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1.0 WHAT IS REFERENCING 
 

Referencing is a standardised method of acknowledging sources of information and 
ideas that you have used in your assignment in a way that uniquely identifies their 
source. Direct quotations, facts and figures, as well as ideas and theories, from both 
published and unpublished works, must be referenced. 
 
There are many acceptable forms of referencing. This information sheet provides a brief 
guide to the APA referencing style for in-text citations and for creating the Reference 
List. The American Psychological A

 

ssociation reference style is one of the Author-Date 
reference styles. When quoting directly or indirectly from a source, the source must be 
acknowledged in the text by author name, year of publication and location reference. If 
quoting directly, a location reference such as page numbers and paragraph numbers is 
also required. 

2.0 WHY REFERENCE? 
 
Referencing is necessary to avoid plagiarism, to verify quotations, and to enable 
readers to follow-up and read more fully the cited author’s arguments. 
 
3.0 STEPS INVOLVED IN REFERENCING 
 
1. Note down the full bibliographic details of the source from which the 
 information is taken. Include the relevant page number(s). 

o In the case of a book, ‘bibliographical details’ refers to: author/editor, year of 
publication, title, edition, volume number, place of publication and publisher 
as found on the front and back of the title page. (Not all of these details will 
necessarily be applicable). 

o In the case of a journal article the details required include: author of the 
 article, year of publication, title of the article, title of the journal, volume  and 
issue number of the journal, and page numbers. 
o For all electronic information, in addition to the above you should note the 
 date that you accessed the information, and the database name or web 
 address (URL). 

2.  Insert the citation at the appropriate place within the text of the document. 
3.  Provide a reference list at the end of the document. 
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4.0 IN-TEXT CITATIONS 
 
Use the name of the author, followed by the year of publication when citing references 
within the text of an assignment. Where authors of different references have the same 
family name, include the author’s 2 initials in the in-text citation i.e. (Hamilton, C. L., 
1994) or C. L. Hamilton (1994). If two or more authors are cited at the same point in the 
text then they are included in the same in-text citation, separated by a semicolon, e.g. 
(Brown, 1991; Smith, 2003). They are presented alphabetically by author.  
 
When directly quoting from another source, the relevant page number must be given 
and double quotation marks placed around the quote. 
 
When paraphrasing or referring to an idea from another source which is a book or 
lengthy text, include the relevant page number, as it is useful to provide a page number 
for the reader. 
 
5.0 HOW TO CREATE A REFERENCE LIST 
 
A reference list only includes books, articles etc that are cited in the text. In contrast, a 
bibliography is a list of relevant sources for background or for further reading. 
 
The reference list is arranged alphabetically by author. Where an item has no author it 
is cited by its title, and ordered in the reference list or bibliography alphabetically by the 
first significant word of the title. 
 
The APA style requires the second and subsequent lines of the reference to be 
indented, as shown in the examples below, to highlight the alphabetical order. 
 
 
Page numbers should only be included in in-text citations when directly quoting 
from another source. 
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6.0 WHAT IS A REFERENCE / CITATION? 
 
A reference or citation consists of the elements that allow the reader to trace the original 
book or article you have read or cited from. When citing a book you need the following 
elements, in this order: 
 
Author (year of publication): Book title. City of publication: Name of the publisher. 
 
For example, if you looked at a book with these elements: 
 
 Author: Mack, Charles 
 Year of publication: 2005 
 Title: Looking at the Renaissance: essays toward a conceptual appreciation 
 Publisher: Taylor & Francis 
 Place of Publication: London 
 
Your citation would look like this: 
 
Mack, C. (2005). Looking at the Renaissance: Essays toward a conceptual 
appreciation. London: Taylor & Francis. 
 
For a journal article, you need the following elements: 
 
Author(s) (year of publication): Title of article. Title of journal volume number (issue 
number): Page numbers. 
 
