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THE WORLD OF SOURCES is large and diverse. Citations serve as road maps, guiding readers through that world to the particular sources you have used in your scholarly work. Different academic disciplines often rely on different types of sources; they inhabit different continents in the world of sources. Yet in writing citations, all scholars traverse a similar set of choices that, through several centuries of scholarly practice, has become quite regularized.
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To move from the world of sources to the construction of a citation for a particular source requires at least five sequential choices: 1
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Select from the world of sources a particular source.
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Identify the type or the medium of that source. Undergraduate writers commonly use about twenty types of sources, such as book, thesis, Web site, journal article, CD-ROM, government publication, etc.
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Determine the fields required to describe the particular source type, and extract from the source the relevant information for these fields. Scholarly practice has identified a small set of fields for each source type. Some fields, such as "author," "title," or "year," may be used to characterize many source types. Other fields, such as "volume," "publisher," "edition," or "availability" (for Internet addresses), are specific to fewer source types.
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Select the format for your citation. Format determines where the various components of the citation appear in your work. Most academic writers currently use one of three formats: parenthetical, author-date (a slight variation on the parenthetical), or notes (either footnotes or endnotes). Parenthetical and author-date citation formats must be accompanied by a List of Works Cited at the end of the paper. Papers employing a notes format also often include a final List of Works Cited.
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Select the style for your citation. Style determines how information is arrayed within a citation of a given source type. Various academic disciplines and their related periodicals employ different styles. For example, the MLA (Modern Language Association of America), Science, and APA (American Psychological Association) styles specify different rules for punctuation, capitalization, and the arrangement of fields in citations of a journal article.
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Thus all citations are comprised of given fields, determined by source type and arranged according to given styles and formats. Reference database software used to manage bibliographic information and prepare your citations, such as EndNote[TM], force you to think explicitly about these five choices, as you move from sources to citations. Just as word processing in the 1980s dramatically changed how scholarly papers were written, so too has bibliographic software in the 1990s simplified the process of preparing consistent citations.
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Nonetheless, different academic disciplines often employ different styles and formats of citations. Before completing your first assignment for a course always consult with your instructor to learn how he or she wishes you to cite your sources.
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AFTER SELECTING a source, your next step is to identify its medium. This will help you determine what information will be required to document the source adequately in your citation. Some types of sources commonly used include:
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Book  A bound work of significant size on a specific topic.
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Conference or symposium proceedings  A set of papers delivered at the professional meetings or conferences of scholars. Particularly common in the sciences and social sciences.
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Computer program  Language written for a computer that performs some function.
[image: image21.png]



Documentary  An audio or visual program on a nonfictional subject.
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Edited book  A collection of articles or other written materials that is edited by one or more persons. This could include a collection of articles written by several different people, or a collection of primary sources drawn from a variety of different places, or a single diary, manuscript, or body of work that is edited. The editor is identified as such on the title page.
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Government publication  Data or documents published by a national government, including census material, reports, and Acts of Congress.
[image: image24.png]



Graphic illustration  An illustration, chart, or graph that could be part of another source or could stand alone.
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Journal article  An article that is published in a scholarly journal.
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Lecture  A publicly accessible oral presentation before an audience.
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Magazine  A periodical publication that contains articles, stories, and other features.
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Map  A spatial representation of data or regions.
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Newspaper  A daily or weekly publication of current news, editorials, and feature articles.
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Personal communication  This could include a letter, an email, a conversation, or some other direct communication not publicly available (including lectures).
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Thesis  A long scholarly paper written by either an undergraduate or graduate student, including a senior honors thesis or a dissertation submitted for an M.A., M.Sc., or Ph.D.
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Web page  A screen of information from the Internet or World Wide Web.

