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Professor Bond’s  

APA Style (6th ed.) Reference Guide 

 
 

This reference guide offers assistance and models properly formatted citations and references 

in APA Style as well as guidelines when writing papers. This guide has the basic formatting 

required for APA Style. For a more detailed explanation of APA Style please refer to the 

American Psychological Association (APA) Publication Manual (6th
 ed.). ISBN: 13: 978-1-

4338-0561-5. 

 

Basic Rules 

1. When in doubt do not guess, simply contact your professor for clarification. 

2. Use Times New Roman 12 font ONLY. 

3. No underling. 

4. Double-space your paper, including the reference list. 
5. 1”. Margins. 

6. Indent new paragraphs .5” 

7. All lines after the first line of each entry in your reference list should be indented one-

half inch (.5”) from the left margin. This is called hanging indentation. 

8. Remove the hyperlink from all web addresses. 

9. Authors’ names are inverted (Example: Bond, M. W.) give the last name and initials 

for all authors of a particular work unless the work has more than six authors. If the 

work has more than six authors, list the first six authors and then use et al. after the 

sixth author’s name to indicate the rest of the authors. 

10. Reference list entries are in alphabetical order by the last name of the first author of 

each work. 

11. If you have more than one article by the same author, single-author references or 

multiple-author references with the exact same authors in the exact same order are listed 

in order by the year of publication, starting with the earliest. 
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12. When referring to any work that is NOT a journal, such as a book, article, or Web page, 

capitalize only the first letter of the first word of a title and subtitle, the first word after 

a colon or a dash in the title, and proper nouns. Do not capitalize the first letter of the 

second word in a hyphenated compound word. 

13. Italicize journal titles and volume numbers. Do not italicize issue numbers or 

page numbers. 

14. Capitalize all major words in journal titles. 

15. Italicize book titles 

16. Do not italicize, underline, or put quotes around the titles of shorter works such as 

journal articles or essays in edited collections 

17. Do not use quotes in your analytic papers. Your analysis is the main point of writing the 

paper. Avoid this mistake and stay away from using any quotes in your criminal justice 

writing. Paraphrase and cite the source.  

18. References cited in the text must appear in the reference list and vice versa.  
19. Anything that is not common knowledge to the public needs to cited. You must give credit to the 

sources that inspired your thinking on a topic.  

20. Give credit to the sources with a citation after each sentence. Do not wait to the end of the 

paragraph. Each sentence that needs to be cited should have an in-text citation like this example 

(Bond, 2016). 

Acceptable Scholarly Source 

Peer reviewed journal research articles are those that appear in criminal justice or public policy 

related journals or periodicals that have passed a rigorous peer-review process to validate the 

research contained in the article. The review process involves forwarding the research study to 

several researchers, practitioners, and professionals associated with the journal and these 

researchers review the study for reliability and validity, bias, proper research policies and 

procedures, ethical treatment of research subjects, ethical practices of the researchers, etc. If all 

of these and other criteria are met, the study can then be published in that journal. 

 

General Principles for References 

 Use the most original source possible. 

 Use the most up-to-date and reliable source available.  

 General rule is that references should not be older than five years. 

 Your paper is only as good as its weakest source. 

 

The Following ARE Acceptable Scholarly References 

 Scholarly Periodicals 

 Peer-Reviewed Journal Articles 

 Scholarly Books 

 Student Theses or Dissertations 

 Official Government Reports. Example, reports or studies from the DOJ, etc. 
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The Following are NOT Acceptable Scholarly References and will not be used in your 

papers at AMU/APUS, even if you can locate them in the online library they are not to be 

used. 

 Class Lecture Notes 

 Encyclopedias 

 Dictionaries 

 Your Personal Experience (military, police sheriff, corrections, etc.) 

 Popular Books 

 Popular Magazines 

 Radio and TV Broadcasts 

 The Internet (Googling, private websites with no quality peer-review program) 

 Wikipedia 

 Newspapers 

 Textbooks, unless your instructor authorizes the student to use the class text or other 

textbooks.  

 Professional website such as PoliceOne.com, etc. 

 Blog Articles 

 

Reference List: Basic Rules 
Your reference list should appear at the end of your paper and should be the last page after your 

conclusion. The reference list provides the information necessary for a reader to locate and retrieve any 

source you cite in the body of the paper. Each source you cite in the paper must appear in your reference 

list; likewise, each entry in the reference list must be cited in your text. Your references should begin on a 

new page separate from the text of the essay; label this page References centered at the top of the page. All 

text is to be double-spaced just like the rest of your essay 

 

Authors 

If there is no author listed, you can list the name of the organization in the author’s location. 

Example: 

Federal Bureau of Investigation. (2016). 

 

When the work’s author is designated as Anonymous, use this as the author. 

Example: 

Anonymous. (2016). 
 

Electronic Books 

Use the following format if the book you are using is only provided in a digital format or is 

difficult to find in print. If the work is not directly available online or must be purchased, use 

"Available from," rather than "Retrieved from," and point readers to where they can find it. 
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Example: 
 

Smith, R.T. (2016). Police patrolling procedures in a rural area. Retrieved from 

http://digital.library.mcc.edu/studies/smith/roy/cjstuff.html 

or from an academic database (Online Library). 