 Authors of article: Labonte, R. Schrecker, T. 
 Year of publication: 2007 
 Tile of article: Globalisation and social determinants of health 
 Title of Journal: Globalisation and Health 
 Volume: 3 
 Issue: 7 
 Pages: 190-200 
 
Your citation would look like this: 
 
Labonte, R., & Schrecker, T. (2007). Globalisation and social determinants of health. 
Globalisation and Health 3(7), 190-220. 
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7.0 EXAMPLES OF REFERENCING 
 
The List of References in the APA system is a list of all the books, journal articles and 
other sources you have referred to throughout your assignment.  References are to be 
listed alphabetically by surname. Do not separate books, journals, etc into separate 
headings. Here are some guidelines for putting together a list of references. 
 

Books 
 
Book - one author 
 

 
REF LIST 

 
IN TEXT  

 King, M.(2000). Wrestling with the angel: A life of Janet 
Frame. Auckland, New Zealand: Viking. 

    Note: Invert the author(s) name(s), and use initial(s) of first 
name(s) only. The first word of the main title, subtitle and 
all proper nouns has capital letters.  

(King, 2000) or  
King (2000) compares 
Frame with "..." (p. 34). 

 
Book - two to five authors 
 

 
REF LIST 

 
IN TEXT  

 Krause, K.-L., Bochner, S., & Duchesne, S.(2006). 
Educational psychology for learning and teaching (2nd 
ed.). South Melbourne, Victoria, Australia: Thomson. 
Note: Use the ampersand (&) between the last two 
authors' names, except when paraphrasing in text where 
and is used. When a work has 3, 4, or 5 authors, cite all 
authors the first time, and in subsequent citations include 
only the first author followed by et al. e.g. (Krause et al.) 
et al. is Latin for 'and others'. If the author's first name is 
hyphenated, include the hyphen with a full-stop after each 
initial.   

(Krause, Bochner & 
Duchesne, 2006) or  
Krause, Bochner and 
Duchesne (2006) state 
that "..." (p. 32).  
In subsequent citations:  
According to Krause et 
al. (2006) 

 
Book - six or more authors 

 
 

REF LIST 
 

IN TEXT  
 Roeder, K., Howdeshell, J., Fulton, L., Lochhead, M., Craig, 

K., Peterson, R., et. al. (1967). Nerve cells and insect 
behaviour. Cambridge, MA: Harvard University Press. 
Note: When a work has six or more authors, provide the 
surname and initials of the first six authors, and shorten 
any remaining authors to et al. In text, use the first author's 
name and et al.  

   
  (Roeder et al., 1967) or  

 
Roeder et al. (1967) has 
indentified "..."  (p. 34). 
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Book or report by a corporate author, e.g. organization, association, government 
department 

 
 

REF LIST 
 

IN TEXT  

  University of Waikato. (1967). First hall of residence 
(Information series No. 3). Hamilton, New Zealand: Author. 

    Note: When the author and the publisher are the same, 
use Author in the publisher field. If there is no publisher, 
use (n.p.). 

(University of Waikato, 
1967) 
Some group authors 
may be abbreviated in 
subsequent citations if 
they are readily 
recognizable, e.g. 
UNESCO. 

 
Book - no author 

 
 

REF LIST 
 

IN TEXT  
  Note: If the author's name is given as anonymous,  use  
  Anonymous in the author field. If not stated, then the title 
  takes that position, but check to see whether it should be 
  a corporate author as above.  

  (Anonymous, 2007) 

 
 Book – edited 

 
 

REF LIST 
 

IN TEXT  
 Samovar, L. A., & Porter, R. E. (Eds.). (1997). Intercultural 

communication: A reader. (8th ed.). Belmont, CA: 
Wadsworth. 

  (Samovar & Porter, 
1997).  

 
Book - chapter in edited book 

 
 

 
REF LIST 

 
IN TEXT  

 Helber, L.E. (1995). Redeveloping mature resorts for new 
markets. In M.V. Conlin & T. Baum (Eds.), Island tourism: 
Management principles and practice (pp. 105-113). 
Chichester, England: John Wiley.                                                               
Note: The author and chapter title come first, followed by 
the editors and book title.  The page numbers of the 
chapter are also required. 

  (Helber, 1995).  

