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What is this guide?

This is a guide for City University of Seattle students in Europe about doing, using, and
citing research in assignments. It is an update of the 2004 Research Paper Guide, which
focused on writing research papers.

This guide is all about research and presenting research, no matter the assignment. As a
university student, you will use research in academic papers, case studies, reports,
marketing and business plans, presentations, and online discussion board postings. This
guide should help you use research in any of these assignments.

Chapter 1 is about how to find the sources that you need; it has been updated to include
more information about the free resources available online to City University of Seattle
students.

The goal of your assignments, however, is not just to do research and present what you
have learned. If your instructor and classmates wanted to see your research, they could
just read your sources themselves. The goal of your assignments is to present what you
think about what you have learned. To do this, you need to use research effectively to
support your ideas, which is the focus of Chapter 2. It covers plagiarism as well as
quoting, paraphrasing, summarizing, and fisandwichingd ({egmting) source material in
your work.

Finally, your coursework must be presented in a uniform and accepted style, called APA,
which is the subject of the remaining chapters. City University of Seattle has adopted
APA style as the standard style for student work. This style was designed by the
American Psychological Association (APA) in 1929 to standardize the format and citation
methods of all the articles for its journal. The use of too many individual styles was
distracting and confusing for readers, so the APA demanded that all papers submitted to
its journal follow one style. Since then, APA style has been updated many times to
reflect changes in research methods and technology. The latest updates occurred in
2007 and 2009, and those changes are included in this guide.

APA style is accepted and used by professors, researchers, students, and writers in the
social sciences. As part of this academic community, you are expected to use it too. APA
style, however, was created for scholarly articles for journal publication, so this guide
has adapted and simplified it to fit the needs of a City University of Seattle student in
Europe. (If you have to publish or present a paper professionally in APA style, I
recommend consulting the sixth edition of the Publication manual of the American
Psychological Association for complete style details.)

Hopefully, this guide will make doing, using, and citing research a bit easier for you. If
you still have questions, talk to your teachers, particularly your writing teachers, or send
me an email. Good luck with your assignments.

Anne Whitaker
awhitaker@cityu.eu
September, 2009
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I. Research Guide

Whether you are writing a paper, analyzing a case, preparing a presentation, or posting your
ideas in a discussion board, you will need to do research.

Going to Google, typing in a few words, and opening the first results is not sufficient
research for university-level work. Doing good research takes time. You will come to
dead-ends and have to start over. You will change your mind and have to look for new
evidence. You will come across more questions as you try to answer the ones you have.
To save time, plan your research and use the research tools provided by the City
University of Seattle online library.

PLANNING RESEARCH

Do not run straight to the Internet; read this section about planning your research first.

Preliminary (General) Research

I f you dondét know exactly what youbére | ooking for, st
not yet have an opinion about your topic, you will need to do some general research to
learn all that you can.
Look through general sources (your textbook, encyclopedias, general news articles) to
get basic background information, narrow your focus, discover the different opinions
about the topic, and direct you to more specific sources.
Remember that very general sources like encyclopedias should not be used as sources in
your work i university-level academic work requires more in-depth research.
Using Wikipedia and other user-created Web sites

Wikipedia is an online encyclopedia project, in which articles are written and edited by
anyone who creates a Wikipedia account.
First, as an encyclopedia, it should not be used as a source in university-level work.
Secondly, because articles can be written by anyone and changed at any time without
editing, you should not cite information found on Wikipedia to support your ideas i this
includes in online discussions.
In its general discl ai mer Wikipedia pandotguaranteeithe wr|i t es,
validity of the information found here. The content of any given article may recently
have been changed, vandalized or altered by someone whose opinion does not
correspond with the state of knowledge in the relevant fieldso (http://en.wikipedia.org
/wiki/Wikipedia:General_disclaimer)
That does nWikipedia & museless, however. It can help you

i Learn about a new subject

0 Narrow down your topic

0 Identify experts about your topic

0 Develop a list of search terms for your topic

0 Find good sources by exploring the references at the end of each article
So, you can read it, but do not use it in your final coursework.
Specific Research
I f you already know what youbére |l ooking for and feel
on the topic, itds time for more specific research. L

what you have learned in your preliminary research to plan this round.

¢ Make a list of questions to answer
Make a list of questions that you have about your topic which research can help you



answer. Decide which ones are the most important and start your research there.

¢ Makealist of what youobre |l ooking for
What do you need to support your ideas? What kind of evidence i facts, examples,
statistics, studies, first-hand accounts, expert opinions? What kind of information
does the assignment require?

« Make a list of search words
Make a list of keywords related to the questions and needs listed above. Do not limit
yourself to one or two words! The more words you try, and the more combinations
you use, the more success youoll have.

¢ Determine where to search
Which sources of information will give you what you need? Start in the most likely
place. Here are some things to consider before you start searching:

o City University of Seatt | e ®sadLhe haxbsegtiorRethisur c e s:
guide about the resources available on the CU online portal before starting your
research. You may be able to do all your research here, by using the Course
Resources Guide for your course and the appropriate online databases.

o Books: If your topic is not too current or specialized, the CU libraries in Slovakia
or Bulgaria could have good sources for you. Donéd
easier to use and more trustworthy than many Internet sources. The Slovakia
and Bulgaria libraries have online catalogs; you can also use the 3 e-book
databases on the City University of Seattle portal.

o Organizations: Are there reputable non-governmental organizations,
government agencies and ministries, international organizations, corporations,
etc. that relate to your topic? Pl an to visit these groupso6 web si

o Periodicals: Are there any newspapers, magazines, and/or journals that will
have articles related to your topic? If so, plan to visit their web sites.

o Personal communication: Do you know someone (or the email address of
someone) who is an expert on your topic? Interviewing a primary source is a
great way to get the information that you need because you ask the questions.

¢ Know whatés required
Some instructors will require you to use certain types of sources i this is usually
because these sources have the best information. For example, in a finance course,
your instructor may direct you to the NetAdvantage database. So start there.

Primary and Secondary Sources

Primary and secondary sources both have advantages, and most papers will benefit
from using both.

Primary Sourcei someoneé6s original wor k: speech, e
autobiography, report based on original research, interview, case study,
survey/questionnaire findings, statistical data, experiments...

U Primary sources let you interpret information in your own way.

U Primary sources can also make your paper more interesting to the reader.

U Be careful of biases i investigate the author.

Secondary Sourcei wr i ti ng about a primary source: r
analysis/interpretation of an event or others' research, biography, history book, news
article...
0 These sources provide analysis and show what others think about your topic.
U Avoid sources that use secondary sources as sources (t hat 6 s | a z.yFind
those secondary sources and use them yourself.




USING CITY UNIVERSIT Y OF S E A DNINEAQBRARY

City Uni ver si $librarf hasavatietyl of iesources for doing research on the
My.CityU portal.

Finding CityU of SeattMylCdgpliedui br ary

1. Open https://my.cityu.edu - you will be redirected to the portal.

2. If you do not have an account, create your account. If you have an account, go to #b5.
o Click on the link fiCreate Your Accounto
o Type in your date of birth in MMDDYYYY format [03281980=March 28, 1980]

o Enter your City University ID number (your student number)
- Check with your admissions advisor if you are not sure or do not have one.
- Type in your ID without hyphens or spaces.

o Select a username that is easy to remember and type it into the username field.

o Type your password and retype it.

- The password must have at least 8 characters. It must contain at least 1
character from all of the following three categories:

A English uppercase characters (A through Z)
A English lowercase characters (a through z)
A Base 10 digits (1 through 9)

- Your password must not contain large portions of your username or full name.

3. If you receive an error message during this process, try again. If you still receive an
error message, contact your admissions advisor.

4. Wait 24-48 hours for your information to be processed in the system.

5. Enter the portal with your username and password (if you forgot your password, click
on fiChange/ Forgot Your Password?o0)

6.You shoul d see a dio8g theltemdf the page. IOn the left side of the

screen, there should be a menu which inclfyodes #ALiIi br
do not see the AStudentso tab or the ALibraryd menu
waited 48 hours, contact your advisor.

7. Cl i ck onin themdnu.ahiywill take you to the Library Home Page.

Whatoés in the Library

¢ Course Resource Guides
Each City University of Seattle course should have a Course Resources Guide which
can help you get started on your research.

Find AResour c e dn thelibfaoyuHome Rage and click on your course (e.g.
BSC 407). Here you will find links to e-books, articles, online databases, periodicals,
and/or web sites related to your course.

e Online Tutorials
I'n The fAHow Do ¢énétRedlibsaeydHbmeoPage, you will find tutorials about
doing and using research. Some are slide shows; others are documents.

Search an online database [there is a tutorial for almost every database]

Evaluate information sources [how to evaluate web sites]

Evaluate scholarly sources [how to evaluate database articles]

Use Wi kipedia [what you can and candt do with Wik
Use Google Scholar [how to search for scholarly sources on the Internet]

O O o0oOoo


https://my.cityu.edu/

« Program Resource Guides
The Library Home Page has program resource guides for these subjects:
Communications, Computer & Information Systems, Education, Management,
Psychology, and Technology Management. These contain more general research tools
related to the subject.

For example, in the Management gui de, taerialsican fi nd
o Analyze a company in an industry o Find info about consumers

o Find case studies o Find ratios

o Find company information o Find SIC/NAICS codes

o Find competitors or suppliers o Get help with business plans

o Find industry information o Research any country

These guides provide several options and take you step-by-step through the research
process.

USING CITYUNIVERSITY OF SEATTL BEEODATABASES N

The most important research tools on the My.CityU portal are the online databases. City
University of Seattle students have free access to about 30 databases containing
sources for academic research. The quality of the sources is unquestionable.

Some students mistakenly believe that the databases only contain periodical articles.

They d¥audaan!also find reports, brochures, statistical data, books, company

profiles, industry analyses, business ratios, and more.Use the | i braryds Course
Resources Guide and its online tutorials to direct you to the right database.

Which Databases to Use

The most recommended databases are listed below, with the name in the left column
and a brief description (provided by the CityU library) in the right column.

General Topics

Articles, abstracts, and photos from scholarly journals, news magazines and

Academic Search R . . -
newspapers on topics in the social sciences, humanities, the arts and

Premier technology. (EBSCO)

Communication Abstracts and full text articles from scholarly journals, magazines and trade

& Mass Media publications on topics in communication, mass media and closely related fields
Complete of study. (EBSCO)

National Abst_racts and selected full _text articles from The _Christian Science
Newspapers Monitor, The Los Angeles Times, The New York Times, The Wall Street Journal,

and The Washington Post. (ProQuest)

A collection of more than 3,000 full text electronic books (e-books) in all
netLibrary subject areas. E-books are online versions of print books and can be searched,
borrowed, read, and returned through the Internet.

Abstracts and full text articles from scholarly and popular journals on general
Research Library | topics such as health, the humanities, social sciences, education, and
business. (ProQuest)

Psychology Topics

Citations, abstracts and full text articles from more than 4600 biomedical
Medline journals and magazines from 1966 to the present. Covers all areas of
medicine including psychiatry, clinical medicine, and allied health. (EBSCO)

Full text articles from journals published by the American Psychological

PSyCARTICLES Association and the Canadian Psychological Association. (EBSCO)

PsycBOOKS is a database of more than 10,000 chapters and citations from

PsycBOOKS over 600 books published by APA and other distinguished publishers. (EBSCO)

Psychology & Full text journal articles on topics such as emotional and behavioral

Behavioral . -

. characteristics, psychiatry and psychology, mental processes, anthropology,
Sciences : .
Collection and observational and experimental methods. (EBSCO)




Management Topics

ABI/Inform
Trade and
Industry

Full text articles from business magazines and newsletters with a trade or
industry focus. Includes industry news, product and competitive information,
and marketing trends. (ProQuest)

Accounting and
Tax with
Standards

For Accounting/Finance topics. Abstracts and full text articles from nearly 300
accounting, tax, and related business publications. Browse full text standards
and related documents from leading international and U.S. organizations,
including FASB, GASB, AICPA, IASB, and IFRC. (ProQuest)

Business Source
Complete

Abstracts and full text articles from scholarly and popular business, law, and
computer systems periodicals. (EBSCO)

Global Market
Information

Seven full text databases with marketing information: Country Data,
Consumer Lifestyles Analysis, Consumer Lifestyles Data, Consumer Market
Data, Forecasts, Companies & Brands, Information Sources, and Major Market
Profiles.

Key Business

For Accounting/Finance topics. Dun & Bradstreet provides 14 key business
ratios and industry averages by SIC/NAICS codes. Covers critical areas of

Ratios business performance including solvency, efficiency, and profitability.
Find public and private company financials and profiles, including ratios,
Mint Global competitors, and market research. Build lists of companies based on multiple

criteria, such as industry or geography. Worldwide coverage and scanned
financials in the language of filing.

Net Advantage

Standard & Poor's database of industry surveys, company financial data,
investment reviews and analyses (bonds, mutual funds, stocks), and industry
ratios and averages.

Information Technology Topics

Entire electronic books (e-books) for background and in-depth research, or

Books 24x7 just search for relevant chapters. Three frequently updated collections include

over 12,000 e-books on Information Technology, Finance, and Business.
Computer Full text articles on topics such as computer science, programming, artificial
Source intelligence, information systems, software, etc. (EBSCO)

How to Search on an Online Database

To learn more aboutsear c hi

use the AHow Do | é?0

ng,

find links to these on the Library Home Page as well as on its list of online databases).

tutori

The CU libraries in Slovakia and Bulgaria also have handouts about using the databases.
Most importantly, take the time to explore the databases on your own.

This guide wil!/ not give detailed steps about
for each database. However, to help you become acquainted with the two most common
database companies (EBSCO and ProQuest), here is an introduction to doing a simple
search on Academic Search Premier (EBSCO) and Research Library (ProQuest).

1. Afteryou cl i ck on #fAOnl innle Lbrmtydbraespagepyoo will see the list
of available databases. Click on the name of the database you want.

2. You will be asked to enter your username and password again.

This will take you to the databaseds search

4. Have a list of 5-10 search terms that you could use individually or in different
combinations. You may find what you need with the first term, or you may need to
try all of them.

5. Sear ché

o Browse the databasebds Topic Guide or
it uses to categorize sources. These guides can help you narrow your search and
allow you to see a list of all articles relevant to a subject

OR

Subject

al

how

S

t

page.

Gui

(o]

n

d



o Enter your search terms: this table explains how to choose a search field, narrow
your terms, and limit your search.

Choosing a search field i where should your search words be found?

Type of Search Academic Search Premier Research Library

For general searches SU: Subject Subject

AB: Abstract; KW: Author-

. Citation and abstract; Abstract
supplied keywords

For specific topic searches

SO: Journal; TI: Title; AU: Publication Title; Document

For specific article searches Author Title;
Author
Narrowing your search terms - Use Boolean search operators
Type of Search Academic Search Premier | Research Library
For an exact phrase Put fAquotation markso(é@dtougdcaheep
For 2 related words or topics UseAND between the words (smoking A

For a topic, but not including a

f Use NOT between the words (advertising NOT television)
related topic

Use * at the end (comput*)

For various forms of a word Use? to replace one letter in the middle (wom?n)

Use W/# between two words.
(W/3 finds texts in which
words are written within 3
words.)

For close words in a text

For synonyms of plurals of

your search word Check fApply rels3

Limiting your search i Limit your search by date, full-text, and document type.

Type of Search Academic Search Premier Research Library
fiDate rangeifladt3B8el
Date limit APubl i shed Dat e H days,oilast 3 months,oilast
Month/Year to Month/Year 12 monthsoé , BAfter this

dateo (enter a date)

Ch e c k -Gektudbduments

Full-text articles only Check fAFull Text 0 A

onl yo
Scholarly, peer-reviewed Check ASchol-arly |[Check fiSchol arly
articles only reviewed) journallincluding peer re

Choose fidocument
search field, and use the type
of document as a search term.

Select the document type from

Certain document types the drop-down menu

6. If you get no results, make your search more general by using fewer search terms
and | imiters and/or by changi ng ifféerent seaehrterim f i el d. D
yet i give it another try.

7.1 f you get a | ot of results, dondt open every one!
Most databases have great tools to help you do this i look in the menus on the top
or side of the screen to find these tools.

Narrowing the search results

Academic Search Premier Research Library

Use ANarrow results byod in
Narrow your search by subject, publication type,
geography, and more. Each time you narrow

your search, the left menu will give you more
options to narrow further.

