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PhD PROGRAM STYLE PROTOCOLS 

 

The APA Manual, 6
th

 edition (2010 – Second Printing), provides the basic framework for papers 

completed in the Graduate programs of Lancaster Bible College.  As such, students should note 

the following common concerns in writing papers, unless otherwise considered by the professor. 
 

Note: LBC Protocols that are DIFFERENT than APA protocols are marked with ***  
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RESEARCH  PAPERS 
 

 

General Formatting 

  

 Times New Roman font and 12 point type are utilized. 

 Papers have 1” margins, top and bottom, left and right. 

 Papers are double spaced, (except for indented block quotes and references). 

 ***Page numbers appear in the right corner of the header, beginning with the first page 

of the body of the paper as page 1. Pages prior to the body (excluding the title page) are 

numbered with lowercase roman numerals (i, ii, iii, etc.)  

 ***APA’s Running Head is not utilized. 

 

Headings 

 

 Headings establish the hierarchy of sections in a research paper. 

 Topics of equal importance have the same levels of heading throughout the paper. 

 Only one subsection within a section is unacceptable.  Reorganization and/or rephrasing 

can remove the need for division. 

 Five levels of heading are available (though not required) 

 

 Level of Heading    Format  

 

          1   Centered, Boldface, Uppercase and  

Lowercase Heading 

 

           2   Flush left, Boldface, Uppercase and  

           Lowercase Heading 

 

        3       Indented, boldface, lowercase paragraph  

heading ending with a period. 

  

          4             Indented, boldface, italicized, lowercase  

paragraph heading ending with a period. 

 

          5       Indented, italicized, lowercase paragraph 

  heading ending with a period. 
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Paper Contents 
 

 All papers include a title page, body, and references.  

 Some papers also include an abstract, table of contents, list of tables and figures, and 

appendices as determined by individual professors.  

 

Title Page*** 
 

 Each line of the title page is horizontally centered. 

 The sum of the information on the title page is vertically centered, 

 The title of the paper appears in all CAPS. Title lines more than four inches long are 

divided. No line is more than five inches long.  Lines are arranged in inverted pyramid 

form with double-spacing between the lines. 

 The sections of the title page are divided by solid lines 18 spaces long.  

 Triple spacing precedes and follows each separator line. 

 In addition to the title, the title page lists the name of the professor, the name of the 

school, the student’s name, and the date of the assignment. Double spacing separates 

lines.  
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Sample Title Page 
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First Page of Text*** 
 

 The title of the paper begins one inch from the top of the page, printed in all CAPS in 

normal mode (not bold, italics, or with underlining).  If the title requires more than one 

line, they are single-spaced. 

 Two spaces separate the title from first line of text. 

 The page number on the first page of text is “1” (title page not counted). 

 

Sample First Page 
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References 

 

 Each paraphrased or quoted resource is cited with a parenthetical reference (rather than a 

footnote) and a corresponding entry in a reference list (instead of a bibliography).  

 In-text citations use an author-date citation format.  

 

In-text citations 
 

 Citations include the surname of the author and the year of publication. 

 
 

Example 

 
 Abuse of this principle can lead to over-commitment and burnout on the part of 

 

 volunteers (Harris, 1996). 

OR 

 

Harris (1996) points out that abuse of this principle can lead to over-commitment 

 

and burnout on the part of volunteers. 
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Direct quotations 
 

 Direct quotes fewer than 40 words are incorporated into the text, enclosed with double 

quotation marks, and cited with the author, year, and page number. 

 

 Quotations longer than 40 words are displayed as a block paragraph with no quotation 

marks and proper citation. ***Each line of a block quote is indented.  

 

 NOTE: In text, the word “and” substitutes for the ampersand [&]. 

  

 

 

 

 

Example of Direct Quote (Less than 40 Words) 
 

 

 

Those considered highly resourced in these areas are often more competitive in  

volunteer markets because they have, among other things, more “knowledge, 

organizational skills, and discretionary time” (Wilson & Musick, 1999, p. 247). 

OR 

 

Wilson and Musick (1999) suggest that those who would be considered highly  

resourced in these areas are often more competitive in volunteer markets because  

they have, among other things, more “knowledge, organizational skills, and  

discretionary time” (p. 247).  
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Reference List 

 The word “References” is centered at the top center of the page.  

 All references are listed in APA format.   

 Entries appear with a hanging-indent (first line flush with left margin; following lines 

indented). 

 ***All lines of an entry are single-spaced. 

 ***Double-spacing separates entries.  

 Titles are written in sentence format, capitalizing only the first word of titles and 

subtitles, proper nouns, and the first word after a colon. 

 References are alphabetized and ordered in a systematic order:  

o by surname (last name) 

o then by first initial   

o then by chronological order of publication (oldest first) 

 Basic formats include books and journal articles:  

o Books:  

Author(s). (Year of Publication). Title of book. City, State: Publisher. 

o Articles: 

Author, A. A., Author, B. B., & Author, C. C. (Year of publication). Title of article. Title of 

Periodical, volume (issue), page range. doi:xx.xxxxxxx 
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Sample Reference Page 
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Capitalization Checklist
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