EACH CITATION must be sufficient for a reader to locate the work in question. A citation must include certain information, organized by fields, that depends on the source type. You should collect this information for any given source type, ranging from books to lectures to Web pages, and then translate this material into the fields required for the citation. As you work with a given source, be careful to collect all the relevant information that you later will need to construct its citation. Some commonly required fields include:
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Author(s)  This might be an individual or individuals, a corporation such as IBM or Dartmouth College, a governmental organization like the Environmental Protection Agency, or a non-governmental organization like Greenpeace.
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Title  There are different levels of "title" in some source types. In such cases, citations must include both the specific title of the smallest unit of the work and the general title of the work. For example, a journal article requires title fields for the title of the article and the title of the journal. For books in a series, you need the title of the individual book as well as the title of the series. A Web citation may require the title of the page as well as the main title for the Web site.
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Year of publication  Note that for some source types, like conference proceedings, it is not the date of the conference but the publication date that is relevant. For Web sites, this would be either a prominent date on the page or the date it was last updated. 
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Place published  This applies primarily to books and conference proceedings, where the main address of the publisher is given. Citations to many source types such as journals, movies, or software do not include this field.
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Publisher  This applies primarily to books and conference proceedings. The publisher of a Web site is often the author as well.
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Volume  This applies to journals, books in series, encyclopedias, and any other source published in some sort of sequence where a number is given. For books spanning more than one volume, the total number of volumes should also be noted.
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Number  This is the issue number of a journal, often specified only if each issue is separately paginated.
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Edition  This applies primarily to books; later editions need to specified, since the material may vary from edition to edition. 
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Pages  This is crucial information for journal, magazine, or newspaper articles. It is also used for parts of books, book chapters and papers in conference proceedings, or anytime just a few pages are being cited. When the citation is to the complete work such as a book or conference proceedings, no pages are specified. 
[image: image42.png]



Type of work  For certain less usual source types, citations also include a field which simply designates source type. Examples of such source types include maps, artwork, graphs, tables, CD-ROMs, personal communications, Web sites, computer programs, patents, or theses.
[image: image43.png]



Availability  This refers to an electronic address or Uniform Resource Locator (URL) on the World Wide Web.
[image: image44.png]



Date of access  This is the date (m/d/y) you personally accessed the Web site or other on-line source.
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PREFERRED FORMATS for citations may vary among different scholarly disciplines, departments, or even among instructors within the same discipline. You should become familiar with the three most widely used citation formats:
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•
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the parenthetical format used especially in the social sciences;

	•
	the author-date format widely used across the social and natural sciences;

	•
	and the note format (footnote or endnote) used by both scientists and humanists.
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Before selecting a format, examine common journals in your discipline or consult with your instructor.
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Each of these citation formats includes two basic elements. A succinct marker placed in the text, either a text citation enclosed in parentheses or a note number, informs the reader that you are citing a specific source at this point in your paper. Each marker points to the full citation, located either in a List of Works Cited at the end of your paper or in the note, that provides the complete map required for the reader to locate the source.
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Parenthetical and author-date formats
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Contents of text citations  The parenthetical style shortens text citations, providing only enough information to enable readers to locate the source in the List of Works Cited. Usually only the author's last name and page number appear in the text citation: "(Hurston 33)." If the author's name is mentioned in the text, only page numbers are included: "According to Hurston (33)." If the list of sources includes more than one work by an author, a short version of the title is also given: "(Hurston, Dust tracks 14)." For sources with no authors or with corporate authors (e.g., the U.S. Congress, House Committee on Commerce, Subcommittee on Health and the Environment), use only a short version of the title: "(Health care 14)." No commas are placed before page numbers.
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The author-date style adds dates to text citations: "(Hurston, 1984, p. 33)," "According to Hurston (1984, p. 33)." This slightly lengthens the parenthetical intrusion in your text; yet many disciplines where timeliness of research is important prefer to emphasize dates. If your sources include several works by the same author with the same year of publication, place lowercase letters — a, b, c, etc. — immediately after the year in the text citation to distinguish the various titles: "(Hurston, 1995a, p. 14)." The author-date text citation also employs more elaborate punctuation than does the parenthetical format.
[image: image54.png]



Placement of text citations  As a general rule, always try to introduce your initial use of a quoted or paraphrased source by mentioning the author's name or the work's title in your text. When your own prose clearly specifies such items, the parenthetical marker can simply include the source's page number(s):
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As Ernest Jones argues in Hamlet and Oedipus (90–102), Hamlet loves his mother and ...
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When placing a text citation after a short quotation (five lines or fewer), the marker comes after the closing quotation mark and before the punctuation ending the quotation. When the quotation itself ends on a question mark or exclamation mark, place such punctuation within the quotation and follow the marker with a period:
[image: image60.png]



	[image: image61.png]



	[image: image62.png]