Look at the fASuggested To
on a topic.

The ANarrow your results
more options to narrow your search further.

8. First use the document titles to judge whether or not to open a source. If a source
looks promising, read the abstract next.

9. You can then choose to print the full text of the document, email it to yourself, save
it in your folder in the database (you will need to create this), or possibly download it



to your computer. Keep a record of all the information you will need for your
reference list: author, date, title, periodical, document type, and database name.

SEARCHING ON THE WEB

DO NOT RELY ONLY ON INTERNET SOURCES. Butif you need a break from CU®G
library, you can move your search to the Web. Do n @t a general search on Google for

your topic! You can get more than a million results. Of those, very few will actually be

good for academic research. To save time, know exactly what you're looking for (see

Planning your Research) and use these six methods:

Go to Specific Organitesasti onso6 Web S

Go straight to the web sites of the organizations you listed and do a search there. You
may find good primary sources and links to othersites. (| f you dondét know their
addresses, then you can do a Google search for the organization).

Try Periodical Web Sites

If you know that a periodical has written about your topic, go to its web site and do a
search. Some will require you to pay to read their articles. If so, you may be able to find
the same article for free in the CU libraryds online

Use Links from Good Sources

Once you find a high-quality, relevant web site, use it to connect you to other good
sources. Check out the links on the web site. Also look for other sources in the reference
lists (you can click on links to cited web pages, and you can search for cited articles in
CUb6s online databases).

Use Academic Search Engines/Databases

There are many free databases and search engines that focus on Internet resources for
academic work. While not as complete or reliableas CU6s pai d onl i,ileyaat abases
worth trying. A few are listed below, and your instructors may know of others:

e Google Scholar: http://scholar.google.com
Wi th Google Scholar, you can search for academic so
Schol ar Search. o Enter search wor deer-aevidwedat es. You
pages, books, and articles from publishers, associations, universities, and other
academic organizations. Remember, however, that not all academic work is on
Google Scholar, so only using this tool will limit your results.

e Intute Search: http://www.intute.ac.uk/
Intute provides links and descriptions of web resources in most subject areas. These
links have been chosen by subject experts at several higher education institutes in
the U.K. Do a regular search or an advanced search, or browse by subject. You will
be given a list of web resources relevant to your topic, including a description of each
source. Open the sources that seem useful. You will still need to evaluate the web
site for reliability, but the chances are high that the site will be good.

¢ BASE i Bielefeld Academic Search Engine: http://www.base-search.net
This search engine from the Bielefeld University Library covers most subjects. You
can do a basic or advanced search. You will get a list of web resources, with a lot of
information about each one, as well as a link to the source. The web resources must
meet certain academic standards to appear in the results list, so although you should
still evaluate the web site, the chances are high that the site will be good.

o Free Academic Databases and Archives:
http: / /www.wholeagain.com/free academic databases.html
This page has a huge list of databases, some general, some very specialized, where
you can search for academic sources. Find a database related to your topic, open the
link, and do a search on the site. Quality may vary, so evaluate your findings



http://scholar.google.com/
http://www.intute.ac.uk/
http://www.base-search.net/
http://www.wholeagain.com/free_academic_databases.html

carefully.

¢ BNet Find Articles: http://findarticles.com/

A database of articles for managers. Articles are practical, focused on business,
technology, news, and lifestyle. Most of these are not really academic sources, but
they may be good for finding real-life examples and ideas for further research.

Use an Internet Search Engine (Googl e, AltaVista, )Bing, Yahooté

This should not be where you go first. Seriously. You can get sucked in to a search for
hours and days and never find exactly what you want. Plus, each search engine works
differently and finds different things, so you need to try more than one. | t 6 sferpbleeto
wait to do this until you want very specific information so that you can do the most
specific search possible. Here are some tips for searching with a general search engine:

1. Use the Advanced Search option.

2. Try different combinations of wordsusing t he di fferent search options

words, 0 Aithis exact wording or phrase, 0 fione
wordso) .

3. Specifythedomain (. org domaind or #A.gov domaino) if
certain type of web site.

Search forwordsfii n the titl.6 of the page

The results are NOT organized by quality, so read more than the first page of results.

N o un ok

Evaluate the title, author, address, date, and content in the results list before
opening a web page.

Keep a Record

You will visit many web pages, so you need a reliable method for keeping track of the
good sites so you can return to them. ltbés very
searching for a web page because you need its address or author for your paper. So

when you find a good page, immediately write down the address or bookmark the page.

EVALUATING WEB SOURCES

You must evaluate every web page very carefully to determine whether it is appropriate
to use as a source in your work. Anyone can put anything on the Internet, so it's hard to
find high-quality sources. Use sources that meet the following criteria:

Coverage
V The source should focus on your topic, not just have a sentence about it.

V The source should not omit anything important or crucial about the topic (if it does
this, it may have a hidden agenda).

Currency
VvV The source should be current and updated recently.

Finding the Date
The date is often at the top or bottom of the page or the text. It may be after the ©
copyright symbol or after the words fil ast wupdaft
web page, go back one step (or more) in the address to look at the previous page or
home page of the web site.

V  Most good sources will have a date. If there is no date, make sure the information is
still current by checking it with other sources.

VvV  The links should be working. A page with broken links has not been maintained.

10

Ask for pages fiupdated within a yeardo or Aupdated

or mo
you W

i
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ed.
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Authority (Individual Author)

V The author should have the appropriate education, experience, and/or position to
write about your topic.

Learning about the Author
Look fort he aut horés educational background, curr g
publications, membership in organizations, and contact information. An author with a
good reputation will make most of this information available. However, remember that
you may not find all this information about journalists for newspapers and magazines.

e Nt

You may have to evaluate a journalist by the quality of his/her employer.

v If the author seems suspicious, check his/her qualifications in another source.

VvV Avoid completely anonymous sources. If there is no person author, look for an
organization author.

VvV  Be careful with self-publishing authors. Besides personal web pages, look out for
news or information sites that allow any users to post an article and present
themselves as fAexperts. o

Vv Don't use papers written by other students as sources. Find their sources instead.

Sponsorship (Organization Author, or Sponsor of Web site)

V Whet her i t-grefit @ganipation, corporation, government agency, news media
group, university department, or other entity, the organization should describe its
purpose, its work, its members, and its contact information.

Learning about the Organization
Investigate the home page of the web site of the organization, corporation, agency,
periodical, or other entity whose web site you
areo |link. Check the copyright oGooutsidetheusfiata see d

used.
dat e o

what others have said about the organization.

V. The domain in the address can hel p @oO®mEron-mi ne
governmental organization; .gov=government; .edu=educational institution;
.com=commercial web site. However, these are not the only domains available.

V Bewareof forgani zat i earshasadhar thataareereally just the work of one
person who registered a .org site.

V Use .com sites with care. Find out the purpose of the commercial sponsor. These
sites are, of course, fine when you are analyzing the company itself.

Vv Beware of news/information sites with a .com address. Evaluate the reliability of the
news source carefully. Some of these are legitimate, respected periodicals while
others have a strong bias or allow anyone to post an article.

Objectivity

t

he

sp

V  Know the purpose of the site i to inform, to influence, ortoselli and the authoros

point of view (if he/she has one). You may be able to use a source with any of these
purposes, as long as you are aware of and capable of analyzing the biases.

Learning about a So u r ¢ ©bjectivity
Learn about the site sponsor and author (see above). Also look at the format, graphics,
and headings: are these serious or sensational? Carefully read any tiny words at the
bottom of the screen that may be hiding something. Evaluate the advertising on the site
T is it separate from the information or blended with it? See who is linked to the site.

Skim the text to understand its writing style and opinions. Is there information about
both sides of an issue? Is the other side attached or treated fairly? Is the author

moderate and balanced or emotional and extreme?
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V Choose fiinformd sources that cover al | sides of an

V Choose Ainfluenceod sources that are reasonabl e, bas
other side. Analyze the argumentsfor your sel f; donét just believe t

V Be careful of sources with a hidden bias i they pretend to be informative but are
actually trying to persuade.

V  Check for a conflict of interest i how does the source benefit from your reading it?

V  Avoid sources with a very simplistic writing style not written for academic use.

V Avoid sources (like fake news sources) that are written to entertain.

V  Avoid sources with angry (or other emotional) writing styles (such as a lot of
exclamation points).

Accuracy

V The source should have evidence for its ideas (other sources and/or its own

research).

Checking accuracy
Skim the source to see if it provides evidence. Look for a reference list, a bibliography,
cited sources, and links to other sites. Make sure these sources are reliable too. In a
newspaper or magazine article, look for interviews and facts. See if there is some form
of quality control (an editor, expert, or organization read and approved the information
before it was published).

V  The source should name the sources ofitsi nf or mati on compl etely (
or Aresearch showséodo are not enough)

=13
>
o

v If the source did its own research, the research methods should be explained and
reliable. Beware of statistics based on responses from readers i they do not
represent the general public.

Do not use or believe any statistics if the source does not say how/where it got them.

Web sites are usually not edited and reviewed like published books and periodicals,
but well-established organizations usually ensure the quality of their documents.

Scholarly journals usually have a peer review system to ensure quality.

Online periodical articles may or may not be checked by an editor; evaluate accuracy
by whether the facts in the article match up with what you know and based on the
quality of the periodical.

VvV Try to avoid sources that cite secondary sources (or sources that cite secondary
sources that cite secondary sources). Errors occur the further away you get from the
original source.

Vv Beware of misleading evidence. Think about the data given by the source i does it
really support the sourcebs idea, or is the source
really there?

v If information does not seem true, it probably isn't. Find it in two other good sources
before believing it.

12



Il. Using Research Effectively

You did all of your research to learn more about your topic, but the goal of your
assignment is not just to present that research. Your goal is to present what you think
about the topic, based on your research.

So, in your assignments, you will use research to

o Define and clarify your points

¢ Give evidence (facts, examples, expertsod6 opinions)
¢ Present an opinion different from your own to refute

To do this effectively, it is important to know the following skills:

¢ Citing the source

¢ Quoting, paraphrasing, and summarizing

¢ Sandwiching the source material

Before discussing these, weo6ll cover the misuse of re

PLAGIARISM BASICS

What a person writes, or says, becomes his or her own property. So if you use a
p e r s owofds OR ideas without informing your audience, you are stealing his/her
property. Presenting someone's words and/or ideas as your own is called plagiarism.

In your academic work, whether in a paper, presentation, or discussion forum, you will
have to respond t ddeastohwse theirwopkitesugport your ideas, so you
need to be aware of plagiarism. It is a very serious issue in academia i students can fail
a class or be suspended because of it.

Types of Plagiarism
The first step in avoiding plagiarism is knowing what it is:

« Turning in an assignment that you did not do yourself for a current course

o Submittinganother personds wor k as ylhis mcludesdetting r k
someone else write your paper, part of your paper, homework, discussion posting, or
any other assignment.

o Copying someone effdedsiwectkdes copying someone el s
ot her assignment, and copying/pasting from other p
source and using quotation marks.

o Turning in your own paper from another term or different class: You are
expected to do original work in each class. (If you have a good reason for wanting to
use some of your previous work in your current class, ask your instructor).

e Not naming the source of your information
o Using an idea, fact, example, graph, chart, picture, or anything else from
a source without naming the source.
e Not wusing quotation marks to identify someone el sed

o Copying a passage from a source word by word without quotation marks:
Even if you name the source, this is plagiarism because those words are not
yours i you must use quotation marks to give credit to the author.

o Taking a passage from a source and changing it just a little: Even if you
name the source, this is plagiarism because those words are not yours i you
must use quotation marks or change the passage completely.

13



¢ Taking a small but unique phrase from a source and writing it without
quotation marks. Again, even if you name the source, this is plagiarism. The
combination of words is unique; you must give credit to the author by using
quotation marks.

e¢ Changing the authords ideas or words

o Using words which aren't the author's exact words in quotation marks:
Adding or deleting words from a quotation (unless it's clear to readers)
misrepresents the author.

o Changing source information to fit your opinion: This is stealing the author's
name and reputation to suit your paper, which is a violation of scholastic honesty.

FIND THE PLAGIARISM

Look at these students' sentences using the informatidrom the source below. Which of these sentencg
are examples of plagiarism?

Department of State. (2004)Forests.Retrieved July 13, 2004, fromhttp://www .state.gov/g/oes/env/for/

1. Source They are home to 70% of all lafiing plants and animals andqvide food, fuel,
shelter, clean water, medicine and livelihood for people worldwide.

Students' sentences
A. Forests are home to 70% of all lalndng plants and animals and provide food, fuel, shelter,
clean water, medicine and livelihood for peoplaladwide.

B. According to the U.S. Department of State (2004), forests are home to 70% of-#itilagnd
plants and animals and provide food, fuel, shelter, clean water, medicine and livelihood fc
people worldwide.

C. Forests far e Hivingyants amd anit@ls andfprovede food,|fuelnstelter,
clean water, medi cine and | ivelihood f of
(2004).

D. According to the Department of State (2004), forests are very important in fulfilling human
basic needs.

E. Forests have 70% of all latiding plants and creatures, and they give food, fuel, roofs, not ¢
water, medical products, and livelihood to people around the world, reports the Departme
State (2004).

F. The Department of State (20Qeports that all inhabitants of this planet need forests. Peoplg
medicine, food, water, wood, and building supplies from forests, and 70% of plants and al
not including those in the seas, live in forests.

Source: Yet forests in many regiorespecially in the tropics, continue to disappear at rapid rate
due to population pressures, subsistence agriculture, unsound and illegal logging pre
large scale development projects, and national policies that distort markets and subs
forest @nversion to other land uses.

22Student sd sentences:

A. The Depart ment of State (2004) reports {
subsistence agriculture, unsound and illegal logging practices, large scale development p
andnd i onal ©policies that distort markets

B. The Department of State (2004) reports that forests in many regions, especially in the troj
continue di sappearing at f a sidtence agticelwre,dnsaur
and illegal logging practices, large scale development projects, and national policies that
mar kets and subsidize forest conversion

C. As the Department of State (2004) reported, various factors loottitio the increasing
destruction of forests throughout the world, particularly in tropical areas.

Plagiarism: 1Ano quotation marks and reburce namglB-no quotation mark; 180 quotation marks, and
not enouglchanges?2B first part of sentence is ciggl without quotation marks
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Avoiding Plagiarism

Avoiding plagiarism is not difficult, but it does taketime. We 6 | | return to the topi
avoiding plagiarism after discussing the skills necessary to do so.

CITING THE SOURCE

To cite a source means to name the source where you found something. When you use
something from a source in your paper, you must cite the source by writing an in-text
citation. Because the information (or idea, graph, data, opinion, words, logic, etc.) is
not yours, you must tell the reader who it belongs to and where it came from. The
reader may also want to learn more about your topic, so every source you use in your
paper will be put on your reference list.

In general,anin-t ext <citation includes the @aartohordés | ast nan
publication. It is placed immediately after information from the source.

This is information from the source (Malley, 200Bhis is not.

If you use the author's name in your text, the in-text citation only includes the year and
comes after the author's name.

Marketing professor John Malley (2005) gave this information.

There are, however, a lot of other possibilities depending on the author and type of
source, so you will need to use the reference list guide (p. 30) and in-text citation guide
(p. 58) to learn how to cite correctly.

What Not to Cite
There are two things that you do not need to cite, even if you did find them in a source.

¢ Your own thoughts and opinions
If you already had an opinion and found a source that re-states it, you do not need
to cite the source, as the opinion originated from your own mind. (However, if you
use the evidence, reasoning, or logic that the author uses to support the opinion,
then you will need to cite the source.)

e ACommon knowbedge
This is something an educated person should know OR could easily find out.
Something that is found in many of your sources is common knowledge in your field
and does not need to be cited. (However, if you are unsure whether something could
be considered fAicommon k ardwiteetd)ge, 06 be safe

TO CITE OR NOT TO CITE?
I. For which of these statements do you need to ciéesource?
Vienna is the capital of Austria. [you read this ibaoK
Capital punishment is wrong. [you think tlisd you saw it on a web pdge
45% of brown dogbave fleas. [you learned this from the TV news]
. Abraham Lincoln was the T6resident of the United States [ymmember this

Lincoln had two pairs of eyeglasses, a pocketknife, and a wallet in his pockets when he
killed. [youread this in a biograph

F. CuU tuition will go up by 7% next year. [you learned this in an interview with the dean]
G. CU is expensive compared to Slovak state universities. [you think this]
H. When elephants see blue, their heart rate increases [you read this somewhere last year

mooo >

Cite C, E, F, Hi you found this information somewhekBID it's not commonly known. Don't cite Ajjzommon
knowl edge: even if you didnét know it , 7Tyocuwnopimoo.ul d e
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CITATION OR NO CITATION?
For which of these statements about Golden Retrievers do you need anté@xt citation?
Golden Retrievers are dogs.
Dr. Scooby found that Retrievers hear better than other dogs.
ifiRetrievers are |ieg¢gal puampoiseast &@s sfaord Sea@itng
Golden Retrievers ai@le to perform a variety of tasks.