 
 
 
 

Book - electronic  
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Electronic books may be available from a subscription database, pay-per-view site, or 
downloaded as an audio file from the Internet. If the item is available only in electronic 
format or is hard to find in print, include the source location.   
 

 
REF LIST 

 
IN TEXT  

 Deans, P. C. (2004). E-commerce and m-commerce 
technologies. Retrieved from Ebrary database. 

    Note: Use "Available from" instead of "Retrieved from" 
when the URL leads to information on how to obtain the 
cited material, rather than the material itself. 

  (Deans, 2004).  

 
Book – translated 
 

 
REF LIST 

 
IN TEXT  

 Sartre, J.-P.(1962). Imagination: A psychological critique (F. 
Williams, Trans.). Ann Arbor, MI: University of Michigan 
Press. 

  (Sartre, 1962)  

 
Dictionary or Encyclopedia - entry  
 

 
REF LIST 

 
IN TEXT  

 Eui-Gak, H. (2002). North Korea: Economic system. In D. 
Levinson & K. Christenson (Eds.), Encyclopedia of modern 
Asia (Vol.4, pp. 350 - 353). New York: Charles Scribner's 
Sons. 

  (Eui-Gak, 2002).  

 
Thesis - print version  

 
 

REF LIST 
 

IN TEXT  
 Dewstow, R. A. (2006). Using the internet to enhance 

teaching at the University of Waikato. Unpublished 
master's thesis, University of Waikato, Hamilton, New 
Zealand. 

    Note: For PhD use: Unpublished doctoral dissertation after 
the title or Unpublished master's thesis for Master's 
degree. 

  (Dewstow, 2006).  

 
 
 
 
 
Thesis - Institutional or personal webpage - electronic version  
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REF LIST 
 

IN TEXT  
 Dewstow, R. A. (2006). Using the internet to enhance 

teaching at the University of Waikato. (Master's thesis, 
University of Waikato, 2006). Retrieved from 
http://adt.waikato.ac.nz/public/adt-
uow20060926.111717/index.html 

  (Dewstow, 2006).  

 
Journals (Academic & Scholarly) 

 
Print Version 
 

 
REF LIST 

 
IN TEXT  

 Gibbs, M.(2005). The right to development and indigenous 
peoples: Lessons from New Zealand. World Development, 
33(8), 1365-1378. 

    Note: A capital letter is used for key words in the journal 
title. The journal title and volume number are italicised, 
followed by the issue number in brackets (not italicised).  

  (Gibbs, 2005) or  
  Gibbs (2005) suggests                   
"..." (p. 1367). 

 
Journal article - with a DOI (Digital Object Identifier) 
 

 
REF LIST 

 
IN TEXT  

 Hohepa, M., Schofield, G. & Kolt, G.S.(2006). Physical 
activity: What do high school students think? Journal of 
Adolescent Health, 39(3), 328-336. doi:10.1016 / 
j.jadohealth.2005.12.024   

  Note: A DOI is a unique alphanumeric string assigned by a 
  registration agency to identify content and provide a 
  persistent link to its location on the Internet.  

  (Hohepa, Schofield & 
   Kolt, 2006) or   
  
  Hohepa, Schofield and 
  Kolt (2006) indicate that   
"..." (p. 36). 

 
Journal article - with no DOI (Digital Object Identifier) 
 

 
REF LIST 

 
IN TEXT  

  Harrison, B., & Papa, R. (2005). The development of an 
indigenous knowledge program in a New Zealand Maori-
language immersion school. Anthropology and Education 
Quarterly, 36(1), 57-72. Retrieved from Academic 
Research Library database. 

     
    Note: If you are submitting work to a publisher and there 
    is no DOI, you are now required to give the URL of the 
    journal homepage.  The journal homepage URL may be 

  (Harrison & Papa, 2005) 
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    found by clicking on the journal title in the database, or  
    try Ulrich's database.  Alternatively, you will need to find 
    the journal homepage on the publisher's website through 
    the Internet.      
  
