
                                      DOCUMENTATION DECISION TREE (APA) 
                                                                            Is documentation needed?

 Paraphrase
 (someone 
 else's ideas 
 in your words): 
 YES

  UNLESS quoting
  author's 
  comment
  about the
  numbers too
  ("This 27% 
  increase is 
  caused by….")

 Common 
 knowledge: NO
 (e.g., T. Jefferson
 wrote the Dec. 
 of Independence): 

 Original idea: NO 

 Direct 
 quotation: YES

  
 Use quotation marks?

 IF author's exact
 words and <40 
 words, YES

 IF author's exact
 words and ≥ 40 
 words, NO—use
 block quotation
 (See APA 3.34, 3.36) 

  Use parenthetical
  citation? YES

 Include author  
  name and date? 
 IF not mentioned 
 in text (APA 3.94)

  
  Include in list of 
  references? 

  
 IF readers can 
 access the source 
and material is
from the original 
source 

  
  Use quotation marks?
  NO

 Statistic 
 (e.g., an
 increase
 of 27%)

 
 IF quoting a
 quotation, identify
 original author in 
 text and begin
 parenthetical 
 citation with as
 cited in; in refer-
 ence list, include
 only source where
 you found quota-
 tion (APA 3.40)

  
 Use quotation marks?
 NO; provide 
 parenthetical citation
 only (See APA 3.55)

 
   IF material is from 
  nonpublished 
   interview or
   survey, use
   parenthetical
   citation only
    (See APA 3.102) 

   IF page number
   given (Ching & 
   Grask, 2005, 
   p. 332)

  IF web source
  with no page
  numbers, then 

   USE section 
   heading (if 
   given) and 
   paragraph 
   numbers 
   (Myers. 2000, 
   Introduction
   section,para. 5).  
   (See APA 3.39 )

 Include specific 
  location? YES
 (See APA 3.101)
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