Golden Retrievers have worked eoieone with prisoners at Folsom Prison in a rehabilitation
program to make prisoners more responsible and caring.

F. Golden Retrievers finished first in an intelligence test comparinfféreit breeds.

moowy

In-text citation (remember, you need author AND date) for B, C, E, and F. All of these contain specific
information that you found somewhere. Ndért citation for A’ common knowledge. No-taxt citation for D
T general statement.

NAMI NG THE AUTHOR/SPEAKE R

When you use material from a source, you should name the author of the source, or the

person who said the quotation (if itds not the author
presentations, or the audience will not know that the information/ideas came from a

source. In writing, the audience knows about the source because of the in-text citation;

however, most readers skip over parentheses.

Introducing the Author/Speaker

Introducing the author/speaker adds more credibility to the source mat e rAbrarhs. A
said, €0 is not enough. Abrdnis ist-ima hia whbie diographyy bud
just a short phrase that lets the audience know why Abrams is a good source.

Abrams the CEO of a multinational paper compasgidé

Dr. Abramsfrom StanfordBusinessSchoolsaidg

SusanAbrams a financial analyst with 20 years of experiersagd,é

Accounting professoBusamAbramssaid,é

Verbs and Phrases

Donét bore your audience by wusing the samee pattern agd
source material. Here are some verbs and phrases to try. All of these verbs have a bit
di fferent meanings; you candét use them as synonyms of
what a verb means, look it up in a dictionary before you use it.
e Author + Verb + That + Sentence. or As + Author + Verb, Sentence.

Animal psychologisfohnson demonstrated that dogs cry from grief.

As Johnsomemonstrated, dogs cry from grief.

A admit A agree A argue A assert A assume A believe A claim

A conclude A demonstrate A deny A determine A discover A doubt A emphasize
A explain A find Aindicate A maintain A note A observe A point out
A prove A report A say A show A state A suggest A think

¢ Author + Verb + Somebody/Something + As + Noun/Adjective
In his Science Journadrticle,Johnson described dogstasmanlike creatures
Hepreseh ed dogs 6 br adevelopedenotibnalcenterg. we | |
A characterize Adefine Adescribe Aevaluate Aidentify Apresent A view

¢ Author + Verb + Noun
Johnsona Dog Brain Center researchéri scussed dogsé | ove for the
After 5 years of research, Jolemsidentified five types of canine love.
A describe A discuss A explore A find A identify A include A name
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¢ Prepositional Phrases
Int he words of Dan Johnson from the Dog Brain

Ain Aut hcAintheopinion Ain Aut h A inthe wordsof A according to
view of Author, words, Author, Author,

WHEN TO QUOTE, PARAPHRASE, OR SUMMARIZE

When using your research in your writing and speaking, you will choose one of these
methods:

Quote: use the exact words of the source. Do this when the author's words are strong,
perfect, memorable, and unique. There is no way you could write or say it better to fit
your work. This happens rarely!

Paraphrase: restate the source material in your own, completely different, way. Do this
when you want to use specific ideas or details, but you can write or say them better or
just as well in your own way.

Summarize: restate only the main ideas in your own words. Do this when you only
want to include the main idea of a passage or source, not the details.

Of the three, you will paraphrase and summarize the most. Using your own words saves
space and allows you to connect your thoughts to the source material more easily.

QUOTING

Touse the exact words from a source, you must use fAqu
they are not your own words.

If you are giving a presentation, you cannot write quotation marks, which is why it is
essential to name the source as you speak and make it clear that the words are a quotation.

Because the goal of your assignments is to discuss what you think about what you learned,

your audience is not interested in a | ot of quotations
exact words, we would just go read the source. A paper or presentation with too many

quotations, especially long quotations, creates the following problems: your argument loses

its impact as it is hard to sustain among all the quotations, your credibility is weakened

because it seems that you have nothing to say, and your writing or speaking style is

di srupted by other peogpYRUSHOULD HAVE FEWhQUOTATIONS IN

YOUR WORK!

Only Use a Quotation If

¢ The source says something so perfectly that you could never write or say it in a
better way to fit your needs OR

¢ You want the audience to know exactly what the source said so that you can directly
respond to the words or tone of the author.

Never Use a Quotation If

e« The quotation is just a regular sentence, with no special, strong words.

e YOou can write the authordéds words just as well in yo
o The quotation just repeats what you have already said. It should add something new.

e Youbre just being | azy.

« You need to fill a page.

e YoulbOre writing a t hesénkncetondorcmdingsentancepbecause
these should be your own idea, not someone el seds) .



SHOULD YOU QUOTE THESE WORDS from the Slovak Spectatdrin your paper?

1. As of October 1, the minimum monthly wage in Slovakia is set at Sk 6,080 and the price of]
hour labor cannot sink under Sk 35.

2. iThis nonsense is born in minafs wiffecd ed

3. With the arrival of the first Miki8 @zurinda cabinet, Slovakia gradually began to regain the
and respect of its western partners, and
countryoés i nviNAEOtanddhe EU.t o j oi n bot h

4. Satinskwi | I al ways be remembered as a cl own

uncrowned king of humor and a noltended man.

5. Just 10 years after the fall of the oppressive regime, as many as 69 percent of salio\vtiet
life was worse than under communism, according to a study done by the US government i
1999. Their view of communism had clearly gotten better over time, as in 1992 only 50 per
voiced that opinion.

1. NO. You could easily write it in yoawn way. 2. YES. The quotation has sarcasm and is unique. 3. NO
What's special about it? 4. YES. (It uses words which you couldn't rewrite to keep the author's tone). 5.

What 6s special about iit? Just f act greptintedwih peonisdiod

How to Write Quotations

e USE SHORT QUOTATIONS!
Use 1-3 sentences or even just a part of a sentence.

one
othly g &
trust
the ¢
a St
N late
cent
NO.
be wri
E X

e Put Aquotation markso around ALL of the sourcebs

« Integrate the quotation into your own sentence.
Start a sentence with your own words and then finish with the quotation, or start

with a quotationand f i ni sh with your own words. Donot

as its own sentence.

death +n—a-short—4 secondsodo (Se

Jane Seeno (2007), a wildlife park ranger,

polite creatures, elephants can actually st@anmuman to death in 4 secoa(s. 4).

¢ Name the speaker to give the quotation more credibility:

o I'f youdre quoting the author, use the author'

Accordi ng t o Replkahttametsse follovidgadoy painfil twisting
road of doom (p. 17).

o If the person who said the quotation is different than the author, name the

speaker. Putthe s o u r caethar in thein-t ext <citation, preceded

Aszool ogi st Dr . Smi t Hooks 20iyehrs olderthan e bhatugliin a n t

iso (as citedp.2dn Ri chards, 2002

o If you skip words in the middle of a quotation, use ellipses (. . .).
Ellipses show that you skipped some words. Do not put ellipses at the beginning or
end of a quotation. Be careful not to change the author's meaning.

Ri char ds (ERphéantgmerarafoliyjng dabng . .. road of dooa(p. 17).
Richards (2002) said thttese trainerf a ¢ e gfpanful tvasting road of dooa(p. 17).

¢ Use [brackets] if you change or add to a quotation.
If you must change a word or grammar to make a quotation fit your grammar or be
more understandable, use [brackets] to show what you have added or changed. Be
careful not to change the author's meaning.

Richards (2002) saidiElephanttamerd ol | ow] a | ong p ai thely did
(p. 17).
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¢ Use correct punctuation and capitalization
The first word of the quotation is wuswually capital:i
usually goes inside the final quotation mark, but not if there is an in-text citation
after it.

Stewart (2008) said, fAiThe paper was wonder ful
According to Stewart (2008), fAThe paper was w
As stated by Stewart (2008), AThe paper was
Stewart (2008) said that Athe paper was wond:¢
Jones agreed that Athe paper was amazingo ( a:

¢ Separate long quotations (over 40 words)
In the rare case when you use a long quotation, it should be a block of text on its
own. Start on a new line and indent the blocki i nch (0.50 #&omthelaff ¢ m)
margin. Do not use quotation marks.

sentence from the paragraph ceEkConsultingCEO Jeffrey Polk (2009) stated,
Consultants are constantly rethinking their ideas. If they latch on to one idea, they lose a
world of opportunities for creative thinking. They become so focused on proving the rightness
of that one solutiorhiat they cannot see that there is still a new world of ideas left to explore.
A flexible and changing mind is actually they to making the right final decisiofpara. 5).

Continue the paragraph here.

PARAPHRASING

Paraphrasing is re-stating the ideasori nf or mati on from an author dfs work i
you do this, you must

¢ Change the vocabul ary of the authorés sentence
¢ Change the word order of the authordés sentence
¢ Change the grammar of the authords sentence

¢ Not change any of the authorés ideas

At first, it will be difficult, but paraphrasing strengthens your papers and presentations
more than quoting because

¢ You can say what the author said in a way which will fit your argument better

¢ You can say what the author said in a way which will fit your speaking or writing style

e You can make the authordés idea easier to understand
e You can say the authorés idea in a more interesting
What stays the same:

Even though paraphrasing is changing the authoro6s wor

words that you cannot change.

¢ Names (Afghanistan, Europe, Balkans, Tony Blair...)

¢ Numbers(seven; 80%; 224,000; 50% (but you could say #fAhalfo)
e Specialized words with no synonyms (heroin, sugar, bus, tongue, keyboard)

In the example paraphrases below, the words that did not change are underlined.
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EXAMPLE PARAPHRASES

Article 1: Central Intelligence Agency. (2004). Saint Kitts and Nevig.Ha CIA world factboak
Retrieved July 20, 2004, from https://www.cia.gov/library/publicationsitbdd-factbook/geos
/sc.html

Sugar was the traditional mainstay of the Saint Kitts economy until the 1970s. Although the crop still

dominates the agricultural sector, activities such as tourism, expmnted manufacturing, and
offshore banking have assumed larger roles in the engnés tourism revenues are now the chief

source of the islands' foreign exchange, a decline in stopover tourist arrivals following the September

11, 2001 terrorist attacks has eroded government finances.

Paraphrase:

As reported by the CIA (2004)efore he 1970s St. Kitts economywas based osugar Now the
economy also depends offshore bankingmanufactured exports, atmurism butsugars still the
mainagriculturalproduct. After the events &eptember 11, 2001he state's financial situatitras
been hurt becaugeurism the biggest contributor to the island's budget, has decreased.

Article 2: Central Intelligence Agency. (n.d.). Southwest Asiddémnoin movement worldwidehap. 3).
Retrieved July 20, 2004, from http://www.cia.gov/cialfmattions/di_products/cncweb/p5.htm

Most Southwest Asian heroin flows overland through Iran and Turkey to Europe via the Balkans. Although

regional conflicts have forced traffickers to modify delivery routes, the Balkans remain the primary
passageway fordaithwest Asian heroin bound for Western Europe. Heroin and opium shipments are

smuggled from Turkey in bonded trucks, buses, or personal vehicles to Western Europe for distribution.

Paraphrase:

According to the CIA (n.d.), the majority béroinfrom Souhwest Asieends up ifEurope Smugglers firs
carry it acrosgranandTurkey. From there, carbusesandtruckstransport théeroinandopiumthrough
theBalkans This ar ea r eonttoWestern Buragddspiteitk goliticalonstaiig i n

How to paraphrase

1. Understand everything in the passage. Look up words in a dictionary if you are
unsure about them i this is important. Read the sentences before and after it as well.

2. Read the sentence(s) a few times.
3. Cover the sentence(s) and write the idea in your own words.
4. Make sure to introduce the author/speaker and cite the source.
5.Check that you didndt use the same vocabul ary, word
structures. Check all three of these things. Be very careful.
6. Check that you kept the same meaning and didn't put your opinion in the paraphrase.
OR
1. Understand everything in the passage. Look up words in a dictionary if you are
unsure about them i this is important. Read the sentences before and after it as well.
2. Rewrite the original by looking at it. Begin differently i change the word order of the
sentence. Change all the words that can be changed. If the original sentence is long,
divide it. If the original sentences are short, combine them.
3. Make sure to introduce the author/speaker and cite the source.
4. Check that you havenét used the same vocabul ary, wo

structures. Very carefully check all three of these things.

5. Check that you kept the same meaning and didn't put your opinion in the paraphrase.
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PARAPHRASE OR PLAGIARISM?

ReadStudentA, B, and C's attempts to paraphrase the following passages and decide if they
paraphrased correctly or plagiarized.

Article: Central Intelligence Agency. (2004). AntarcticaTime CIA world factboakRetrieved July
20, 2004, from hgs://www.cia.goV/library/publications/theorld-factbook/geos/ay.html

1. Source: Not until 1840 was it established that Antarctica was indeed a continent and not just a g
islands. Several exploration "firsts" were achieved in the early 20th ceRtligwing World War 1l, therg
was an upsurge in scientific research on the continent.

Student A:

In 1840, the world finally realized that Antarctica constituted a continent, not just islands. The begir
the last century brought new discoveriegtan continent, and the growth of scientific research came
the Second World War.

Student B

The CIA (2004) reports that in 1840, the world finally realized that Antarctica constituted a conting
just islands. The beginning of the last centugulght new discoveries on the continent, and the grow|
scientific research came after the Second World War.

StudentC:

Until 1840, people thought Antarctica was just a group of islands and not a continent, according tg
(2004). At the beginningf the 20" century, new discoveries were made on the continent, and after
War Il, an upsurge in scientific research occurred on the continent.

roup of

nning of
after

ent, not
th of

the CIA
World

2. Source:A number of countries have set up yeamd research stations on Antarctica. Seven have made

territorial claims, but not all countries recognize these claims. In order to form a legal framework for
activities of nations on the continent, an Antarctic Treaty was negotiated that neither denies nor give
recognition to existing territorial claimsigned in 1959, it entered into force in 1961.

Student A

The CIA (2004) reports that many countries have set ueaiiround research stations on Antarcti
Seven have made claims for territory, but not every country recognizes these claims. & taforior the
activities of countries on the continent, countries negotiated the Antarctic Treaty which does not ¢
recognize these territorial claims. It was signed in 1959 and came into force in 1961.

Student B

According to the CIA (2004), Antatica hosts permanent research stations for several states. E
though 7 countries have even declared part of Antarctica as their own, their demands have no
accepted by other states. The Antarctica Treaty, set up to govern the use of Antarbcedoytries
operating there, was agreed on in 1959 and began working in 1961. The seven states' claims
legitimized nor rejected by the Treaty.

Student C

As the CIA (2004) states, many states have research stations on Antarctica, and sevevstates
even made territorial claims for part of the continent. However, these claims are not recognize
other countries. To form a legal framework for the activities of states on Antarctica, an Antarcti
Treaty was agreed to that neither denies nor gaesgnition to these declarations. Countries sign
the treaty in 1959 and it entered into force in 1961.

1A. Plagiarismi good paraphrase, but no-text citation. 1B. OK. 1C. Plagiarisinlast sentence is copied
without quotation marks. Hext citation should be at the end of all information from the source. 2A. Plagia
T too similar to the original. Not enough has changed. 2B. OK. 2C. Plagiarism. The student just changed

the
bS

ca.

leny nor

ven
t been

are not

d by

ism
words;

it is still too similar to the original. Sorry.

SUMMARIZING

In a summary, you re-state the major opinions or findings of an author in your own way.
You should not include any details. It is also very important not to put your own opinion
in @ summary.
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How to summarize a paragraph/passage

1. Understand what you are reading. If you don't understand it, you can't summarize it
correctly. Look up words that you do not understand.

2. Write down the main ideas of the passage on a separate piece of paper. Use your own
words in these notes. I f you use any omf nalrek sawt hor'

3. Look at your list of ideas, not the author's words, and write your summary of the
main ideas. Do not write any of the supporting details. Remember to introduce the
author.

4. Look at the original to make sure you changed the grammar, vocabulary, and word
order.

5. Make sure that you have not changed the author's meaning and that you have not
added your own opinion/ideas to the summary.