For undergraduate students, it is recommended to continue 
to give the name of the database, as in the example above 
(do not include the database URL). It is no longer necessary 
to include the date of retrieval. 
 
Journal article - Open access 
 

 
REF LIST 

 
IN TEXT  

 Snell, D., & Hodgetts, D. (n.d.). The pyschology of heavy 
metal communities and white supremacy. Te Kura Kete 
Aronui, 1. Retrieved December 3, 2007 from 
http://www.waikato.ac.nz/wfass/tkka 

    Note: (n.d.)= no date. As there are no page numbers, 
    cite the paragraph number in text.  A retrieval date is 
    necessary as the content may change. 

 (Snell & Hodgetts, n.d.) 
 or  
 
 Snell and Hodgetts (n.d.) 
 have identified "..."  (para. 
3) or (¶3)  
  

 
 

Magazines 
 
Print version 
 

 
REF LIST 

 
IN TEXT  

 Goodwin, D. K. (2002, April 2). How I caused that story. 
Time, 159, 69. 

Note: Full date is used for weekly magazines; month and 
year for monthly magazines.  

  (Goodwin, 2002) 

 
Electronic version 
 

 
REF LIST 

 
IN TEXT  

  Robison, J.  (2008, January). On the waka wave. North and 
South, 262, 80-87. Retrieved from Australia/New Zealand 
Reference Centre database. 

  (Robison, 2008) 

 
 

General and Alternative Media 
 
Newspaper - Print version 
 

http://www.waikato.ac.nz/cgi-bin/links.cgi?mode=search&coll=107&searchstring=ulrichs&boolean=and�
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REF LIST 

 
IN TEXT  

 Cumming, G. (2003, April 5). Cough that shook the world. 
The New Zealand Herald. p. B4. 

 Note: Include p. or pp. before the page number. This is used 
for newspapers only, not magazines or journals.      p = 1 
page, pp. more than one page. 

  (Cumming, 2003).  

 
Newspaper - online  
 

 
REF LIST 

 
IN TEXT  

 Cumming, G. (2003, April 5). Cough that shook the world. 
The New Zealand Herald. Retrieved December 19, 2007 
from www.nzherald.co.nz 

 Note: Use the URL of the homepage of the newspaper. 

  (Cumming, 2003).  

 
Newspaper article - no author 
 
 

 
REF LIST 

 
IN TEXT  

 Drivers reject fuel prices driven by war threat. (2003, March 
7). The Timaru Herald. p.1. 

 Note: Article title comes first. In the text, abbreviate the title 
and use quotation marks. 

  ("Drivers Reject Fuel 
Prices", 2003).  

 
 

Audio-Visual 
 
Film, Music (CD, Video, DVD) 

1. In the Author field, identify the primary contributors (i.e. the director or producer 
or both) but not the presenters.  

2. The publication date is the original date of release of the motion picture. 
Therefore, a video published in 2003 of "Gone with the Wind" would use the date 
the film was first released which was 1939. Use 1939 as the Publication Date in 
the reference.  

3. For publication information, give the motion picture's country of origin and the 
name of the motion picture studio (The motion picture in the example below was 
made by Columbia Industry, which is an American company. However this 
motion picture was primarily made in China and released there first, so the 
country of origin listed for that film would be China.  

4. A description of the form of the work goes in square brackets [] after the title.  It is 
not italicised.  

 
Film 
 

  



                                                                                         TECHNOLOGY COLLEGE SARAWAK 

                                                           Page 10 of 17 A GUIDE TO APA  
  REFERENCING HANDBOOK 

REF LIST IN TEXT  
 Zhang, Y. (Producer/Director). (2000). Not one less [Motion 

picture]. China: Columbia Pictures Industries.  
  (Zhang, 2000).  

 
Film – online 
 

 
REF LIST 

 
IN TEXT  

 Priggen, P. (Producer). (n.d.). The story of stuff [Motion 
picture].  Retrieved January 25, 2008 from 
http://www.storyofstuff.com/index.html 

  (Priggen, n.d.).  

