥0
describe a person’s belief that 1#Wféi‘&aéqu Qf&aﬁﬂé@ produce a desired & .1‘\_\

outcomef This belief is important because it influence WPT individuals choose to do, the

. ‘O
amount of effort they put into doing itzamd%t!c 4 eeg it (Bandura, 1986). In
(13RS

this way, investigations of self-efficacy focu {Wiys and strategies that someone has at
ﬂ

their disposal and more on what a person feels they can accomplish within their present

Note 3: The first use of a term followed by e definition may be italicized. Subsequent uses of the
term are not italicized.

Woolfolk Hoy, 2001). The TSES used Bandura’s unpublished teacher efficacy scale as a model

=8

(Tschannen-Mora & \5‘5

for the new scale and incorporated his expanded 9-point scale for responses (1

o A
Woolfolk Hov, 2001). The final scale contained 24 items (1. items in the short form). Theﬁs‘ * ép U

items loaded onto three distinct factors: engagement, instruction, and management.

Note 4: Italics can also be used for anchors of scales.

Quotation Marks:

Lo

feedback helped to ensure that all terminology was fully accessible to all participants and *Y?% Q_
illuminated questions that teachers had difficulty answering. For instance, while an o;gah] Q.d \‘SQ @Q’
question askedETo what extent can you motivate your apprehensive writers to write in bot& ,&_LB K%

academic and non-academic contextsﬂthis think-aloud feedback made it clear that teachers l& Q\qj

different answers when considering academic writing and non-academic writing. Teachers also

Note 5: Quotation Marks should be used for all quoted material including instructions, quotes,
and survey questions.
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first-vear writin prere asked to look over the survey and provide feedback. The survey
. f, irecti anmm@ graduate teachers were first introduced to the survey *
@ { hich clarified the term [ writing apprehmsion’}.nd directed the teachers to consider only

eir current capabilities rather than future potential abilities. Both graduate instructors felt that q)

they thoroughly understood the term “writing apprehension” after the description, but they felta

Note é6: Quotation marks should NOT be used to highlight key terms.

A A A LA Y A T Ay A A A AP A ] AL U FAALALL WAL AL AAAALLS S MRS ot

norms mean to him and those around him. He explores his own gendered identity and

individuality one afternoon that begins with him dressed as'y

boy according to societal

0 '
$/ \Jv\“")wt- h&«%\ (\b

Note 7: Quotation marks should NOT be used to hedge or downplay meaning.

Lists:

"3-' This study will address the following research questions or research hypotheses:
N
\\f\, )\l__‘ 1. Add your first question or hypothesis here.
N 2. Add question 2 or hypothesis here.
')
3. Add question 3 or hypothesis here (of course, you may have more or fewer questions

than three — delete or add as necessary).

Note 8: Numbered List - items are indented 1/2 inch with space between the number and the
following item. Default word list format is correct.

Data Analysis (o1 you may call it Statistical Analysis)
In this section you should describe the type of data you collected and how the data were
analyzed. Also specify the statistical analysis with your rationale for selecting the particular

test(s). Present limitations/violations of assumptions of the statistical analysis.

Your prospectus will contain four main sections: Xa) BYU preliminary pages, (b)

\'Eltroduction chapter, (c) review of literature chapter, and (d) method chapter.

Obtaining Institutional Review Board (IRB) approval for research not conducted in
public schools requires two steps: (a) obtaining approval through the McKay School Scientific

Review Committee, and (b) obtaining IRB approval through BYU Office of Research and

Note 9: Lettered lists are within the sentence and the letters are surrounded by a pair of
parentheses.
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En dash vs Em dash:

Dash Guide

Comparing the EM dash, EN, dash, and HYPHEN

Name Shortcut Example

- Hyphen Dash This is a hyphen-in-action

— ENdash Ctrl/option + minus sign En dashes replace the -5

— EMdash Ctrl + alt + minus sign OR shift + Em dashes break up
option + minus sign sentences—like that

Block Quotes:
context specificity with a wide enough scope for the measure to be useful. For example_.E’ajares -— \K\TOA“A\O“

ky guot¥

(1997) gives the following Wamiu%

[——1 Judgments of competence need not be so microscopically operationalized that their “@o\l&

o assessment loses all sense of practical utility. Domain specificity should not be }é‘{u‘d’
&

~

misconstrued as extreme situational specificity, and there is no need to reduce efficacy

assessments to atomistic proportions &‘ Q‘&B‘
P

PAGE 13



Appendix 7: Headings
THESIS/DISSERTATION LEVEL HEADING (CENTERED, NO BOLD, ALL CAPS)

Level 1: Centered, Bolded, Title Case
Level 2: Flush Left, Bolded, Title Case
Level 3: Flush Left, Bold Italic, Title Case
Level 4: Indented, Bolded, Title Case, Paragraph Heading, Followed by a
Period. Paragraph continues.
Level 5: Indented, Bold Italic, Title Case, Paragraph Heading, Followed by a

Period. Paragraph continues.