 

 

 

Example: 
 

Smith, R.T. (2016). Police patrolling procedures in a rural area. Upper Saddle River, NJ: 

Pearson Publishing. Retrieved from ProQuest Digital Books. 

Article from a Database (Online Library) 

When referencing material obtained from an online database (such as an academic database in 

the library), provide appropriate print citation information (formatted just like a "normal" print 

citation would be for that type of work). Then add information that gives the date of retrieval and 

the proper name of the database. This will allow people to retrieve the print version if they do 

not have access to the database from which you retrieved the article. 

 

Example: 
 

Jones, D. P., Johnson., Fuller, M., & Stevens, J. (2016, February). Sex crimes, children, 

and pornography: Public views and public policy. Crime Delinquency, 53(4), 

532-545. 

If the work has a DOI (digital object identifiers) number include this at the end of the reference. 

The DOI number will start with a 10. There is no requirement to add a document number at the 

end of a reference so leave it off the reference. Document numbers are different from DOI 

numbers. Document numbers are only assigned to a specific database so we use the actual name 

of the database and leave the document off the reference formatting. 

 

When a DOI number is used, no further retrieval information is needed to identify or 

locate the content. 

 

 

 

 

 

http://digital.library.mcc.edu/studies/smith/roy/cjstuff.html
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Example: 
 

Jones, D. P., Johnson, C., Fuller, M., & Stevens, J. (2016, February). Sex crimes, 

children, and pornography: Public views and public policy. Crime Delinquency, 

53(4), 532-545. doi:10.1016/s0064-3491(102)800051 

Basic Format for Books (textbooks) 

 
Author, A. A. (Year of publication). Title of work: Capital letter also for subtitle. Location: 

Publisher. 

 

Example: 

 

Ortmeier, P. J. (2006).  Introduction to law enforcement and criminal justice (2nd ed.).  

               Upper Saddle River, NJ: Pearson Prentice Hall. 

Government Document Online 

Example: 
 

National Institute of Mental Health. (2016). Clinical training in serious mental 

illness (DHHS Publication No. ADM 16-1679). Washington, DC: U.S. 

Government Printing Office. Retrieved from 

http://www.nimh.nih.gov/index.shtml 

Government Web Page (Official Agency Website) 

Example: 
 

United States Secret Service. (2016). Special agent hiring and training. 

Retrieved from http://www.secretservice.gov/ 

Sample Reference to Case Decided by the U.S. Supreme Court 

 
Example: 

 

Brown v. Board of Educ., 347 U.S. 483 (1954). 

 

http://www.nimh.nih.gov/index.shtml
http://www.nimh.nih.gov/index.shtml
http://www.secretservice.gov/
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Maryland v. Craig, 110 S. Ct. 3160 (1990). 

 

The Basics of In-Text Citations 

Sources Without Page Numbers 

When an electronic source lacks page numbers, you should try to include information that will 

help readers find the passage being cited. When an electronic document has numbered 

paragraphs, use the ¶ symbol, or the abbreviation "para." followed by the paragraph number 
 

(Hall, 2001, ¶ 5) or (Hall, 2001, para. 5). 

 

If the paragraphs are not numbered and the document includes headings, provide the appropriate 

heading and specify the paragraph under that heading. 

 

Note that in some electronic sources, like Web pages, people can use the Find function in their 

browser to locate any passages you cite. 

 

According to Smith (2016), ... (Mind over Matter section, para. 6). 

Note: Never use the page numbers of Web pages you print out; different computers print Web 

pages with different pagination. 

 

Unknown Author and Unknown Date: If no author or date is given, use the title in your signal 

phrase or the first word or two of the title in the parentheses and use the abbreviation "n.d." (for 

"no date"). 

 

Another study of students and research decisions discovered that students succeeded with 

tutoring ("Tutoring and APA," n.d.). 

 

Examples of In-Text Citations 

After the sentence that you are referencing place the in-text citation at the end of the sentence 

(Bond, 2016). 

Or 

 

Bond (2016) argued... 

 

A Work by Two Authors: Name both authors in the signal phrase or in the parentheses each 

time you cite the work. Use the word "and" between the authors’ names within the text and use 

the ampersand (&) in the parentheses. 

 

Beshears and Bond (2016) stated…… 

 

Or 
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At the end of the sentence (Beshears & Bond, 2016).  

 

A Work by Three to Five Authors: List all the authors in the signal phrase or in parentheses 

the first time you cite the source. 

 

(Beshears, Bond, Smith, Jones, & Mann, 2016) 

In subsequent citations are used in your work, only use the first author’s last name followed by 

"et al." in the signal phrase or in parentheses (Beshears et al., 2016).  

 

Example: Beshears et al. (2016) stated… 

 

Using multiple sources to cite work.  

 

(Beshears, 2015; Bond, 2016; Johnson & Jones, 2011).  

 

Separate the references by semicolon and authors name are in alphabetical order.  

 

Remember that in-text citations are always inside the sentence like this example (Bond, 2016).  