How to summarize an article

You will often be asked to summarize articles in your university work. To do this, you re-state
t he ar maicoideadso that the reader understands the important points of the article
without having to read it. In an article summary, you may summarize, paraphrase, and
quote. You will

« Summarize the main idea of the article
e« Paraphrase the important supporting ideas
« Quote any very significant, strong, amazing words, phrases, or sentences

Obviously, a summary should be much shorter than the article, but the length of your
summary wi l | depend on your instructords assignment.

1. Read the article to find the main ideas. Look for the thesis statement, topic sentences,
and headings. This is not always easy; the thesis statement is not always at the end
of the first paragraph, and the topic sentence is not always the first sentence in a
paragraph. There may be many very short paragraphs which are just details and not
main ideas. Look at the introduction and conclusion as well i the main idea of the
article will probably be in one of these too.

2. Take notes on another piece of paper i write down all the main ideas of the article in
order . I f you write three or more of the authoroés
mar kso around the words.

3. Read the article more carefully now. Understand it (get help from a dictionary).

4. Look back at your list of main ideas and fix them if your understanding of the article
changed.

5. Look at your notes (not the article) and write a summary of the article in your own
words. Your summary, no matter how long it is, should have a beginning, middle,
and end.

o Beginningi Startwithasent ence that includes the authoros f
article, and a summary of the central idea of the article.

In the article AThe Great War , 0o John Smith
mass use of airplanes by civilians. OR

AThe Gr eadrticld\ly dohroSmith (2005), states that World War Il had a huge
impact on the role of airplanes for civilian use. OR

In the view of John Smith (2005), author of
the use of airplanes by civilians.

o Middlei Write all the main ideas of the article, in the order presented in the
article, in your own words. Par aphrase the authordés main ideas
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necessary, quote exciting phrases. Use transitions between main points, and use
the aut hortdshowhisnd eas. Dhoudé details.

First of all, Smith points out that airplanes began to be used to transport troops more
than in the past, which aided the future creation of large passenger planes for
civilians. Longflight technology was also developed durthg war as airplanes

served as longange bombers. Finally, according to Smith, the first mass production
of airplanes occurred during World War 11, and this cheaper production then
continued in civilian companies after the war

o Endi Conclude your summary with the same idea the article ended with.

Thus, Smith argues that the military use and development of airplanes during the
war made the civilian use of airplanes possible.

6. Check your summary for plagiarism. Did you use an in-text citation (once at the
beginning is enough)? Did you use your own words or quotation marks? Did you
present the authordéds main ideas accurately, fairly,
the authorés opinion only, and not your own?

SANDWICHING SOURCE M ATERIAL

Quotes, paraphrases, and summaries will not be effective if they are just lazily tossed
into your papers and presentations. It is important to both introduce your research to
your audience and explain what it means and how it supports your ideas.

In the English academic style, the student does all the work. It is your job to explain
Awhyo and Ahowd to your audience; the audience shoul ¢
understand the connection between your thoughts and the source material.

To use quotes, paraphrases, and summaries effectively, you will need to

« Understand the source completely
Too many students ruin great arguments with sources

« Take only necessary things from sources
Only use information you really need. Do not include irrelevant ideas.

« Make a sandwich
Almost every time you use material from a source, you should put it in a sandwich.
This makes it easier for the reader to digest. A sandwich clarifies where the source
material begins and ends and what it means.

The Sandwich

Think of the source material as the middle of a sandwich. It is meat that needs to be
held in your paper or presentation with bread on both sides. A really good sandwich has:

¢ Your own point which the source will support (top bread)
Write this idea in your own words.

« Introduction to the source material (vegetables)
Name the author/speaker. If nhaming a person, say who he/she is.

« Source material: Quotation, paraphrase, or summary (meat)

« In-text citation (cheese)
Your in-text citation may come near the top of the sandwich if youuset he aut hor 6s
name, or it will come after the source material. It should be clear where the source
material begins and ends.

+ Explanation of the source material (bottom bread)
Explain why/how the source material supports your point or overall thesis. Be specific;
don't generalize. Focus on explaining how the source material has shown that your
idea is valid. Remember, the reader won't understand or see the connection unless
you explain it well.
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« Connection between all the sentences/ideas in the sandwich (sauce)
This last ingredient could go anywhere in the sandwich i wherever a connecting word
(mustard, mayonnaise) is necessary to keep the flow of your writing. Each sentence
should relate to the one before and after it so that the source material is integrated
into your writing, not separate from it.

Frequently Asked Questions about Sandwiching

Q: How long should a sandwich be?

A: As long as necessary. Sometimes it may take a few sentences to introduce or explain
the source material. Sometimes the source information will be so clear that it will require
almost no explanation. Each case is different and must be dealt with individually.

Q: Is each part of the sandwich one sentence?
A: No, definitely not! See the answer above.

Q: Is a sandwich a paragraph?

A: No. It is usually a supporting point of a paragraph. One paragraph may have many
sandwiches in it. (They will, of course, all be logically connected to each other and work
together to prove the topic sentence).

Q: Whatodés the hardest p®g?t of sandwichin

A: Definitely the bottom bread. Sometimes students forget about it completely, and the
sandwich falls apart. Other times, students find it difficult to explain the source material
i they expect the audience to be able to see its significance clearly without help. But
remember, the audience has not spent weeks with the topic, so they need some help.

Q: Should I sandwich source material in my presentations too?

A: Yes. When you are speaking, it is especially important that the audience knows what
comes from a source and what from your own head. Using sandwiches in your speaking
will also provide the explanation that good presentations require. Your slides, however,
dondt need a sandwich. The information on the
(properly cited, of course), which you will introduce and explain with your speaking.

Q: Should I sandwich source material in discussion board postings too?

A: Of course. Wi thout including your own idea
much to the discussion. Other participants are interested in your thoughts, not in
reading source material (if that was all that was important, you could just post a link).

sl ide c

or

EXAMPLE SANDWICH
NOT A SANDWICH (source material is in bold)

Although birds can be endangered by hunmamstruction, the effects of wind turbines on bird
habitatsare minimali Bi r ds often collide with high vo
windows of buildings. They are also killed by cars in the traffic. Birds are seldom bothered by
wind turbines,however 6 (Dani sh Wi nd Peoplaatsgo nédt sesdta i
worry abouthe noiseftat wind turbinesnake.

SANDWICH (source material is in bold)

Although birds can be endangered by human construction, the effects of wind turbines on bird
habitatsare minimalAc cor di ng to the Danish Wi nd Ener
collide with high voltage overhead | ines,

out that Abirds ar e s el dBRirdssdem tolkos havdo awoid tunvineg
unlike other marmade structuresvhich is another environmental factor in favor of wind energy

In the first, the quotation is unconnected and unexplained and the source is not introduced. Th
reader can onl ysing thi&? Whdt dgbsyt mesmyeur tppido Insiead of
explaining, the writer has moved on to the next concern about wind turbimesecongassage

sandwiches the quotation by introducing an idea, connecting it to the quotation, introducing the

speakerand then explaining what the quotation justisa *reprinted with permission

expl

Il tage

a t

gy

on,

AsS s

mast s,

,d
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EXAMPLE BODY PARAGRAPH WITH SANDWICHES (source material is in bold)

Anot her strike against Australi adshodssangar oo

used to kill kangaroo§:he government claims that kangaroos are killed humanely because they
are shot in their heads while sleeping (as cited in Animal Liberation, n.d.J.his is in accordance
with the guidelines from the Code of Practice for thendne Shooting of Kangaroos. However, thj
is not how all kangaroos are actually kilélv e n t he code admits t ha
the shooter aims, some kanga kangawo issshdtbut nato t
killed, then the code sggests the hunter shoot the kangaroo again in the head or the heart, or
pound it on the head to kill it (Department of the Environment, 2003)So not all kangaroos die
painlessly as claimed. In fatche non-profit organization Save The Kangaroo has found

kangaroos shot in the neck, throat, or jaw. It reports that hunters leave dying kangaroos on the

ground for several hours. Hunters also kill some kangaroos while they are eating, not sleeping
because they are more visible then (Cox, 20080, it seems #t some hunters disobey the

government 6s code. I n additi on, the code all ows

Accordingtot he gui del i nes, hunters must search
joeysd heads (ad8)E€iveamdtihmudgaddadr, kadgar oo

t he de
i ndust

meat and fur, the joeys are killed since they cannot live without their mothers. Overall, these methods

provide some evidence of the kangaroo management

Note how all source matr i a | i s surrounded by the write
material means and how it proves the main idea of the paragraph.

r s ow

EXAMPLE DISCUSSION POST WITH SANDWICHES (source material is in bold)

Hi all,
| agree with you, of course,thate s houl dndét dimalesoulse ikkdurmpapdrs. But rmos
of you say that itdos OK t o gtopictivheernr cce rt oi fl etd

true.ldondét think we should trust Wipkadpgheidoiva a
thinking or ideology, or just to play jokes, and so you could go the page just after someone has
there and made radical changes or playpke For examplea student from Ireland posted afake
guotation from a man who just died on Wkipedia, and several newspapers put that quotation
in the mands obi Oovimusly, th¢ jQumalistsdid nd échéclothe.facts with othg
sources, and this just shows that we will have to check everything we find on Wikipedia in ano

A

soure to confirm that itds true. So is it W

However,the New York Timesarticle | read did say that Wikipedia is now going to limit who can
make changes in articles about living people. Anyone can still make changes, but the changeg
wonot apeeartial ¢huntil after one of Wikip
editors has approved the change (Cohen, 20090 Iguess this will help make the articles about
living people more trustworthy, although it depends on the quality and care of tinéeesleditor.
For me, itds probably stil!l n o knoveloan eagill find o
atrustworthy source somewhere else.

Cohen, N. (2009, August 24). Wikipedia to limit changes to articles on p&tleYork Times
Retrieval August 26, 2009, frormttp://www.nytimes.com/2009/08/25/technology/internet

t a

hrant dsa s
t al |

5 been

b
ther
pr t h it

edi abds

make n

[25wikipedia.html
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AVOIDING PLAGIARISM

Now that you have covered how to use source material, we can get back to the topic of
avoiding plagiarism. Most s tgianize, mhutsistakes éntusingnt end t o pl
source material can happen. Here are some tips to help:

« Do not wait until the last minute (or day or week)!
This is it i the BIG RULE. Intentional plagiarism occurs because students do not have
enough time to do their assignments.

« Base your work on your own ideas.
The second BIG RULE. If you focus on your own thoughts, not your sources', you are
more likely to use your own words. Make a basic outline of your ideas before you
begin heavy research and note-taking. Don 6 t & paipér,egive a presentation, or
make a post that just says what your sources think. Include what you think too.

« Use primary sources when possible.
Then you can do your own analysis and not be tempted to copy the analysis and
opinions of secondary sources.

« In your notes and in your drafts, immediately highlight where you have
quoted and/or paraphrased and write the source6 smname.
Students often put whole paragraphs of copied material in their paper, without
quotation marks or a citation, planningtocomeback and fix it |l ateréand |
forget.

« Name the source whose words or ideas you use.
Whet her you are writing or speaking, use the author
readers that the words and/or ideas are not your own.

« Quote, paraphrase, or summarize correctly.
Use quotation marks around any unique words you take from an author.

e« Correctly cite the source.
This includes on PowerPoint slides and discussion board posts. Make sure that ALL
information from the source is covered by a citation, and that your own words and
ideas are clear i remember that one citation at the end of a long post indicates that
the entire post is from a source.

« Keep drafts of your paper.
Do not save your paper in the same file over and over again; usefiSave aso to save
the draft each time you work on it and assign the latest draft a new number. So you
could have infoessay001.doc, infoessay002.doc, infoessay003.doc, etc. This may
help prove that the work is yours. Also keep copies of your drafts in different places
(you never know when your laptop will die).

« When your work is finished, proofread your use of source material.
Compare your quotations, paraphrases and summaries with the original source,
making sure that quotations contain the exact words and that paraphrases and
summaries have been changed enough. And of course, all source material must have
an in-text citation.

¢ Make sure every source cited in your paper is on your reference list, and
every source on your reference list is in your paper.

26



lll. APA Paper Format Guide

The parts of a paper in APA style are the title page, abstract, text, reference list, and
appendices. For all of your written work, you will need a title page and text. If you use
research, you will need a reference list. An abstract and appendices are less common.

To format your paper, you will need to use a variety of tools in Microsoft Word or
another word processing program. Because students use different programs and there
are several ways to format the same thing, this guide will not give detailed steps. You
can learn about these formatting features from the Help tool in your program, in a
computer class, at work, or through experimentation. Becoming familiar with these tools
will be useful not only for your academic papers, but also for creating documents in your
professional life.

However, you can also download the pre-f or matt ed AAPA Format Exampl e Pag
document that comes with this guide and use it as a basis for your paper. J

Basic Format for All Papers:

o Use A4-size paper. Check that your word processing program and computer are set
up for A4 paper, not Letter-size (82 x 11-inch) paper.

e Everything should be double-spaced.

e Use Times New Roman 12-point font for everything.

e All pages should haveone-i nch (106) margins on alntimeterd.es. That
¢ Every page should have a header with the title and page number.

The paper at the end of this guide is an example of APA style. All your papers
should look like this one unless your instructor gives you different guidelines.

TITLE

Every paper needs a good title on its first page (the title page) to hook the reader. When
writing a title, you should

« Identify your specific topic

e Show t he paper(9our thasis praoec@nmendation or other main idea should
be clear from the title)

e Catch the readers' interest (use vivid, specific language)

e« Use no more than 12 words (APA recommendation)

e Avoid abbreviations and useless words

e Use phrases i the title should not be a sentence, and usually not a question

« Capitalize the first words of the title and subtitle, and all other important words

Here are the most common patterns for titles, with examples from students. For each
title, try to identify the syeaeawnofit.i c topic and the stu

General Subject: Specific Focus of Paper
Animal Cloning: A Chance to Save Giant Pandas

Plagiarism: The Easy Answer for Confused Students
Microsoft in Trouble: More Flexibility Required

Name of Topic: Phrase Renaming Topic

The Sun and Oracle Merger: A Clash of Organizational Cultures

Smoking Ban: A Law for a Healthier Society
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Kangaroo Population Management: Murder of Innocents

Dondét Ask, Donét Tell Policy: The Discrimination
Topic and Prepositional Phrase

Keys to the Survival of Record Labels in the Internet Age

Healthy Drug: A Brief View of Coffee without Prejudice

HEADER

The top of every page will contain the first few words of your title (capitalized as in your
title), 5 spaces, and then the page number. It should be written in Times New Roman 12
and aligned right. This is called the header.

First FewWords of Title #

The header is a separate section; it is not part of the text. Do not type the header on
every page (this will ruin your format). Instead, using the Header/Footer tools, you enter
the header section, type the title once, and insert the page number. Your header will
automatically appear on every page with the appropriate page number.

TITLE PAGE

Every paper should begin with a title page. Like all pages, it contains the header (with

page number 1). The title page also includes the title as well as your name, your e-mail

address,t he course number and name, the instructords nam
and the date. This information is necessary for identifying your work when it is uploaded

to the City University of Seattle archives or emailed to your instructor.

The title should be centered on the page, in Times New Roman 12. If the title is long, it
can be written in two lines, double-spaced.

Title of the Paper: Subtitlef the Paper

The identifying information appears in the bottom right corner of the title page. It should
be aligned right, double-spaced, Times New Roman 12, and in the following order:

Sam Student

Student email address

XXX 123 Course Name
Isabellelnstructor
Assignment

Month#, Year

ABSTRACT

Most likely, you can ignore this section. Papers written for publication by the APA must
have an abstract (a summary of the paper). Most of your instructors will not ask for an
abstract. But if they do, here are some directions:

e The abstract appears on a separate page after the title page.

e It will, of course, have the header with the appropriate page number (2).
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¢ Onthe first Iline of the page, center the word fAAbst

e On the next ling, start the summary ofy o ur p akee poinks. Do not indent. It
should be a single block of Times New Roman 12, double-spaced text. The abstract
should have 150-250 words, covering your research topic, questions, methods,
results, analysis, conclusions, and/or the implications of your research.

TEXT

Begin your text on page 2 (or 3 if you have an abstract). Here are the key formatting
issues related to the text of your paper:

e Start the text on the first line of the page.
¢ Each page of text will, of course, have the header with the appropriate page number.

e The text should be straightalong t he | eft margin (fialign |lefto). |
straight along the right margin. Each line should end at its own place; the line
endings on the right should be uneven ( not Ajustifiedo).