4 CHAPTER 3 Method Level 1

4 Participants | ¢yél 2
Group One Lével %

Group Two L &veél %

4 Settings Leve| 1
Setting One Level %

Setting Two LE,V&'I %

4 Measures (or you may call it Instruments) Leved 1
Instrument One Léy el 2
Instrument Two Level %

4 Procedure(s) L&vel 7 L&vg,l %
Describe Administration of Instrument One
Describe Administration of Instrument Two

Research Design Levt!l 2 Leve] 2
Data Analysis (or you may call it Statistical Analysis)

Note 10: Within the Level 1 heading there are several sub-divisions. Each has af least fwo
sections. For example, there are 6 Level 2 headings. For each Level 2 heading that is sub-divided
there are at least 2 Level 3 headings.
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Method

In your introductory paragraph, describe what you will discuss in th
order in which vou discuss them (e.g., participants, settings, procedures). Re
in obtaining human subjects institutional review board approval and particip
Be sure to include your stamped consent/assent form and/or IRB Approval ]
(¥ou must include either your IRB-approved consent form or your IRB Lett
Conduct Research; similarly, if your study includes minors, you must also i
assent form or IRB approval letter in that appendix).

At the prospectus stage, write this section using future tense, indicat
to do with your study. After you have conducted the research, change the te
tense, indicating the procedures you actually followed in conducting your st
Participants

Describe your sample here_ If you have several types of participants
heading for each group. Describe how your sample was drawn from the pop
sampling procedure. Include the limitations of the sampling procedure. Rep
numbers, percentages, means, standard deviations, and ranges of participant
characteristics such as male and female, age range and mean, race/ethnicity.
status, grade level, educational environments of participants, and disability «
do not need to report all of these data. Refer your readers to a demographic
data.

Group One

Describe this group. You may include a table that depicts the partici

Note 11: Style Panel - If your headings are not styled using the style panel in word then it will not
export correctly, and your links will not work correctly. You can check to see if your styles are
properly added if you open the navigation pane which can be found under the view panel. The
template is pre-formatted to have the headings correctly formatted using styles. Make sure the
formatting is correct after adding the appropriate styling.
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Figurel —* bbi d
Title of Figure 1 Here in Title Case and ltalicized —> -}ﬁ.]rl-ﬂ, ﬂﬂn 2\.
ikalidzed

©
smust ivielude copynghtt nfe here
/7 et epactd diretly Golloying

Note. See APA items 7.22-7 36 on pages 225-250 for more gumdance on figures and formatting.

the document. Include the table as close to the in-text reference as possible, without splitting the

table between two pages. Table 1 is an example of a table formatted according to APA guides.

S callouf direcy before {ayle

Table 1 — Byl

Title of Table I Here in Title Case and Italicized — ‘h'H{.- cagt 2: l'l'al'l' ¢S

Variable Mean 5D t-value

Name of Variable 1 09472 44545 1647 kcame font
o ] a% the, veel

Name of Variable 2 11824 50863 1692 e Wag HAIS

Name of Vanable 3 -.04088 54771 -543

Name of Variable 4 07233 46857 1.124

Name of Vanable 5 -.08753 238909 -1.638

*p=< 05 **p=< 01 p=.001. SROFE :.}'Iﬂu'\& wWw—
Note. See the APA manual for table and figure guidelines. dﬂ“‘ﬂ\@f Q?A
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Appendix 9: In-text Citations
Three or more authors & Citing Multiple Works:

Writing 1s one of the most essential skills that college students need todayE(ellogg & \ L&

Raulerson, 2007; Lea & Street. 1998; Zhu, 2004)_._}45 researchers have argued, writing well 1s
important regardless of a student’s major or intended career because writing-to-learn and Q“d\ﬂ

writing-to-demonstrate-understanding are skills that help students no matter their chosen major, @\‘ “

subject, or discipline (Emig, 1977; Yancey et al_, 2014). This e;mphams on wntmg also applies to

;Nw Q& W \\)*N\

Note 12: When you cite more than one article you put them in alphabetical order. When there
are three or more authors you shorten to the last name of the first author followed by et al.

Narrative:
because the self-efficacy construct is extremely content- and context-driven. Bandura (1997) O\\H’Y\DY -FO { QOWM

| R T o AT
warns that self-efficacy is a “dynamic, multifaceted belief system that operates selectively across

different activity domains and under different situational de ands rat nt\han bein, a

&
decontextualized conglomerate’hgw a persou s self efﬁcacy depends greatly on

Note 13: Narrative citations name the author within the sentence. The year directly follows the
author in parentheses. If there is a direct quote the page number goes at the end.

Parenthetical:

teachers. Perhaps the pandemic has caused urban students to move from a “psychological state of
“having to” to one of “wanting to” based on which a physically active lifestyle can be l.p 4 [)
developed™ (Sun & Chen, 2010, p. 365). ﬂ“m or’ 'b PA"}! anbe I ‘ i

Note 14: Author, date, and page number (if there is one) directly follow the end of the quote.
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Note 15: Examples of all reference list options are available in the APA Handbook. There are

slightly different requirements for each type.
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