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Introduction  
 
When writing assignments, it is important to provide details 
of all the sources of information (books, journal articles,  
e-resources, etc.) that you have used to prepare your work. 
This is because you must always acknowledge the work 

of the other people whose publications you have used.   
Providing good references also helps anyone reading your 
own work to understand how you have come to your 
conclusions. Failure to do so is plagiarism  and is 
considered cheating. You will be marked up for referencing 
and could fail your assignment if you do not reference fully. 
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 There are two things that you have to do when referencing 
material used when preparing a piece of written work: 
 

make a brief reference to the work in the body of your 
own text  
create a much fuller list of references at the end of the 
assignment.  

 
 

 
 
The key point to remember is that the reference in your text 
must link accurately and unambiguously to the one in the 
fuller list of references at the end. This guide refers to APA 
referencing but can also be applied to the Harvard  
referencing system. 
 
 
It is always a good idea to note all 
the main details of every 
reference that you plan to use as 
soon as you have read it . This will 
save you time in the long run. 
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  Make a brief reference in the body of your own text  

 
Always cite the name of the author (the person who wrote 
the words) that you read. The surname of the author and 
the date of publication will be sufficient in the text.  
 
You may also use quotations from a particular author. If 
so, material quoted directly from another writerôs work 
should be reproduced word for word in italics.  
You must  give the specific page if you quote from a 
source. Here is an example, using a quote from a single 
author. If you wish to leave out any of the original text, 
you will have to include three dots [é] at the relevant 
point to make it clear that something has been omitted. 
 
ñMoseleyôs two visits in April and November 1844 supply the 
fullest [é] account of the early Collegeò (Bradbury, 1975, p. 101). 

 
Using ideas but not verbatim: 
This conclusion is supported by research reported by Mackenzie 
(2002) é 
In 2001, Dickinson demonstrated conclusively that é 
Recent research (Dickinson, 2001) suggests ...  
 

Multiple authors  
If the book or article has two authors you should refer to 
both authors in your text. 
The research of Todd and Arbuthnot (1995) shows é 
 

If the book or article has 3, 4, 5, or 6 authors, you should 
cite all authors in the text and cite the surname of the first 
author followed by et al.  
(Bentley, Royce, Higgins and Hill, 1998)  -  first citation 
(Bentley et al. 1998)  -  second and subsequent citations. 
 
For more than 6 authors, cite the surname of the first 
author followed by et al. Philips et al. (2005, p. 27) claimed 

that é In the list  of references only cite the first 6 authors, 
followed by et al. 
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Chapter in a book  
 
References to the work of an author that appears as a 
chapter in a book edited by someone else should be cited 
within your text using the name of the contributory author. 
On the subject of management theory, Lowenstein (2008, p.34) 
states:  
ñCritics would argue that in an environment where individual 
freedom abounds, anarchy prevailsò 
 

The date  
The date needed for the reference is the year of publication 
or last update for webpage, whenever this is available. If, 
however, no date is available anywhere and you still trust 
the source, use ón.d.ô, which stands for óno dateô: 
The BBC (n.d.) have also indicated thaté 

 
Electronic references  
You should cite electronic sources with the same amount of 
detail and accuracy as printed sources.  Whenever 
possible, cite a specific document that you have found on a 
website, rather than the website itself.  Do not put the URL 
(http://www....) into the text. 
 
Trotsky (Marxists Internet Archive, 2006) 
commented é 
 
 
 

General points to note when 
citing within the text  
When you are citing a source that 
you read in another book or article, you should cite the book 
or article that you read in the list of references. 
It appears from research undertaken by Willis (as cited by 
Matthews, 2002) é 

 
If the author is unknown you can refer to it by its title. 
The book Consular services abroad (2005) comments that... 
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  Compiling your list of references  

 
The other key aspect of referencing is compiling your list of 
all the works that you have read for this assignment and 
referred to in your text. This list should be placed at the end 
of your assignment.  
 
You should arrange references as a single alphabetical 
list  and not sub-divide them into sections. Arrange by 
surname and initials of the author, followed by the date.  
If there is more than one author, arrange by the surname 
and initials of the first-named author. When your reference 
is longer than one line, further lines must be indented.  
 
 
 

 
The format of a List of References for books is as follows:  
Surname, Initials. (Year). Title. (edition). Place of Publication:
 Publisher. 

 
For journal articles, the format is as follows: 
Surname, Initials. (Year). Title of article. Title of periodical. Volume                           
          number: Issue, page numbers.  

                 

If you include any anything that you may have read when 
preparing your work, but not referred to in your text, you 
should call your list a ñBibliographyò, not a ñList of 
Referencesò.  
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