"Why should not we also enjoy an original relation to the universe?" (Emerson 21).
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For long quotations (six lines or more, set off from your text by starting a new line and indenting one-half inch from the left margin, no quotation marks), the text citation comes after the final punctuation mark of the quotation.
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For paraphrases and other uses of sources, place the parenthetical marker immediately following the text being cited, even if in the middle of your sentence (but usually at the end of a phrase). Such placement helps the reader to distinguish between the paraphrase and your own remarks.
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According to a well-known anthropologist, we should define a culture not by its notable customs but by the ways it specifically works to govern how its members act (Geertz 44), a definition that can help us revise our usual understanding of a primitive culture's "ignorant" or "superstitious" religious beliefs, for example.
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Full citations  Both the parenthetical and the author-date formats require a List of Works Cited to be appended to your paper, providing full citations for all sources cited. The parenthetical format alphabetizes the citations by authors' last names and then by title, ignoring any initial articles.
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The author-date format alphabetizes by author's last names and then by date. For several works by a single author with the same publication date, alphabetize by title (unless the chronology of publication can be determined, for example, in sources such as newspapers).
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Note formats
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If your work makes use of many sources, as do advanced research papers or theses, multiple parenthetical citations can disfigure your text and distract readers from your argument. In a sentence, for example, three parenthetical citations would be more visually awkward than three numerical citations — or indeed than one numerical citation at the end of the sentence.
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Furthermore, notes allow you to add relevant but not necessarily essential information to your main argument, to qualify your argument or to alert your reader to (and not incidentally, to demonstrate your awareness of) other views on your topic. Even when you use the parenthetical or author-date format of citation, you may also wish to resort periodically to such supplementary notes in order to take advantage of this format's additional power to convey information.
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As the names imply, endnotes appear after the text, starting on a new page. Footnotes appear at the bottom of pages where their markers occur. Most word processing software includes tools for preparing and formatting endnotes and footnotes.
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Placement of note numbers  Place note numbers at the same points in your text as you would the text citations in the parenthetical or author-date formats. However, unlike those formats, the superscripted note numbers always follow all punctuation marks, except dashes. To avoid interrupting the continuity of your text, generally place note numbers at the end of a sentence or a phrase containing the material being cited.
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Number your notes consecutively throughout your paper, starting with 1. For a thesis or a long paper divided into sections or chapters, you may want to renumber the notes (especially if you are using footnotes), starting with 1 for each section. Do not begin a new sequence on each separate page. Always use Arabic numbers, and not asterisks or other symbols, as note markers. Most word processors can automatically insert sequential note numbers for you.
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The Science style of notes (always endnotes) employs a different system of numbering. Notes are numbered sequentially throughout the paper; but if any once-cited source is cited again, the original note number is simply repeated at the point of the subsequent citation. Each source is listed only one time. Hence, Science endnotes function essentially as a numbered (rather than alphabetized) List of Works Cited, each of which is cited by number in the text.
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Form and content of notes  All notes are indented. Most word-processors automatically provide the superscripted note number, after which you type the note.
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The arrangement of fields and punctuation in notes differ in two significant ways from that in the List of Works Cited used in parenthetical and author-date formats. In the note format, you write the author's name in normal (rather than reversed) order. And in the note format, you separate major divisions by commas (rather than periods). A note for a journal article would thus be arranged as follows:
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107 Chorng-Yuan Hwang, "An Inverse Compton Process for the Excess Diffuse EUV Emission from the Virgo and Coma Galaxy Clusters," Science 278 (1997), 1917–19.
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Subsequent footnotes to the same source can simply include the author's last name (or a shortened title of the work if you elsewhere cite another source by the same author) and the pages, separated by a comma. Do not use Latin abbreviations like "ibid.," "op. cit." or "loc. cit." to perform this function.
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108 Hwang, 1917–19.
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List of works cited  Such a list may not necessarily be required for the note format. Check for your instructor's preference. If you do include a List of Works Cited, it should begin on a new page, at the very end of your paper (i.e., after the endnotes if you're using that format). In a long paper with notes, you should include a List of Works Cited so that readers can identify a full citation more easily than paging through dozens (or hundreds) of notes.