¢ There should be no extra spacing between paragraphs. Check to make sure that
ALine Spacingodo is set at fidoubl ed and that fAAftero

¢ The first |ine of every paragraph should be indente
centimeters.

¢ Do not hit 0 eand efadnehKeep thpéng; the text will move to the next
line.

¢ For information on including tables and figures in the text, see Chapter 6.

HEADINGS

Headings are short titles which are used to break up a paper into sections. For most
papers in your coursework, you will not need headings. However, in these cases,
headings are necessary:

¢ Long papers: headings keept h e r e attentien@nd help them follow your ideas.

e Papers with pre-established parts: headings divide the paper into each required part.
An example is a case study.

¢ Papers in which the instructor requires headings.

APA style has a heading system with five heading levels. Section headings use Level 1
format. Sub-section headings use Level 2 format. Sub-sub section headings use Level 3
format, and so on.

Level | Format

1 TNR 12, Centered, Bold Important Words are Capitalized

2 | TNR 12, Left-aligned, Bold, Important Words are Capitalized

3 TNR 12, indented 0. 50, bol d, only f
4 [ TNR 12, indented O0.50, bol d, i ttraperioa.
5 [ TNR 12, indented 0.50, italicized,

So, if you have a paper with 6 sections, those section headings will all follow Level 1
format. If you have sub-sections inside a section, those headings use Level 2 format.

Some things to remember if you use headings:

e Do not use a heading that says fAlntroduction. o0 Ever
beginning of your paper is the Introduction.

¢ You can format each heading individually, but if you are writing a really long paper,
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itds useful to learn how to use Microsoft Wordbs St
each heading level and then simply choose the style you want for your text. The
program can also generate a Table of Contents based on the headings.

o Headings are double-spaced and there is no extra space before or after a heading.

Here is the end of the paragraph from the previous section.
Important Section Heading
Here is the beginning of the first paragraph in this sechiote how everything is
doublespaced and there are no extra spaces. The paragraplil so i ndented as i

el f you do not follow the APA headings system (ask yo
design your own heading system, make sure that it is consistent. All headings of equal
sections must have the exact same format.

REFERENCE LIST

The reference list includes all the sources you used in your paper. More details about creating
the reference list are given in a later section. This section will just discuss the format.

¢ The reference list starts on a new page after the end of your text.

e The reference list has the header with the appropriate page number.

e Type and center the word fiReferencesodo on the first |
e On the next line, start the first source. Each source will start on a separate line.

e The first line of every source should start on the left margin, and the following lines from
thesourceshoul d be indented I inch (0.506 or 1.27cm). Thi

¢ The text should be straight along the leftmar gin (falign Il eftd). |1t shou
straight along the right margin. Each line should end at its own place; the line
endings on the right should be uneven ( not Ajustifiedo).

¢ Each line should be filled as much as possible. If a Web address is too long for one
line, add a space to divide the address before a punctuation mark.

e Thereshouldbeno extra spacing between sources. Check to
Spacingd is set at Adoubled and that AAfterod and AB

APPENDICES

You should include an appendix, or appendices, with your paper if you would like to give
more detailed information about something, but it is too distracting to put it into your main
text. And of course, you should include appendices if the assignment requires them.

¢ Start each appendix on a separate page after the reference list.
e Each appendix should have the header and appropriate page number.

e |If there is only one appendix, center AAppendi x0 on
appendices, the fnidist Aodneands tihAep pneext HAAppendi x Bo ar

e In your text, you should refer to each appendix (if you do not, then there is no need to
have an appendix!). Put the appendices in the order in which you refer to them.

e Like the rest of your paper, the appendix is double-spaced, in Times New Roman 12-point
font, with one-inch margins on all sides.

30



IV. Reference List Guide

The reference list gives information about all of the sources you used in your paper. APA style
has a very exact method for putting source information on the reference list.

All sources used in your paper must be found on the reference list,
and all sources on the reference list must be cited in your paper.

Having a reference list makes your paper look professional and ensures that you have
included the correct and complete information about your sources. This allows your readers
to fully evaluate the quality and depth of your research and to find your sources easily if they
would like more information.

The information about each source on a reference pagei s cal | ed @&hefolloevingr vy .
pages will help you write the entry for each source. Here are the steps to follow:

1. Where did you find the source and which type of source is it? This guide is divided
into 5 parts. Find the appropriate part for your source and use the list to determine which
type of source you have. Each number refers to a form in the following pages.

SOURCES IN PRINT
1. Book
Brochure
Report
Chapter/article in a book
Entry in an encyclopedia/dictionary
Newspaper article
Magazine article
Journal article

SOURCES FOUND ON A CU (OR OTHER) ONLINE DATABASE
9. Book
10. Document (brochure, report, etc.)
11. Chapter/article in a book
12. Newspaper article
13. Magazine article
14. Journal article

PRINT SOURCES DOWNLOADED/DOWNLOADABLE FROM THE WEB (often in PDF or Word)
15. Book
16. Chapter/article in a book
17. Document (report, brochure, etc.)
18. PowerPoint slides

ONLINE SOURCES

19. Web site

20. Periodical articleont he per i odiwebssitedbs own

21. Article on an online-only news media site

22. Periodical article posted on a non-news web site

23. Web page (any text on a single web page)

24. Web page, chapter/section of a larger text

25. Entry in an online encyclopedia/dictionary

26. Entryin a wiki

27. Audio/video file on a web site

28. Audio/video podcast (episode in an audio/visual series) on a web site

29. Video post, on YouTube or similar user-created site

30. Blog post on a blog site

31. Message/comment posted to a newsgroup, forum, discussion group, electronic mailing list,
or another personbds bl og

OTHER SOURCES
32. Song
33. Movie
34. One-time broadcast on television or radio
35. Television or radio series
36. Episode of a television or radio series
37. Computer software or program
38. Personal communication: Personal interview, e-mail, phone call, class lecture

OGNk wWN
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2. Go to the form for your source. Follow the directions, form, and example in the
box to create your reference entry. Find the information about your source and write,
punctuate, italicize, and capitalize it exactly as shown.

3. Look at the examples under each form for more help. The examples show what to
do in different situationsthatdon 6t f ol | ow t h(the kist ah@xbraplek is balow).

4. If youneed morehelp, turn to the fAFrequentl|ly ppsSdeib. Questi on:
5. Put your reference entries in the correct order. See p. 57.

6. Check the formatting of your reference page (see p. 30 and compare your reference
page to the example reference page on p. 67).

LIST OF EXAMPLES

SOURCES IN PRINT

1. Book, in print

1.1  Non-English book

1.2 Book, 2 authors

1.3 Book, 3-7 authors

1.4 Book, organization author

1.5 Book, with editor, no author

1.6 Book, translated into English

2. Brochure, in print

3. Report, in print

3.1 Report, organization author

4, Chapter/article in a book, in print

4.1 Chapter/article in a book, 2-7 authors

4.2 Chapter/article in a book with 2 editors

4.3 Non-English chapter/article in a book

5. Entry in an encyclopedia/dictionary, in print or CD-ROM

5.1 Entry in a multi-volume encyclopedia/dictionary

5.2 Entry in an encyclopedia/dictionary, with no entry author

5.3 Entry in an encyclopedia/dictionary with no editor or entry author
5.4 Entry in a CD-ROM encyclopedia/dictionary

6. Newspaper article, in print

6.1 Newspaper article on more than one page

6.2 Newspaper article, no author

6.3 Non-English newspaper article

6.4 Non-English newspaper article, no author

7. Magazine article, in print

7.1 Magazine article, special format (letter to the editor)

7.2 Magazine article, 2 authors

7.3 Magazine article, no author

7.4 Non-English magazine article

8.  Journal article, in print

8.1 Journal article, 2-7 authors

8.2 Journal article, 8 or more authors

SOURCES FOUND ON A CU (OR OTHER) ONLINE DATABASE

9. Book from a CU (or other) online database

9.1 Book from Google Scholar

10. Document from a CU (or other) online database

10.1 Company profile (Business Source Complete database and Net Advantage database)
10.2 Company report (Mint Global database)

10.3 Business ratios (Key Business Ratios database)

10.4 Country report (Business Source Complete database)

10.5 Stock report (Net Advantage database)

10.6 Statistical data (Global Market Information database)

11.  Chapter/article in a book from a CU (or other) online database
12. Newspaper article from a CU (or other) online database

13. Magazine article from a CU (or other) online database

13.1 Magazine article from a CU (or other) online database, book review
13.2 Magazine article from a CU (or other) online database, no print edition information
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14.  Journal article from a CU (or other) online database

14.1 Journal article abstract from a CU (or other) online database

PRINT SOURCES DOWNLOADED/DOWNLOADABLE FROM THE WEB

15. Book, downloaded from the Web

16. Chapter/article in a book, downloaded

17. Document, downloaded from the Web

17.1 Report, downloaded, organization as author

17.2 Brochure, downloaded, organization as author

17.3 Press release, downloaded, organization as author

17.4 Lecture notes, downloaded

18. PowerPoint slides, downloaded from the Web

ONLINE SOURCES

19. Web site

20. Periodical articleont he periodical 6s own web site
20.1 Periodical articleont he periodical s own web site, no print edition inform
20.2 Journal article abstractont he journal 6s own web site
21.  Article on an online-only news media site

21.1 Article on an online-only news media web site, no author

22. Periodical article posted on a non-news web site

23.  Web page (any document on a single web page)

23.1 Personal web page

23.2 Personal web page, no date

23.3 Web page on an organization web site, organization as author

23.4 Web page, no author

23.5 Non-English web page

23.6 Special document on a web page (press release, fact sheet, brochure)

23.7 Interview transcript on a web page

24.  Web page, chapter/section in a larger document

24.1 Web page, chapter/section in a larger document, organization as author

25. Entry in an online encyclopedia/dictionary

25.1 Entry in an online encyclopedia/dictionary, no editor

25.2 Entry in an online encyclopedia/dictionary, no editor or entry author

26. Entry in a wiki

26.1 Entry in a wiki, no author

27.  Audio/video file on a web site

27.1 Audio/video file on a web site, multiple creators, no date

27.2 Audio/video file on a web site, organization as creator

27.3 Audio/video file on a web site, lecture

27.4 Non-English audio/video file on a web site

28.  Audio/video podcast (episode in an audio/video series) on a web site

28.1 Audio/video podcast, no creator

28.2 Audio/video podcast, organization as creator

28.3 Audio/video podcast, multiple creators

29.  Video post on YouTube or similar user-created site

29.1 Video post, screen name author

29.2 Video post, no author

30. Blog post on a web log (blog) site

31. Message/comment postedtonews group, forum, discussion group, electronic mai
31.1 Message posted to an electronic mailing list

31,2 Comment posted to another personds blog

0
6}

OTHER SOURCES

32. Song

32.1 Song, same singer/songwriter
33. Movie

33.1 Movie, no director

33.2 Movie, multiple producers and director

33.3 Non-English movie

34. One-time broadcast on television or radio

35.  Television or radio series

36. Episode of a television or radio series

37. Computer software or program

38. Personal communication: interview, e-mail, phone call, class lecture
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SOURCES IN PRINT
1.BOOK, in print

Form 1: Book

Author: a person (lastname,first initials) or an organization (corporation, agency, foundation, institute, etc.)

Date: publication year. Usg(n.d.) if there is no date.

Title: Italicize it. O nly capitalize the first words of the title and subtitle.

Edition number: Includeit if there is one (# ed.).

City of publisher: Include the city and country. For US cities, include the city and state abbreviation

Publisher: Donotincludea ddi t i onal i nf or mat i olfthelauthtrésthéidameashe® or |[ACompan
publisherrwr i t e AAut hor dsawatmee publisher

Author, A. A. Daté. Title of book:Subtitle todq#ed).Ci t y of publisher: Pulpblishe

Leki, 1. (1998).Academic writing: Exploring processes and strate(jl@g ed.). Cambridge: Cambridge

University Press

(1.1) Non-English book Follow Form 1, with title in the original language followed by a franslation].

Hlatky, J., & Mati, P. (19942 6 0 zauj 2 mavost2 Tren|lianskeho regi

Tren|2nPRegSanly, Slovakia: Turista.

(1.2) Book, 2 authors Follow Form 1, but list both authors Separatewitha c omma and &9 .

Toma, P. A., & Gorman, R. F. (199I)ternational relations: Understanding global issuBacific Grove,

CA: Brooks/Cole Publishing.

(1.3) Book, 3-7 authors Follow Form 1, but list all authors. Separate withc o mmas and &6 before | ast.

Pandya, M., Singh, H., Mittelstaedt, R. E., & Clemons, E. (R00®wledge @ Wharton: On building

corporate valueHoboken, NJ: John Wiley & Sons.

(1.4) Book, organization author Uset h e o r g afuliname, tapitalined and follow Form 1.

United Nations Development Program. (199He shrinking state: Governance and human development in

Eastern Europe and the Commonwealth of Independent. $tatesyork NY: Author.

(1.5) Book, with editor, no author
Follow Form 1, with editor as Author followed by (Ed.). Write multiple editors like multiple authors, with (Eds).

Bennis, W. (Ed.). (1992).eaders on leadership: Interviews with top executBeston MA: Harvard

Business School Press.

(1.6) Book, translatedinto English
Follow Form 1, starting with theb o o kulhsrandt h e t r a mpublicaionidaten After the English
title, put the (translator's name, Trans) The publication date of the original goes at tie end.

Meroy, T. (1959)Thirteen days that shook the Kremlin: Imre Nagy and the Hungarian Revdhtion

Katzander, Trans.). New YarklY: Frederick A. PraegefOriginal work published 1958)
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2. BROCHURE (booklet, pamphlet), in print

Form 2: Brochure
Follow Form 1 and its examplesbut add [Brochure] after the title.

Author, A. A. Daté. Title of brochureSubtitle tod# ed.)[Brochure]. City of pubkher Published same.
European Commission. (199&romoting a social Europgrochure]. Luxemburg: Official Publications

of the European Communities.

3. REPORT, in print

Form 3: Report

Follow Form 1 and its examples but add (identifying name/number)after the title if possible.
Author, A. A. Date. Title of report:Subtitle todreport#). Gty of publisher Published same.
Moghadam, R. (2005).urkey at the crossroads: From crisis resolution to EU accegButih Occasional

Paper 242). Washington, DC: International Monetary Fund.

(3.1) Report, organization author Do not abbreviate theorganizationd s n a me .

Ministry of Health. (2006)Problem gambling intervention services in New Zealand: 2005 service

user statisticgMonitoring Report No. 8). Wellington, N.Z.: Author.
Tesco. (2008Maore than the weekly shop: Tesco annual report anddiahstatements 2008heshunt,

England: Author.

4. CHAPTER/ARTICLE IN A BOOXK, in print

Follow this form if you use a chapter/ aksticl e

Form 4: Chapter/article in a book

Author: chapter/article author (last name, first initial). Date: year of publication.

Chapter title: Only capitalize the frst word of the title and subtitle.

Editor: Write the booke d i tfirstrindiad and last name. Use Ed. for one editor andeds. for multiple editors.
Book title: Italicize it. Only capitalize the first words of the title and subtitle.

Edition number: Include it if there is one. Page numbers Write the pages for the chapter/article.

Author, A. A.(Date. Title of chapter. In E. E. Editor (Ed]Jjitle of book:Subtitle tod# ed.,pp. ##). City
of publisher: Publisherés name.
Vujovic, S. (2000). An uneasy view of the city. In N. Popov (Ethg road to war in Serbigp.

23-145). BudapestHungay: Central European University Press.

(4.1) Chapter/article in a book, 27 authors

Follow Form 4 but list all authors. Separatd he names wi t h& oc chretiiedssteames e i,

Mabhler, C., Mihr, A., & Toivanen, R. (2006). Teaching human righturope and its role for
minority movements. In M. Brosig (Edhluman rights in Europe: A fragmented regime?

(pp. 169183). Frankfurt am MainGermany Peter Lang.
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(4.2) Chapter/article in a book with 2 editors Follow Form 4 with both editors (Eds.). Sepa at e wi t h A &9

Zak, S. (1991). Ethics and animals. In M. Baird & S. Rosenbaum)(Basmal experimentation

(pp. 2330). New York NY: Prometheus Books.

(4.3) Non-English chapter/article in a book Follow Form 4 and add [translation] of chapter title.

