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Abstract

This paper illustrates the use of APA format as a publications protocol format for business research to be used in MGT600 assignments.  This specific page illustrates the abstract (in block format) which begins on the line following the Abstract heading. The abstract is a one-paragraph, self-contained summary of the most important elements of the assignment and should not exceed 120 words.  Remember that APA protocols only apply to MS Word assignments. For DB and PowerPoint assignments, the only part graded for APA is the references section, which should always be at the end of the assignment. To give you and idea of the appropriate maximum length for an abstract, this is what 120 words should look like in an abstract. 
Title of the Assignment
The introduction of the paper begins here. Note the doubles spacing throughout the paper, including the title page, abstract, body of the document, and particularly the references. Again, everything is double spaced, including the references. The body of the paper begins on a new page (normally the third page) but subsections of the paper do not begin on a new page. APA encourages the use of Times Roman for papers, 12 points type size.  Note the one inch margins at the left, right, top and bottom of the paper.

The title of the paper (in uppercase and lowercase letters) is centered on the first line below the manuscript page header. The brief introduction begins on the line following the paper title and is not a separate section. I recommend that you use headings in your paper to help you structure the assignment and as a way to highlight the most relevant sections. In our case, the headings for the IP1 should correlate with each of the steps in the Sekaran (2006) protocols. Just remember that should you decide to use subheadings, they are italicized and use flush left, uppercase and lowercase letters (e.g., Literature Review, Definitions of Variables, etc.).   Please also remember that each level of headings has its own specific format.
In-text citations. Source material must be documented in the body of the assignment by citing the author(s) and date(s) of the sources used. Note there are two ways to provide “in-text” citations. When the names of the authors of a source are part of the structure of the sentence, the year of the publication appears in parenthesis following the identification of the author. Here is an example: “According to Davis (2006), there are three distinct approaches to formulating a statement of the problem in business research.”  However, when the author of a source is not part of the formal structure of the sentence, the author and year of publication appear in parentheses. For example: “Some authors recognize three distinct approaches to formulating a statement of the problem in business research (Davis, 2006).”  Note that when a source that has three or more authors, all authors are included the first time the source is cited, yet when that source is cited again, the first authors’ surname and “et al.” are used.  

There are many specific instructions on how to present your references list. Just remember to use the proper format for each source you cite. For instance, using a book format for a magazine source is not appropriate, since a magazine has its own format. Similarly, a journal is different than a newspaper format in APA. For the most part, your sources will be expected to come from the full text databases in the AIU Cybrary (ABI Inform Global, Business Source Elite, Academic Search Premier, Factiva, etc.). Avoid improvising, since it’s very likely APA has a very specific format for the types of sources you are using. It’s always better to ask.
The references section in an MS Word assignment always begins on a new page. The heading is centered on the first line below the manuscript page header. The references begin on the line following the references heading, and the second line is always indented. The indentation is 5 characters in length, not 5 space bars in length (space bars are about half characters in length). Remember to deactivate the automatic features in MS Word, since they can interfere with your APA formatting details. For instance when stating the edition of a book, the “th” should not be in superscript format (e.g., the proper format is 4th, not 4th). Another pesky automatic feature is the underlining of hyperlinks, whereas there is no underlining in APA.
The reference entries are organized alphabetically by surnames of first authors (no use of first names in APA). In general, reference entries have three components: 
1. Authors: Authors are listed in the same order as specified in the source, using surnames and initials, with commas separating all authors. If no author is identified, the title of the document begins the reference. But be careful, because most documents do have an author (which is always the preference).
2. Year of Publication: In parenthesis following authors, with a period following the closing parenthesis. If no publication date is identified, use “n.d.” in parenthesis following the authors. 

3. Source Reference: Includes title, journal, volume, pages (for journal article) or title, city of publication, publisher (for book). Again, remember that each source type has its own unique format, so carefully check the details that apply specifically to the source you are using.
In summary, this is just an illustration of the most common features in APA formatting that apply to MGT600 assignments submitted in MS Word format (which is your IP1 and your IP4). However, what is stated about the references sections applies to the DB postings and assignments submitted using PowerPoint. For DB postings list your references below the last line of your commentaries and remember to avoid “copying and pasting” your references into the DB area, since the DB environment is in HTML (the hidden MS Word formatting commands don’t work in the discussion board environment). For PowerPoint assignments, the last slide should have your references.  Finally, remember that the Pocket Guide is a simplified version of the full source document, which is the 5th edition of the APA Manual.
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