 
Music 
 

 
REF LIST 

 
IN TEXT  

 Wardrop, R., & Clark, T. (1995). Move to the music [Sound 
recording]. Wellington, New Zealand: Universal Children's 
Audio. 

   (Wardrop & Clark, 1995) 
  
  

 
Television Program 
 
 

 
REF LIST 

 
IN TEXT  

   
 Slater, K. (Producer). (2002). Gene in a bottle. 60 minutes 

[Television broadcast]. Auckland, New Zealand 
TV3 Network Services.  

  Note: Put television broadcast or motion picture in [ ]    
after the title. 

  (Slater, 2002) 

 
Audio podcast 
 
 

 
REF LIST 

 
IN TEXT  

 Noonan, D. (Producer). (2008, January 9). The whistle forms 
the blunder [Part 5]. Radio New Zealand. Podcast 
retrieved from http://www.radionz.co.nz  

    Note:  Include as much information as possible, e.g. date, 
title and identifier. 

  (Noonan, 2008) 

 
Webpages 

 
Webpage (multiple pages - reference the homepage)  
 
 

  

http://www.radionz.co.nz/�
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REF LIST IN TEXT  
 Statistics New Zealand. (2007). New Zealand in profile 

2007. Retrieved December 18, 2007, from 
http://www.stats.govt.nz 

 Note: Author (could be an organisation), date (either date 
of publication or latest update), document title, date 
retrieved (as contents may change). 

  (Statistics New Zealand, 
2007)  

Note: Do not write URLs in 
the text 

 
Others 

 
Course Handouts / Lecture notes in Microsoft PowerPoint 
 

 
REF LIST 

 
IN TEXT  

 Brown, P. (2004). Marketing [Handout]. Hamilton, New 
Zealand: University of Waikato: Diploma in Marketing.  

 Note: Put the format in square brackets after the title.  
e.g. [Lecture notes] [PowerPoint] 

  (Brown, 2004).  

 
Legal Material 

APA recommends the use of The Bluebook: A uniform system of citation (18th ed., 
2005) for referencing legal material.  

 
Personal Communication  
(Letters, Telephone conversation, Emails, Interviews, Lecture notes etc.) 
 

 
REF LIST 

 
IN TEXT  

Note: No information is required in the 
reference list as the data is not 
recoverable.  

  (H. Clarke, personal communication, 
March 19, 2004).  

  In his lecture on 19 March 2004, Professor 
Clarke commented that... 

 
 
 
 
 
 
 
 
Conference paper as part of a book of proceedings 
 

 
REF LIST 

 
IN TEXT  

 Field, G. (2001). Rethinking reference rethought. In Revelling 
in Reference: Reference and Information Services Section 
Symposium, 12-14 October 2001 (pp. 59-64). Melbourne, 
Victoria, Australia: Australian Library and Information 

  (Field, 2001).  

http://waikato.lconz.ac.nz/cgi-bin/Pwebrecon.cgi?BBID=548934�
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Association.  
 Note: A capital letter is used for all key words in the 

conference name.  
 
Conference Paper – online 
 
 

 
REF LIST 

 
IN TEXT  

 Bochner, S. (1996). Mentoring in higher education: Issues to 
be addressed in developing a mentoring program. Paper 
presented at the Australian Association for Research in 
Education Conference, 25-29 November 1996. Retrieved 
from the Australian Association for Research in Education 
(AARE) Web site: 
http://www.aare.edu.au/96pap/bochs96018.txt  

  (Bochner, 1996)  

 
Report - Annual  
 
 

 
REF LIST 

 
IN TEXT  

 NZ Post. (2006, March). Annual report. Wellington, New 
Zealand: Author. 

  (NZ Post, 2006).  

 
Report - Annual - online version 
 
 

 
REF LIST 

 
IN TEXT  

 Telecom New Zealand. (2007). Ready to compete, connect, 
communicate: Annual report 2007. Retrieved from 
http://annualreport07.telecom.co.nz/download/telecom-
annual-report-2007.pdf 

  (Telecom New Zealand, 
2007).  