L &k, P.(2006).Teoretické aspekty regionalizmu [Theoretical aspects of regionalism]. In M.
Gorl ov § StESle dn 2 evibpskadinpegracép. 180193). Brng Czech Republic

Masarykova univerzita.

5. ENTRY IN AN ENCYCLOPEDIA/DICTIONARY, in print or CD-ROM

Form 5: Entry in an encyclopedia/dictionary

Follow Form 4 and its examples, butmclude the volume number (Vol. #) of the encyclopedia if there is
more than one book in the set.

Author, A. A. (Date). Title of entry. In E. E. Editor (EdT)tle ofreference work: Subtitle toa@/ol. #,
pp.##) . City of publisher: Publ i sher 6s | name.
Chen, SL. C. (2003). Data mining. In S. Jones (E&hcyclopedia of new media: An essential
reference to communication and technol@gy. 122123). Thousand Oaks, CAa§e

Publications.

(5.1) Entry in a multi -volume encyclopediddictionary Ad d f#s.o | .

Nicol, C. (2001). Lithuania. In M. Ember & C. R. Ember (Ed€9untries and their culture@/ol. 3,

pp. 13041315). New YorkNY: MacMillan Reference USA.

(5.2) Entry in_an encyclopedia/dictionary, with no entry author Start with entry title; then useForm 5.

Geluk. (1997). In J. Bowker (Ed-Jhe Oxford dictionary of world religion@p. 369370). Oxford,

England Oxford University Press.

(5.3) Entry in an encyclopedia/dictionary with no editor or entry author
Start with the entry title, skip the editor information, and follow Form 5.

Digestion. (1987). IWe b st er 6 s ni nt h n w543 Ppringfieldy MAa Megriamd i ct i on a

Webster.

(5.4) Entry in a CD-ROM encyclopedia/dictionary
Add[CD-ROM] after t he titleeThererwdl becnevolunte mkmbes or page numbers.

Wallechinsky, D. (2004). Olympic games.Hmcyclopedia encartfCD ROM]. Redmond, WA:

Microsoft.
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6-8. PERIODICAL ARTICLE, in print

A periodical is alocument which is published regularly (periodically). Newspapers are usually daily and for
general audiences, magazines usually weekly or monthly for general or professional audiences, and journals
are usudy published a few times a year for a more academic audience.

Form 6: Newspaper aticle

Author: Last name, thenfirst initials. The author could also be a newservice,but the newspaper is nothe author.
Date: Include the entire publication date.

Arti cle title: Only capitalize the first words of thea r t i tittelared Subtitle.

NewspaperCapi t ali ze and italicize the newspaper6s najme.
Page numbersU s e td ipdicaie the page number of the article n d i thepadicle is on more than one page

Author, A. A. (Year, Month day]litle of article: Subtitidgoo. Newspaper Name Capitalizea #.

Neff, C. B. (1993, A uepstBontier®/ashington PBsp.&%.i ads bqoming

(6.1) Newspaper article on more than one pag€ollow Form 6 and write all page numbers using pp

Bernstein, R. (2003, October 9). In Austria, cheers for a nativénsemational Herald Tribungpp. 1, 6.

(6.2) Newspaper article,no author Start with thetitle and follow Form6.Dondt st art whamdl t he newsp

Slovaks distrustful of politicians. (2003, Septembe2%ober 5)The Slovak Spectatq. 6.

(6.3) Non-English newspaper article Follow Form 6, but translate the [Article title].

Sedl al i kovg§, 1. (2003, October 7). Svidosppdakkede R sr d

Noviny; p. 6.

(6.4) Non-English newspaper article, no author Start with title and [translation], and follow Form 6.

Prezident zasa kritizuje premiéra [TReesident has criticized the Prime Minister again]. (2002,

January 7)Praca,pp. 23.

Form 7: Magazine aticle

Author: Last name, thenfirst initials. The magazineis neverconsidered the author.
Date: Include the entire publication date.

Atrtic le title: Only capitalize the first words of thea r t i titelare Subtitle.
Magazine: Capitalize and italicize the magaziné same. Write the volume number initalics Do not wr it e f Vol .
Page numbersWrite the page numbers of the article. Donots e .0 @r fApp. O

Author, A. A. (Year, Month day). Title of article: Subtiteo. Magazine Name Capiiakd, volume numbef
italicized ##.

QunnfJudge, P. (2003, October 6). TNme 1628845.0ut ?l Chech

(7.1) Magazire article, special format
Use for Letter to the Editor, Book Review Special Reports etc. Follow Form 7 and write the [format] after title.

Boot, M. (2003, September 20). Putting the boot in [Letter to the edit@]Economist, 368.9.

(7.2 Magazine article,two authors Follow Form7butli st bot h aut hors. Separate with @

Bennett, B., & Ware, M. (2003, December 15). Life behind enemy Tiimag, 16222-29.
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(7.3) Magazine article,no author Start with the title and follow Form 7. Do notstart with the magazine name.

Mexico and the United States: Storm in a tequila bottle. (2003, SeptembEn8conomist, 36%3.

(7.4) NontEnglish magazine artice Follow Form 7, with the nonEnglish title followed by a [translatior].

Hanus, M., &_ o b e JEo(20@9, June 22Rok s Mikogov reformolfA year wi t h [Mi kol aj 0 ¢

T g d@2830,

Form 8: Journal article

Author: Last name, thenfirst initials. The journal is neverconsidered the author.

Date: Only the year is necessary, but ifhere is no issue number, use the entire date.

Article title: Only capitalize the first words of thea r t i tittelared Gubtitle.

Journal: Capitalize and italicizet h e j onameite thessolume number in italics, followed by the issue
number in parentheses

PagenumbersDo not use fipp. othefpage nupbergathearticleu st wr i t e

Author, A. A. (Year)Title of article: Subtitldoo. Jowrnal NameCapitalized, volume numk@sue
number) #HH-#.
Fredrick, T. A. (2008). Facilitatinggfter teamwork: Analyzing the challenges and strategies of classfoom

based collaboratio®Business Communication Quarterly(Z)] 439455.

(8.1) Journal article, 2-7 authors Follow Form 8, listinga | |  aut hors. Sepaat dewiorle ¢ @ammas

Bono, J. E., Purvanova, R. K., Towler, A. J., & Peterson, D. B. (2009). A survey of executive coaching

practicesPersonnel Psychology: A Journal of Applied Researd2)6261-404.

(8.2) Journal article, 8 or more authors
Follow Form 8, but list first 6 authors, t hen an el |l i psis (€é) and the |l ast aut hc

Spector, P. E. , Al l en, T. D. , Poel mans, S. A . Y.,
é Wi d e Bazyl, Ml (2007. Crossnational differences in relationships of work demands, job
satigaction, and turnover intentions with wefidmily conflict. Personnel Psychology: A Journal of

Applied Researci((4), 805836
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SOURCES FOUND ON A @J (OR OTHER) ONLINE DATABASE

9. BOOK, from a CU (or other) online database

Form 9: Book from a CU (a other) online database

Follow Form 1 and its examples, but publisher information is not necessary
Add a retrieval statement with the name of the database where you found the book.

Author, A. A. Date. Title of book:Subtitle toq# ed). Retrieved fromXYZ database.
Kraines, G. (2001Accountability leadership: How to strengthen productivity through sound managerial

leadership Retrieved from NetLibrarglatabase.

(9.1) Book from Google Scholar Follow Form 9, treating Google Scholar as a dataise

Kumar, R., & Sharma, V. (2005\uditing principles and practicefRetrieved fronGoogle Scholar

database.

10. DOCUMENT (brochure, report), from a CU (or other) online database

The CU online databases mostly contain periodical (newspaper, magadjoeraal) articles; however,
there are also brochures, reports, and othepadadical documentsiere is how to write the reference
entries for the most common documents you will use.

Form 10: Document froma CU (or other) online database

Author: a person (last namefirst initials) or an organization (corporation, agency, foundation, institute, etc.)
Date: Write the completepublication datei as much as is available

Title: Italicize the document title, only capitalize the first word, &d put [ty pe of document] after itif you know it.
Retrieval statement:Add a retrieval statement with the name of the database used.

Author, A. A. (Year, Month Day)Title of documerijtype of document]. Retrieved from XYZ database.
Euromonitor. (2009, July 12eeri Czech Republigeport]. Retrieved from Global Market Information

database.

(10.1)Company profile (Business Source Complete dabase and NetAdvantage database

Datamonitor. (2008, October 1Rjaersk Logisticgcompany profile]. Retrieved from Buss Source
Complete database.
Standar d & P oo PepsCo. Infj@pary profild].uRketyeved froin NetAdvantage

database.

(10.2 Company report (Mint Global database)

Mint Global. (2009)Oracle CorpJcompany report]. Retrieved from Minti@al database.

(10.3)Business ratios Key BusinesdRatios database)

Dun & Bradstreet. (2009Key business ratios for SIC 13&&trieved from Key Business Ratios database.
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(10.4 Country report (B usiness Source Complete database

Global Insight. (2009January)Angola country monitdicountry report]. Retrieved from Business Source

Complete database.

(10.5) Sock report (Net Advantage database)

Standar d & P oo Mibresoft Cérfdstodk geport] Ratlieyed fom NetAdvantage database.

(10.6 Statistical data (Global Market Information database)
Give information about the type of statistics in the title, and put the form of the data [graph, chart, table, etc.] after
the title.

Euromonitor. (2009)Eastern Europe, alcoholic drinks: Markgtes, historigtablg. Retrieved from
Global Market Information database.
Euromonitor. (2009)astern Europe, inflation: Historic% growth[graph]. Retrieved from Global

Market Information database.

11. CHAPTER/ARTICLE IN BOOK , from a CU (or other) online database

Form 11: Chapter/article in book, from a CU (or other) online database

Follow Form 4 and its examples, but publisher information is not necessary.
Add a retrieval statement with the name of the database where you found theok chapter/article.

Author, A. A. (Date). Title of chapter. In E. E. Editor (Edi}le of book: Subtitle to@# ed., pp. #).
Retrieved from XYZ database

Raz, A., Wiseman, H., & Sharabany, R. (20Gtye love a chance: Difficulties of young adults in
establishig longterm romantic relationships. In R. Josselson, A. Lieblich, & D. McAdams (Egs.),
The meaning of others: Narrative studies of relationsfips237#253). Retrieved from

PsycBookslatabase.

12-14. PERIODICAL ART ICLE, from a CU (or other) online database

Here is how to cite newspaper, magazine, and journal aftmte®nline databasem your reference list.

Form 12: Newspaper article froma CU (or other) online database
Follow Form 6 and its examples and adda retrieval statementwith the name of the databaseised

Author, A. A. (Year, Month day Title of article: Subtitle todNewspapeNameCapitalized p. #of print
version. Retrieved from XYZ database.
Szabo, L. (2008, July 2). Neegdeked newborns in need of pain relldSA Todayp. 6D.Retrieved from

Academic Search Premier database.
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Form 13. Magazineatrticle from a CU (or other) online database
Follow Form 7 and its examples andadd a retrieval statementwith the name of the databaseised

Author, A. A. (Year, Month dgy Title of article: Subtitle tooMagazineNameCapitalized volume numbg
italicized, ####. Retrieved from XYZ database.
Prosnitz, H. (2009, June 15). Student fashion trefsy/Navy Store & Outdoor Merchandiser, @4-25.

Retrieved from ProQuest ABI/INFORM dde and Industry database.

(13.1) M agazine article from aCU (or other) online database, book review
Add [Review of the booKTitle of bool after the article title.

Manafy, M. (2007, September). Misc. Rdview of the booEverything is miscellaneoush@& power of

the new digital disordérEContent, 305. Retrieved from Computer Source database.

(13.2) Magazine article from aCU (or other) online database no print edition information

I f you candt find infor mat i oagerumker)thendkipittpri nt editi on

Smith, T. W. (2009, April 23). Computers: Hardweget andar d & Poor.®Retrieved dustry

from NetAdvantage database.

Form 14: Journal article from a CU (or other) online database
Follow Form 8 and its examplesand add a retrieval statement with the name of the database used.

Author, A. A. (Yea). Title of article: Subtitle toalournalNameCapitalized yolume numbgissue
number) ####. Retrieved from XYZ database.
Harlow, H. F. (2008 The monkey as a psychologl subjectintegrative Psychological and Behavioral

Scienced2(4), 336347.Retrieved fromAcademic Search Premigatabase.

(14.1) Journal article abstract from a CU (or other) online databaseFollow Form 14 but add [Abstract].

Boyne, G. A., & Meig, K. J. (2009). Environmental change, human resources, and organizational
turnaroundJournal of Management Studies(3); 835863 [Abstract]. Retrieved from Wiley

Interscience Database.
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PRINT SOURCES DOWNLOADED FROM THE WEB

These ar@rint sourceshich you find on the Internet. They candmvnloaded, usually as PDF or Word
documentsinstead of the publisher information, include the name of the Web site publisher.

15.BOOK, downloaded from the Web

Form 15: Book, downloadedfrom the web

Follow Form 1 and its examples, but publisher information is not necessary.
Add a retrieval statement with thename of the organization whose site you found the book on (if the organizatior

not named already as the author) and theomplete web address where you fou the book.
If the address is too long, divide ibeforea punctuation mark.

Author, A. A. Date. Title of book:Subtitle tog# ed). Retrieved fronOrganization Web site:
http://address
Hass, E. (19445ocialism answers ariemitismRetrievedfomthe Socialist Labor Party of America

Web sitehttp://mww.slp.org/pdf/others/antisemitism_hass.pdf

16.CHAPTER/ARTICLE IN BOOK, downloaded from the Web

is

Form 16: Chapter/article in book, downloaded from the Web

Follow Form 4 and its examples, but pubher information is not necessary.
Add aretrieval statementwi t h t he name of the organization who{

named as the author) and the complete addresghere you found the chapter/article.
If the address is t@ long, divide itbeforea punctuation mark.

Author, A. A. Date. Title of chapter. In E. E. Editor (Edjitle of book:Subtitle tod# ed. pp. ##).
Retrieved fronOrganization Web sitdtttp://address

White, H. (2009). The gestrategic implicatons f Chi nads growth. | n R.
(Eds)Chi nads new place in a world in crisi
dimensiongpp. 89102).Retrieved frorthe Australian National University E Press Web site:

http://epress.anedu.au/china_new_place/pdf/ch05.pdf

e site

Gar na

S : Ecc

17. DOCUMENT , downloaded fromthe Web

Form 17: Documentdownloadedfrom the Web

Author: a person (last name, firstinitials) or an organization (corporation, agency, foundation, institute, etg

Date: Write the complet publication datei as much as is available.

Title: ltalicize the title and capitalize only the first word. Include any edition number or identifying number andput
[type of document] after it if necessary.

Retrieval statement: Add a retrieval statementvith the name of the organization whose site you found the
d o ¢ u me n t s notalreafyindmed aghé author) and the complete address where you found the document,

Author, A. A. (Date)Title ofdocumentSubtitle tod# ed.)(report #)[type of doament. City of publisher
ifknown. Publ i sifkrewndRetrieded fnoeOrganization Web siténttp://address

Kalin, M.Y. (2005, March 18)The implications of EU admittance of Turkey on Turgshrelations
and TurkishU.S. relationgresearch pract]. RetrievedJuly 1, 2009 fromU.S. Army War

College Web sitehttp:/Avww.strategicstudiesinstitute.army.mil/pdffiles/ksil42.pdf
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http://www.strategicstudiesinstitute.army.mil/pdffiles/ksil42.pdf

17.1 Report, downloaded, organization aguthor
No organization in retrieval astheatttomNe fiype obdecuraentpie i t 0
necessary because itds clear that these are report

s al
S .