ALTHOUGH SCHOLARS in various disciplines may differ on the particulars of when to cite and when not to cite sources, you should always cite in the following cases.
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Cite sources for all verbatim quotations of two or more consecutive words.
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Readers expect to know the original source of any quotation, whether for the purpose of checking its accuracy or using it in their own work. Exact wording, or even a single distinctive word, taken from a source should be placed in quotation marks.
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Cite sources from which you paraphrase or summarize facts or ideas.
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Whenever you rely on another's information or ideas, you should cite your source, even if you do not use a verbatim quotation. When you paraphrase a source in your work, be sure to organize this summary or paraphrase in your own distinctive manner; mold it into the flow of your argument and use your own words and sentences. If you do make use of even part of a sentence, be sure to use quotation marks. Seeming to paraphrase when you are in fact quoting is considered plagiarism.
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Cite sources for ideas or information that could be regarded as common knowledge but which you think your reader might still find unfamiliar.
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This case addresses those situations where no definitive boundary exists between an idea that has not originated with you but which seems generally well-known (such as the heliocentric theory of the solar system), and a well-known idea you intend to interrogate pointedly or to treat as a distinctive or seldom well-understood concept (Freud's notion of the Oedipus complex, for example). When you refer to a well-known idea (e.g., heliocentrism), you do not need to provide a citation indicating its source, although when you first mention this idea you should specify your own understanding of it. When you make special, sustained use of a well-known idea (e.g., Oedipus complex), however, you do need to provide a citation.
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In general you need not cite the source of information that seems part of our common stock of knowledge. For example, you can assume that your readers know that the atomic structure of water is H2O; that Jane Austen wrote Pride and Prejudice; that Martin Luther King, Jr. was a leading figure in the U.S. civil rights movement; or that Charles Darwin claimed that new species of plants and animals evolve over long periods of time. Citing references for such facts is unnecessary.
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You do need to cite specific sources for information that you judge your readers might find unfamiliar: for example, that water comprises 55 to 65 percent of female bodies; 1 that Pride and Prejudice, unlike many English novels written in the years following the French Revolution, endorses pleasure and happiness; 2 that the FBI regularly placed Martin Luther King's private life under surveillance; 3 or that Darwin seems to have been an undistinguished student at Edinburgh. 4
[image: image99.png]


Whenever you encounter a borderline situation where you cannot decide whether to cite a source, take the safest course: assume your reader isn't necessarily a scholarly expert on the subject of your work and cite the source.
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Cite sources that add relevant information to the particular topic or argument of your work.
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The first three cases apply to most undergraduate essay assignments. For more extensive research projects like honors theses or seminar papers, you may wish to employ supplementary or discursive citations to include further information on your subject, either to express different views on it which your work does not explicitly entertain, or simply to help your reader pursue a related interest. 5
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Supplementary citations require the format of notes. Even if you are employing the parenthetical or author-date format for the citations in your paper, supplementary citations are always formatted as notes. You usually introduce such a note by writing "See also," followed by bibliographical information in the style you are using for your paper. Exercise restraint, however, in using supplementary footnotes; too many can distract readers from the flow of your main argument.
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Cite sources for materials that you might not normally consider as "texts" because they are not written.
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Depending on the discipline, your sources might include materials such as public lectures, architecture, laboratory procedures, musical compositions, films, audio or visual tapes, works of art, maps, Web pages, statistical tables, or electronic databases. If used as in the cases listed above, any non-written source also must be cited.
[image: image105.png]


When doing a joint lab experiment for a science course, you should record in your notebook the names of your co-workers and their precise activity in performing the experiment. Or when doing laboratory work that relies on an innovative method originated by another scientist, you should cite in your lab report the source of this method just as if it were a quotation or paraphrase from a written text — unless, that is, this method was an explicit aspect of the course's assignment or required materials.
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Cite sources for non-interchangeable computer programs and software.
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Scholars in the sciences and social sciences frequently use computer software programs for numerical calculation, data analysis and presentation. Computer applications that are interchangeable and thereby help any user achieve similar results do not need to be cited. Such applications include:

REGARDLESS OF INTENT, the failure to provide proper acknowledgment of your use of another's work constitutes plagiarism. Plagiarism is defined as the submission or presentation of work, in any form, that is not a student's own, without acknowledgment of the sources.
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Plagiarism can occur whenever you make use of the ideas or work product of someone else without including an appropriate citation. The guidelines described here apply to all kinds of your scholarly work: essays, examinations, oral reports, homework assignments, laboratory reports, computer programs, music scores, Web pages, choreography, graphical depictions, visual representations, and so on. Plagiarism is possible with any formal work performed in any medium and in any scholarly discipline.
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To avoid the most common forms of inadvertent plagiarism, you should develop the habit of citing sources not only when you execute the final draft of a scholarly project but also as you take any preliminary notes for it.
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FOLLOWING are several typical examples of plagiarized work. [image: image111.png]




Plagiarism by unacknowledged verbatim quotation:
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Plagiarism by mosaic or mixing paraphrase and unacknowledged quotation:
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Plagiarism by unacknowledged paraphrase and/or use of ideas:
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Plagiarism of nontextual materials:
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Directly using items like a published map, a chart, a statistical table, a musical score, a Web page, or someone else's experiment or computer routine without acknowledging your source. 
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