 
 
 
 
 
 
 
 
Report - Technical or Research 
 
 

 
REF LIST 

 
IN TEXT  

 Holmes, P.  (2000). The intercultural communication 
experiences of ethnic Chinese students in a western 
tertiary institution: Implications for education providers 

  (Holmes, 2000).  
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(Working paper 2000/14). Hamilton, New Zealand: 
University of Waikato, Department of Management 
Communication. 

 Note: If there is a report number, give this in brackets after 
the title.  If the name of the state, province, or country is 
included in the name of the university, this does not need 
to be repeated in the publisher location.  Give the name of 
the university first, followed by the department that 
produced the document. 

 
8.0 ADDITIONAL FORMATTING 
 

• M, Mc, Mac : treat as the letters appear so MacDonald precedes McAllister. 
• Alphabetise entries commencing with numerals as if the numerals were spelled 

out. 
• If there is no author, the title moves to the author position (first significant word of 

the title). 
• References by the same author or authors (if in the same order) are arranged by 

year of publication, the earliest publication date first. 
• Capitalise

• Only list up to and including six authors. When there are seven or more authors, 
the seventh and subsequent authors are abbreviated as 'et al.'.  

 only the first letter of the first word of the title and of the subtitle, if 
any, and proper nouns. The exception is periodical titles where all significant 
words begin with capitals. 

 
9.0 HOW TO CITE REFERENCES WITHIN THE TEXT OF AN ASSIGNMENT 
 
Use the author-date

 

 method of citation for quotations (exact words of another 
author) and paraphrasing (summarising the words and ideas of one or more authors). 

Paraphrasing 
 
Paraphrasing is when you summarise the ideas, concepts or words from the work or 
one or more authors.  
Please note:

 

 changing only a few words from another author does not constitute 
paraphrasing. 

 
Type Examples 

If you are referring to the general 
theme of a book or article 

Brown (1991) investigated the effects of … 
An investigation into the effects of maternal age 
(Brown, 1991) found that … 

When to include page numbers 

When paraphrasing or referring to an idea in another 
work, page or paragraph numbers are not 
required.  But it can be helpful, for example when 
paraphrasing or referring to information or an idea that 
can be located on a particular page, quoting or 
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referring to images, figures or data, or when a work is 
particularly long and page numbers might be useful for 
the reader.  
Soil layers below the well tip contribute relatively little 
water (Kozeny 1988, pp. 223-4). 
Kozeny (1988, p. 223) found soil layers below the well 
tip contributed little. 

When the authors of a source are 
not Reviews of research on sport and reading have 

concluded that at least some types of reading 
behaviours are related to higher levels of physical 
health (Austin, 1990; McGovern & Henderson, 2001; 
Wright & Morgan, 2001).  

 part of the formal structure of 
the sentence, both the authors 
and years of publication appear 
in parentheses, separated by 
semicolons.  
When the names of the authors 
of a source are part of the formal 
structure of the sentence, the 
year of publication appears in 
parentheses following the 
identification of the authors.  

Wright and Mander (2002) found that although there 
was a reduction in literacy, the difference was not 
statistically significant. 

Use abbreviations sparingly after 
always spelling out what the 
abbreviations means when first 
used. 
If a group is readily identified by 
its initials, spell it out only the first 
time. 

As reported in a university study (University of 
Southern Queensland [USQ], 2001), ... 
The previously cited study (USQ, 2001) found that ... 

When a reference is paraphrased 
and has one or two authors 
always cite both names every 
time the reference occurs: 

Smythe and Jones (2001) found … (first and 
subsequent citations) 
OR 
... as has been shown (Smythe & Jones, 2001) … 

When a reference is paraphrased 
and has three, four or five 
authors cite all authors in the first 
instance, thereafter, only first 
author followed by "et al." (not 
underlined and with no stop after 
"et") and the year of publication. 
For an article with six or more 
authors cite only the first author 
followed by "et al." and the year. 
In the list of references give all 
names up to and including six 
authors. 