Amnesty International. (2009, Januargmpty promises on Darfur: International comntyrfails to
deliver(AFR 54/001/2009). Retrieved from http://www.amnestyusa.org/pdf
/Empty_Promises.pdf

Google. (2008)Google annual report 200Retrieved from http://Amwwinvestorgooglecom/pdf
/2007 _google annual reportpdf

U.S. Government Accountaityl Office. (2009, March 1Y International trade: Effective export programs
can help in achieving U.S. economic gd@isblication NoGAO-09-480T). Retrieved from

http://Amww.gao.gov/new.items/d09480t. pdf

17.2 Brochure, downloaded, organization as author
No organization i n r edalreatymamedastheaatioe ment because itds

Common Good. (2005An urgent call for special health couftsochure]. Retrieved from

http://commongood.org/assets/attachments/130.pdf

17.3Press release, downloaded, ganization as author
No organization i n r edalreadymamedastheaatioe ment because itds

Oracle. (2009, July 23Dr acl e host s ¢ Or aeddcaional webdasPiadle Fiisiomr i nv e st i
Middleware 11dpress release]. Retrieved frdmtp://mww.oracle.com/corporate

f/investor relationgcollateral/educationalebcaspressrelease.pdf

17.4 Lecture notesdownloaded

Sherrill, C. D. (2001, January 23 brief review of elementary quantum chemiéigture notes.
Retrieved fronThe Sherril Group, Georgia Institute of Technology Web ditityp://vergil

.chemistry.gatech.edu/notes/quantrev/quantrev.pdf

18. POWERPOINT SLIDES, downloaded from the Web

Form 18: PowerPoint slides, downloaded from the Web
Follow Form 17, but use [PowerPoint slides] after the title.

Author, A. A. (Date) Title of slide shofPowerPoint slides]. Retrieved from Organization Web site:
http://address

Gross, I. (2008 Risk management and the role of the Audit ComnfiRtaeerPoint slides]. Raéved from
the Higher Education Funding Council for England Web witey.hefce.ac.uk/Finance/assurance

/guide/riskman.ppt
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ONLINE SOURCES (SOURCES ON THE WEB

19. WEB SITE

A web site is collection of related web pages. Various entities publish welnsltgding individuals,

businesses (.com), news medmm) governments (.gov), neprofit organizations (.org), and

schools/universities (.edu). Itis important to knokich type of site you areusing,o eval uat e t he
purposetp inform, influence,or sell), to verify the legitimacyand authorityof the entityandto check the

sourcesand currencyf its information

To cite an entire web site, you do not put it on the reference list. Instead, you discuss the web
site and give its home addresi® your paper. For example,

The WebMD web site provides-orepth and upo-date information about common
illnesses and diseases (http://www.webmd.com).

If you take information and ideas from a specific page on a web site, then you will cite that page on
your reference list. See all the examples below.

20-22. PERIODICAL/NEWS ARTICLE, on a Web Site

A web page could be a periodical/news article. These articles are generally found on news media web
sitesiei t her the periodi cal 6 sm)oramonliwenty nesvs mediawetvww. ne w
site (CNN, BBC). News media web sit@ovide current information; it could be geneunpito-the-

minutenews or more specialized research in a figldke sure the news source is legitimate. Some sites

allow any user tpost an articlé these sites should not be used for academic research.

Form 20: Periodical articleont he per i odi cal 6s own web site

Follow Forms68 and t heir exampl es, and add a retrieval st at eme

Because you wilbften not be able tofindthep r i nt  gotling, isseenodpage numbersnline, online
newspaper, magazine, and journal articles often look the same on the reference list.

If the address is too long for one line, divide ibefore a punctuation mark.

Author, A. A. (Date). Title of article: Subtitle toBeriodicalName Capitalized, volume number if available
(issue numbeif available, page numberi§ available Retrieved from http://address

Gent, J. F., Triche, E. W., Holford, T. R., Belanger,Btacken, M., Becket& Leaderer, B. P
(2003). Assaociation of lovlevel ozone and fine particles with respiratory symptoms in
children withasthmaJournal of the American Medical Association, ¢91),18591867.

Retrieved from http://jama.arassn.org/cidgcontent/full/290/14/1859

(20.1) Periodical articleont h e p e r i owebsiteanb @irst edition mformation

Lucas, E. (2009, June 22). The fall and rise and fall again of the Baltic states: A recessionary tale from
Eur opeds n e WwordipaRolcy Retrievaddrenbttp://www.foreignpolicy.com
[articles/2009/06/18/the_collapse_of _the_baltic_tigers?page=full

Markoff, J. (2009, July@) . Webd6s anonymity makKeworkTyimesr att ack

Retrieved fromhttp://www.nytimes.com/2009/07/17/technology/17cyber.html?hpw

(20.2) Journal article abstractont h e | our n al Gdlow Rorkvadbut\ade Abstrast]i t e

AhumadaC. (2009). Statutory rape law in Chile: For or against adolescknistal of Politics and Law,

2(2), 94108[Abstract]. Retrieved frorhttp://ccsenet.org/journal/index.php/jpliel/view/2311
44


http://www.nytimes.com/2009/07/17/technology/17cyber.html?hpw

Form 21: Article on an online-only newsmediaweb site
CNN, BBC and other news media sites with articles can be treated like periodicals, but with no volume, issue, of

page numbers. Include the ar ttle andstdrmmedliketalpasiadical).p u bfl i cat i on

Then add a retrieval statement with the articl ebd|s

If the address is too long for one line, divide ibeforea punctuation mark.

Author, A. A. (Date). Title of article: Subtitle todews Medigite CapitalizedRetrieved from
http://laddress

Ward,M. (2007, November 21). How firms and fraudsters deal in B&&. NewsRetrieved from

http://news.bbc.co.uk/2/hiftechnology/7105212.stm

(21.1) Article on an online-only nhewsmediaweb site, no author Start with the title.

Report highlights plight of wazone refugees. (2009, June 18NN Retrieved fromhttp://edition

.cnn.com/2009/WORLD/asiapcf/06/16/world.refugees.report/index.htmi

Form 22: Periodical article posted on a nomews site

If a periodical article is posted on a nomews site, you need to acknowledge the periodical and the host site. You
also need to give the date on which you found the article, in case it is removed later.

Follow Forms 6-8 and their examples Often you will be unableto find the volume number, issue humber, or page
numbers of the print edition.

Then add a retrieval statement with the date on which you found the article, tr@rganization on whose web site ya
found the article, and the complete address of the article.

If the address is too long for one line, divide ibeforea punctuation mark.

c

Author, A. A. (Date). Title of article: Subtitle toBeriodicalNameCapitalized, volume numbir
availablgissue numbeif availablg, page numberi§ available Retrievedvionth day, year, from

OrganizationNeb ste: http:/address

Wilson,J . C. (2003, Jul y 6 New YahTaneRetrievediJulyri® 2009f from |d

Common Dreams Web sitettp://www.commondreams.org/views03/0708.htm

23. WEB PAGE

A web page is a single resourgith its own addressn a web site. It is usually in html format, and unlike
downloadable documents or periodical articles, the information may change (deperingadien the

compl e

n Af

page is updatedfhus you should include the date on which you found the page in your retrieval statement.

Form 23 Web page
Author: Person (last namefirst initials) or organization: corporation, department, agencyjnstitute, etc.

Date: Search hard for the last page update or the copyright date of thewebsitef y ou candse(nd).i nd a dat
Title: Italicize the title of the web page, and only capitalize the first words of the title and subtitle.
Retrieval statement: Includethe date on which you found the document, the name of tleeganization that

publishesthe websit¢ i f it ds not clear from the author or title),

If the address is too long, divide ibeforea punctuation mark.

Author,A. A. (Date).Title of web pageRetrieved Month day, year, from Organization Web site:
http://address

Otterman, S. (2005, March 148lam: Governing under ShariRetrieved July 31, 2009, from Council on

Foreign Relations Web site: http://www.cfr.orgspoation/8034/
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(23.1) Personal web page o npiitithe organizationin the retrieval statementb e ¢ a u aneuthiortpidblshed page

Johnson, D. (1995, MarcHjext of talk to House Education Finance Committee on InterndRateved

July 31, 2009, fsm http://Mmww.dougohnsoncom/

(23.2) Personal web page, no datelo organization inretrieval statementb e ¢ a u s e Fptblsked.a ut hor

Azizi, G. (nd.). Healthcare system in Kurdistan IrafRetrieved July 31, 2009, from http://www
.geocitiescom/~ghobastkurds3.html

(23.3) Web page on an organization web site, organization as author
D o nputtithe organization in the retrieval statement because the organization is already named (as author)

Kurdish Human Rights Project. (2009he Kurds todayRetrieved July 31, 2009, http://www.khrp
.org/content/view/279/128/

Shell. (2008, October 10pevelopments to watcRetrieved August 6, 2009, from http://www.shell
.com/home/content/innovation/about_us/news_publications/shell_world_stories/2008/dtw2/

U.S. Foodand Drug Adminigration. (2009, July 10 Xenotransplantation Retrieved August 4, 2009,

from http://wwwfda.gov/BiologicsBloodVaccinésenotransplantation/default.htm

(23.4)Web pageno authori f you c an 8 tno feisan dr organization) stat with title. Follow Form 23,

President Bus hd s(2084pJaraaryhd). Ratrieviddngast 5n 20@9from he White

House Web site: http://www.whitehouse.gov/speeches/010404.htm

(23.5) Non-English web pagérollow Form 23and add [translation] after the web page title.

Urad Verejného Zdravotnictva Slovenskej Republiky. (20088zkyao d povede na t ®mu f a
[Questions and answers about smokirggtrieved July 31, 2009, from http://www.uvzsr.sk
/index.php?option=com_content&view=article&igi38:otazkya-odpovedenatemu

fajenie&catid=61:problematikéajeniaa-alkoholu&ltemid=68

(23.6) Special documenbn a web page
Follow Form 23and add ftype of documeni after the title. Possible types: press release, brochure, fact sheet, etc.

Action onSmoking and Health. (2006, Marclgecondhandmokgfact sheet 8]. Retrieved

July 31, 2009, from http://old.ash.org.uk/html/factsheets/html/fact08.html

(23.7 Interview transcript_on a web pageAuthors are (Interviewer) and (Interviewed. Add [interview transcript].

Rather, D. (Interviewer), & Hussein, S. (Interviewee). (2003, Februarye@)script: Saddam
Hussein intervieviinterview transcript]. Retrieveduly 29, 2009from CBS News Web site:

http:/www.cbsnews.com/stories/28/02/26/60I1/main542151.shtml
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24. WEB PAGE, CHAPTER/SECTION IN A LARGER DOCUMENT

Some web sites contain long documestsch as reportdooks, or papeywith each chapter or
section located on a different web page. You should cite the chapter/sedtbryain used.

Form 24: Web page chapter/section in a larger document

Author: Person (last namefirst initials) or organization: corporation, department, agencyjnstitute, etc.

Date: Searchhard for the last page update or the copyright date of the welmge/site.

Title of section: Capitalize the first word of the chapter/section title and subtitle.

Title of complete documentitalicize the title of the document, and capitalize the first words of the title and subtitle.

Chapter/section number:Put this after the title of the complete document.

Retrieval statement: Includethe date on which you found thehapter/section the name of theorganization
publishingthesite( i f it d6s not cl| eg,andthecoapter/s et aon dvebatidemsp it €t ¢ e s

If the address is too long, divide ibefore a punctuation mark.

Author, A. A. (Date). Title of chapter/section.Title of larger document: Subtitle tgchap./sect. #).
Retrieved Month day, year, froBrganizationVeb site http://address

Pople, T., & Grigg, G. (1999, August). Effects of harvesting on kangaroo populati@unmmercial
harvesting of kangaroos in Australieghap. 6). Retrieved August 4, 2009, from Australian
Government Department of the Environment, Water, Heritage addtthé/eb site: http://mww

.environment.gov.au/biodiversity/tradse/wildharvest/kangaroo/harvesting/roe@g html

(24.1) Web page chapter/section in a larger documentorganization asauthor

U.S.Environmental Protection Agency. (Z)MNovember 3D How to conduct a watershed survey. In
Volunteer stream monitoring: A methods mar(sakttion 3.1). Retrieveflugust 4, 2009from

http://www.epa.gov/volunteer/stream/vms31.html

25.ENTRY IN AN ONLINE ENCYCLOPEDIA/DICTIONARY

An online encyclopdia/dctionary is usuallya Webversion of a printedne Do not use general
encyclopedias for universigvel academic research, but some specialized encyclopedias may be
acceptable. Usarreated sitebke wikis are noencyclopedias and are cited differer(gge below)

Form 25: Entry in_an online encyclopedia/dictionary

Follow Form 5 and its examplesbut exclude city/publisher information.
Then add a retrieval statement with the date on which you found thentry and its complete web address
If the addressis too long, divide itbeforea punctuation mark.

Author, A. A. Date. Title ofentry. In E. E. Editor (Ed.)Title ofreference workSubtitle tooRetrieved
Month day, year, from http://address

Vorvick, L., & Longstreth, G. F. (2008, February 20). Bai@l gastroenteritis. In A. Greene, D.
Zieve, & D. Eltz (Eds.)A.D.A.M. medical encyclopediRetrieved July 23, 2009, from

http://www.nIm.nih.gov/medlineplus/ency/article/0002%m

(25.1) Entry in_an online encyclopedia/dictionary no editor Follow Form 25 but skip the editor info.

Janssen, C. (2009). A breakdown of stock buybacKsviestopediaRetrieved July 20, 2009, from

http://www.investopedia.com/articles/02/041702.asp
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(25.2) Entry in an online encyclopedia/dictionary,no editor or entry author
Start with the entry title, skip the editor information, and follow Form 25.

Sovereignty. (2009). IMerriam-Webster online dictionanRetrieved July 23, 2009, frohitp://

www.merriamwebster.com/dictionary/sovereignty

26. ENTRY IN A WIKI

A wiki is a collaborative web site, which allows itsers to create and edit web pages. A-adiwn

example is Wikipedia. Wikis cannot guarantee the accuracy and expertise of their entries. Use them

with great caution!

Form 26: Entry in a Wiki

Author:Usetheaut hor 6s r eal n a me sethe $cregnoasns.i bl e . Ot her wi s
Date: Use the exact date of the entry look for the date it was last edited orupdated. f t her e d ndho
Title: Donbdét italicize the title of the entry.
Retrieval statement: Include the date you foundhe entry and itscomplete address.

If the address is too long for one line, divide ibeforea punctuation mark.

Author, A. A. (Date). Title of entryRetrieved Month Day, Year, fno NameWiki: http://address
dgrey. (2006, February 14). Knowledge mapping. Retriemgd21, 2009, from KmWikihttp://kmwiki

.wikispaces.com/Knowledge+mapping

(26.1) Entry in a wiki , no author

Measurement system analysis. (2008, May 1). Retrieved July 21, 2009, from TowolbbX\fii:

http://it.toolbox.com/wiki/index.php/Measurement_System_Analysis

27.AUDIO/VIDEO FILE , ona web site

These are single audio or video files which can be found anustedweb sites of corporations,
governments, negovernmental organizationsews mediayniversities, and other entitiddse this
form for files that are not part of a series.

Form 27: Audio/video file on a web site

Creator: Name the person (peoplejvho created theaudio/video file, followed by his/her role. Generally, thig
is Producer, Writer, and/or Director, but could also includelnterviewer, Moderator, Presenter,
Discussant, and/or Interviewee

Date: Use the date on whichihe video or audio wascreated and/or broadcast

Title: Put the title in italics, capitalize the first word only, and follow it with [ video file] or [audio file].

Retrieval statement: Include the name of th@rganizatonwh os e web site you f oy
cekew from the author or title) and the filebds ¢

Creator, C. C. (Ble). (Date).Title of audio/videqvideo/audio file]. Retrieved fromOrganization
Web site http://address

Hager, E. B. (Producer). (2009, April 2Bu s s i a 6 s wherd[vitlep éle].tRetrieved from
New York Times Web site: http://video.nytimes.com/video/2009/04/20/world/europe

/1194839620393/russmbridgeto-nowhere.html
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(27.1) Audio/video file on a web site, multiple creatorsno date List all the creators.

Miller, J. (Producer/Reporter), & McCullagh, R. (Executive Produ@ed.). Azerbaijan: Delivering
dr eams. Bakuds ¢iddo &le]. Retrieved frominsight NewsaWels site:

http://www.insightnewstv.com/c47/

(27.2) Audio/video file on a web gk, organization as creator No organization in retrieval statement.

Human Rights Watch (Producer). (2009, Ju8g Liberian graffiti [video file]. Retrieved from
http://www.hrw.org/en/video/2009/06/12/liberignaffiti

(27.3) Audio/video file on a welsite, lectureTreat the lecturer as thecreator.

Friedman, T. L. (Presenter). (2005, May IR)e world is flafvideo file]. Retrieved from

Massachusetts Institute of Technology OpenCourseWare Web site: http://mitworld.mit.edu

/video/266

(27.4) Non-English audio/video file on a web siteadd a [translation] after the video title.