Campbell, Brady, Bradley, and Smithson (1991) found 
… (first citation) 
Campbell et al. (1991) found … (subsequent citations) 

In running text use "and" to join 
the names of multiple authors, 
but use an ampersand (&) inside 

Jones and Brady (1991) continued to find … 
The authors found the same result in the second and 
third trials (Jones & Brady, 1991). 
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parentheses.  
  
When citing multiple works by the 
same author at the same time, 
arrange dates in order (oldest to 
newest).  Use suffixes after the 
year when there are multiple 
publications from the same year.  
If the publication dates are same, 
the suffixes are assigned in the 
reference list where these kinds 
of references are ordered in 
alphabetical order by title (article, 
chapter or complete work). 

Several studies (Jackson, 1999, 2001a, 2001b, 
2005) revealed a similar outcome.  

If publications have primary 
authors with the same surname, 
include the first author's initials in 
all text citations even if the year 
of publication differs. 

T.R. Smith (2006) and B. E. Smith (2007) found that ... 
J. J. Jackson and Robertson (2000) and E. M. Jackson 
and Johns (2005) reached the conclusion that ... 

In secondary citations you must 
acknowledged both the primary 
and secondary source of 
information. To do this, include 
the primary source first and then 
insert the words "as cited in" 
before the secondary source. 

Cumming's (1980) study (as cited in Pauley, 1991)  … 
This belief has been confirmed (Cumming, 1980, as 
cited in Pauley, 1991) ...  
You do not need to source the primary or original work 
cited (e.g. Cumming, 1980) but the secondary source 
(e.g. Pauley, 1991) needs to be given in your list of 
references.  

When a citing an online source 
in-text that has no author, use a 
short title and year for the 
parenthetical citation. If there is 
no year, state n.d. to indicate 'no 
year'. 

The in text citation for the online source below would 
be ("New Drug," 2001) 
New drug appears to sharply cut risk of death from 
heart failure. (2001, July 15) Retrieved October 13, 
2001, from http://jbr.org/articles.html 

o 
 

Quotes 

Quotations or quotes are when you use the exact words

• Quotations of less than 40 words (approximately) should form part of the text and 
be designated with double quotation marks. 

 of another author. 
Quotations must always be referenced with page numbers. 

• With quotations of 40 or more words, DO NOT use quotation marks; set the 
quotation in block style – start quote on a new line indented five spaces and 
ensure anything referenced is cited in your List of References. 

Type Examples 
When a direct quotation is used, 
always include the author, year, 
and page number(s) as part of 
the citation. 

Students receiving "additional information literacy 
training achieved higher grades than students who 
did not attend any skills' sessions" (Capel, 2002, p. 
323). 
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Specific parts of a source; always 
give page numbers for quotations 
(the words page and chapter are 
abbreviated in such text citations.  
For electronic sources that do not 
provide page numbers, use the 
paragraph number, if available, 
preceded by the ¶ symbol or the 
abbreviation ‘para'. 

(Pierce and Bone, 1985, p. 195) 
(Bray, 1999, chap. 3) 
(Zelow, 2001, para. 17) 
(Broome and Davies, 1999, ¶ 5) 

If neither paragraph nor page 
numbers are visible, cite the 
heading and the number of the 
paragraph following it to direct the 
reader to the location of the 
material. 

(Myers, 2000, ¶ 5) 
(Beutler, 2000, Conclusion section, para. 1) 

 

 
Publication Dates 

Type Examples 
Use the year for journals, books 
and audiovisual media. 

Within the text - (Smith, 2007) or Smith (2007) 
List of References - (2007)  

If a journal or newsletter does not 
use volume numbers, include the 
month, season or other 
designation with the year. 

Within the text - (Jones, 2007, December) or Jones 
(2007, December) 
List of References - (2007, December) 

For dailies and weeklies, include 
the day. 

Within the text - (Brown, 2007, December 12) or 
Brown (2007, December 12) 
List of References - (2007, December 12) 

Works accepted for publication 
but not yet published. 

Within the text - (Mills, in press) or Mills (in press) 
List of References - (in press) 

No date available. Within the text - (Boon, n.d.) or Boon (n.d.) 
List of References - (n.d.) 
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