Korda, E. (Producer). (2009, July2¥)i deokoment 8r Luk8ga Hukg8y:

Smi eg

Filabs v i detoaroynmeThh e f u n nideo fik}. ReRieved@rondSME §Veb [ v

site: http://tv.sme.sk/v/10718/videokomemakasafilu -smiesnybrancondrus.html

AUDIO/VIDEO PODCAST (episode in an audio/videoseries) on a web site

A podcasis an episode in a video/audio series armait be watched online or downloadedan be
found onnews mediagorporation, governmennorrgovernmental orgamation, anduniversity sites.

Form 28: Audio/vid eo podcast
Creator: Name the person(people who created the podcast, followed byik/her role: Writer, Director,
Producer, Interviewer, Moderator, Presenter, Discussantinterviewees .
Date: Use the date on which the podcast was created or broadcddte(n.d.) for no date.
Episode Capitalize the first word of the podcasttitle. Put the [part number] if known after the series title.
Series:Put the series title in italics.
Retrieval statement: Start with ddanzdtorawhdse web site thee

ved

frol

podcast is on (if itoés not pcoldecaars tférso nt otnipel eatuet haodrd roers st.

Creator, C. C(Role), & Creator, C. C(Role. (Year). Title of episodelitle of series[part #if
knowr]. Podcast retrieveddm OrganizationVeb site:http://address

Breslow, P. (Producer). (2009, July 25). Last Galapagos tortoise may become oldé&elaehd
edition SaturdayPodcast retrieved from National Public Radio Web hiitp://www.npr

.org/templates/story/story.pfgtoryld=106950570

(28.1) Audio/video podcast, no creator

Starbucks®é wunder cov e NightinefPddeast retri€ved OréhDABC News Web 2 3 ) .

site: http://abcnews.go.com/video/playerindex?id=8161967
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(28.2) Audio/video podcast, organization agreator No organization in retrieval statement.

National Center for Health Marketing. (2009, April 30). Protection from H1N1A#l. CDC Podcast
retrieved from http://www?2a.cdc.gov/podcasts/player.asp?f=11322
Human Rights Watch2009, June 11Rape h CongoRi g ht s fpart\A@ Pocldast retrieved

from http://www.hrw.org/sites/default/files/media/aud&d09_hrwpdcast10_ruined.mp3

(28.3) Audio/video podcastmultiple creators

Meier, A (Moderator), Goldstein, D. (Presenter), & Greene, D. (Disctisgd009, April 17). If
SUVs were efficient as refrigerators, the world would be exportingbé.roots of energy:
How California changed the way the world uses engpgyt 5]. Podcastetrieved from
University of California Television Web sithttp:/www.uctv.tv/searckdetails.aspx?showID

=16780

29. VIDEO POST, on YouTubeor similar user-created site

Video posts on sites such as YouTube are cited differently because anyone can post a video on these
sites. Evaluate them carefully.

Form 29 Video post

Author: t he creator, producer, and/or director of the video, not the person who posted the video online.
Title: Dondt it al i cvideoeFolbowtee titte vith [videoftef t he

Retrieval statement: Start widkbodDVi demppeseedddolesand
If the address is too long for one line, divide ibeforea punctuation mark.

Author, A. A. (Date of posting). Title efdeo Mdeofile]. Video posted to httpa#ddress
AlJazeeraEnglish. (2009, July 27). Examining Nétinead s  mi | i t a rigeo fiep\fidedoposted t i e s

to http://iwww.youtube.com/watch?v=15j]9 vM¥9

(29.1) Video post,screenname author Ifyoucannotf i nd t he aut,lusehigherscreemame n a me

SoldierKnowsBest(n.d). Windows 7 vs. Snow Leopaifvideo file]. Video posted to

http://www.youtube.com/user/SoldierKnowsBest#play/uploads/30/MOgBCyLtNJ8

(29.2) Video post, no author If you cannot determine anauthor (producer, director), start with the title.

Very funny cats 46 [\deo file]. (2009, July 24). Video postedhttp://www.youtube.com

/watch?v=9KFVqd_XQy
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30. BLOG POST, on a web log (blog) site

A blog (web log) is the web sigageof an individudwho regularly poststories or commentaries
Some blogs arpersonal diaries, while othesige specializedn certain topicsYou must be very
certain of the reliability of a blog postd

Form 30: Blog post

Include thebloga u t h eal riame, ifrpossibleUse the exact date of the padD o n 6litize the title of the post.
Identify it with [web log message]Write the p o s cordpiete addressand if the address is too long for one line,
divide it beforea punctuation mark.

Author, A. A. (Date of posting)itle of postingweb log messageessage posted to httpddress
Schwartz, J. (2008, January 16). Helping dolphinpib log messageRetrieved fronhttp:/blogs.sun

.com/jonatha /entry/winds_of change_are_blowing

31 MESSAGE/COMMENT , posted toa Newsgroup, Forum, Discussion
Group, Electronic MailingListt, or Anot her Personods

Many web pages allow readers to post comméntsu use such a comment/message in academic
ressath, you must be very certain of the relia

Form 31 Message/comment

Author: Include themessage/commerda ut hor 6s real name, i f possible.

Date: Use the exact date of the post.

Title: Thscoul d be the message title or t he . PRrovidelthe numifer
or other identifier of the messagéommentin [brackets].

Retrieval statement:Include the name of the GroupForum/List/Blog as wellas the complete address of thgost

If the address is t@ long for one line, divide itbeforea punctuation mark.

Author, A. A. (Dateof posting. Subject line or Thread titledentifying#]. MessagfCommeniposted to
Title of GrougForum/List/Blogarchived athttp:/laddress

Daughton, S. (2006, October 11). Some ideas about teaching [Msg. 10]. Message plisttag to
Teacher sd Di s cu s kttp/avww.SEhmalhistony.ca.ukéorum/mdexd  a t

.php?s=&showtopic=7211&view=findpost&p=57944

(31.1) Message postetb an electronic mailing list
If you receivean emailas a member of the list, but the message is nedived on the Internet, thenit is
Afper sonal c 0 mBa. if thecnaailing ishmessagesare on the Internet, thenfollow Form 31.

S

bi

aut h

Bl o

ity

Ot her wi

he

subj

Botash, A. S. (1997, February 4). References on child abuse and disabilities [Msg. 2]. Message posted

to Child Maltreatment Researchers electronic mailing list archivetipat/www.ndacan

.cornell.edu/cmrlpostings/msg00330.html

(3L2 Commentpostedt 0 anot her Auteorissanmedt suthob Tlitledis@f aiginal blog post.

Eysentach, G. (2007, April ¥ How does one citelalog post in APA style? [Com. 2]. Commert
posted taVloonflowerdragon log archived atttp://moonflowerdragon.blogspot.com/2007

/04/howdoesonecite-blog-postor-blogpost.html
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OTHER SOURCES

32. SONG

Form 32: Song

Songwriter is the author of the song. Artist is he singer or band
If the author and artist are different, use [Recorded by] and name the artist.
Use [ CD] to indicate that itds a musical recording.

Songwriter A. A. (Year). Title ofsong[Recorded by Full Name of Artist]. OFitle of aloum[CD].
Locaion: Label.
Bettis, J., & Lind, J. (1990). Crazy for you [Recorded by Madonna]Ti@nimmaculate collection

[CD]. New York: Sire Records.

(32.1) Song, samesinger/songwriter Artist wrote and sangown song.Eliminate [Recorded by].

Chapman, T. (2001). Bken. OrLet it rain [CD]. United States: Elektra Entertainment.

33. MOVIE

Form 33: Movie

Put the creators of the movie (producer, director) in the author position. Put thie roles in parentheses.
Italicize the movie title. Capitalize the first word and put [Motion Picture] after the title.
Use the country where the movie was mostly made.

Producer, P. P. (Producer), & Director, D. D. (Director). (Y€Htle of movigMotion picture]
Country: Studio or distributor.
Marshall, A. (Producer), & ParkeA. (Director).(1984. Birdy [Motion picture]. United States: Fri

Star Pictures.

(33.1) Movie, no director Just name the producer.

Murphy, P. M. (Producer). (199&lvis: The lost performancéslotion picture]. United States: Turner

Entertainment.

(33.2) Movie, multiple producers and director Li st all, separating with commas and

Michaels, J. B., Eberle, O., Devlin, D. (Producers), & Emmerich, R. (Director). (Fa8djatgMotion

picture]. United States: Le Studio Canal.

(33.3) Non-English mowvie Write the non-English title and then translate itin [brackets].

B a r a b Biggtor).PL997)80 metrov pod vrcholom [80 metres under the sunfitidiion picture].

Slovakia: K2 Studio.
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34-36. TELEVISION /RADIO BROADCAST, SERIES OR EPISODE

Form 34: One-time broadcast on television or radio

Put the producer of the broadcast in the author position followed by (ProducerlUse the date on which the
broadcast aired.ltalicize the title and capitalizethe first word. Add [Television broadcast] or [Radio
broadcast]. Name the studio or distributor and the city where the studio ordistributor is located.

Producer, P. P. (Producer). (Datebadadcasgt Title of broadcasfTelevisiorfRadiobroadcast]City:
Studio or distributor.
Rivas, L. (Producer). (200&eptember 4 Euro NewgTelevision broadcast]. Lyon, France:

EuroNews.

Form 35: Television or radio series

Put the producer of theseriesin the author position followed by (Producer).Use thecopyright year of the
series ltalicize the title and capitalize the first word. Add [Television series] or Radio serie§. Name the
studio or distributor and the city where the studio ordistributor is located.

Producer, P. P. (ProducerY.ga). Title of seriegTelevisionRadioseries] City: Studio or distribtor.
McCarthy, B., & Tucher, A. (Producers). (199The Arab world with Bill MoyerfT elevision

series]. Washington, DC: Public Affairs Television.

Form 36: Episodeof a television orradio series

Include the author (Writer) and director of the episodeif possible The year is the copyright year of the
episodeCapi talize the f i smme, falowedby [rélevisidserieseepisodelr fRad®d
series episode]Name the produce(s) of the entire series (first initial then last name)ltalicize the series
title, and only capitalize the first word of the title. Include thee p i s @aftawnber in brackets if
available. Name the studio or distributor and the city where the studio ordistributor is located.

Author, A. A. (Writer), & DirectorD. D. (Director). (Year). Title of episode [Televisi®adioseries
episode]. In P. Producer (Producérile of seriegpart #] City: Studio or distributor.

Wilk, A. (Director). (1990). Arabs and the West [Television series episode]. In B. McCarthy & A
Tucher (Producers},he Arab world with Bill Moyerfpart 5]. Washington, DC: Public

Affairs Television.

37. COMPUTER SOFTWARE OR PROGRAM

Form 37: Computer software or program

Creator is the person(people) opbrganization responsible for theprogram or software.
Follow the title with [Computer software] or [Computer program)].

Creator, C. (Year)Title of work[ Computer software/progrdnCity of publisherPu b | i s her

Palo Alto Software. (2003Business plan pro 20q€omputer software]. Palalto, CA: Author.

38. Personal Communication: Interview, Email, Phone Call, Class Lecture

These sources do not go on the reference page. Usetthe aitation guidelinesn p. 60
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FREQUENTLY ASKED QUE STIONS ABOUT SOURCEENTRIES
AUTHOR QUESTIONS

What if there is no author?
First decide if an organization (corporation, company, department, agency, institute,
ministry, etc.) is the author. Do not use a newspaper, magazine, or journal as the author.
If there really is no author, then put the title first. See examples 5.2, 5.3, 6.2, 6.4, 7.3, 21.1,
23.4, 25.2, 26.1, 28.1, 29.2, 33.3.

Dondét just tal k; rThglosAngeles Timgs2ViiOR8trieved roghPoQuess 1) .
Newspapers database.

What if there is an organization as the author?
That 6 s Yritetha complete name of the organization i do not shorten or abbreviate

it. See examples 1.4, 2, 3.1, 10.1-6, 17.1-3, 23.3, 23.5, 23.6, 24.1, 25, 27.2, 28.2, 29, 37.

Federation of American Scientists. (200Me Kurds in TurkeyRetieved October 19, 2008, from
http://www.fas.org/asmp/profiles/turkey_background_kurds.htm

What if the author has a title
Donét include titles. Put the other things after

Jones, S..JJr.(2009. My life. New York: Writea-Book.

What if the author has a screen nhame?

(Ph.D., Mgr.) or AJr. ¢

Search hard for the authordés real name, but if you

name. See examples 26, 29.1.

neuroanatomist. (2009, July 20)ini DP to HDMI 1920x1200 reslution [Msg. 3]. Message posted
to Apple Discussions archived lattp://discussions.apple.com/thread.jspa?threadID
=2086871&tstart=0

What if there are 2 authors?

Write them in the order they appear in the source, with a comma and & between them.
See examples 1.1, 1.2, 7.2, 7.4, 9.1, 14.1, 23.7, 24, 27.1, 33, 35.

Wang, L. Z. & Garshelis, D. L. (2008)iluropoda melanoleuca&etrieved February 25, 2009, from
International Union for Conservation of Nature and Natural Resources Welittgitéwww
.ucnredlist.org/details/712

What if there are 3-7 authors?
Write them in the order they appear in the source, with a comma between each author
and, & befor e t h®eedxanples1dBndel, 8.1, 11, 20, 28.3, 33.2.

Thomas, E., Taylor, S., & No, B. (2009, July 11). Meet the SotomdyevesweekRetrieved from
http://www.newsweek.com/id/206245

What if there are 8 or more authors?
Write down the first six authors in the order they appear, with a comma between each
author,t hen an el,bndghen the sk name of the final author. See example 8.2.

Barret, F. J., Blacker, C. D., Campbell, D., Campbell, Barney, R. M., Eitelberg, M.J € Bre | k
A. (2006, February Financial analysisofDo n 6 t a s k Howdnach does the gay | 6
ban costRetrieved fran Palm Center Web site: httpélmcenter.org/files/activi®/2006
FebBlueRibbonFinalRpt.pdf

DATE QUESTION

What if there is no date?
Search hard. Go to the homepage. Look for the copyright symbol. Look for the date last
updated. | f you stind )cdmdt OSeredmnpter23.208.8 29.1.

Federal Energency Management Agencydi. Terrorism[Brochure]. Retrieved frm http://permanent
.access.gpo.gov/lps14923/terrbk.pdf
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TITLE QUESTIONS

What if the source is not in English?
Write the title as it is in the other language and then translate it in [brackets]. Only

translate the title of the source, not other things (like periodical names). See examples
1.1,4.3,6.3, 7.4, 23.5, 27.4, 33.3.

Sampras ukonl il kari ®r u [ Sampr aSmeRetrievedefrond ed hi s
http:/www.sme.sk/clanok.asp?cl=1075757

Which words of the title do I Capitalize?
Capitalize the first word of the title, the first word of the subtitle, and proper nouns
(words that are always capitalized). The only things that have all major words capitalized
are periodical, people, organization, and database names.

Donodt jragistdr. (2008,|Akgust 31)he Los Angeles Timgs, M4. Retrieved from ProQuest
Newspapers database.

Which titles do I italicize ?
This is tough to answer because it changes. Usually, something in every entry will be
italicized, except for things posted online i (26)wiki entries, (29)video posts, (30)blog
posts, and (31)messages/comments. These have no italics. In other entries, if there is
only one title, then it is italicized (like a web page). If there are two titles, the larger
work is italicized. So, if there is an article and a periodical, the periodical name is
italicized because it is the larger work.

Benner, K., Kimes, M., & Levenson, E. (2009, June 22). The Fortune 40 best stocks to fietireing,
159 3648.Retrieved from ProQueBRtesearch Library database.

PUBLISHER QUESTIONS

How do I find the city of the publisher of a book?
On the title page or the page after it. If there are many cities, use the first one listed.

When do I need to use the state, province, or country with the city name?

Always. For U.S. cities, just include the state abbreviation. For other cities, include the country
name.

Leheny, M. (2008)The five commitments of a leadéienna, VA: Management Concepts

What if the author and publisher are the same?
Donétepeat the author 6s n asmpublishir. Sde exarfiples 3.10 D.1. 0

United Nations Development Program. (1991e shrinking state: Governance and human development in
Eastern Europe and the Commonwealth of Independent.$tatssy ork: Author.

Do I have to write the whole name of the publisher?
Write important words, but not Co. and Inc. and Publishers. Keep Books and Press.

PAGE NUMBER QUESTIONS

When do I need to write down page numbers on the reference list?
For an article in a periodical, chapter in a book, and entry in an encyclopedia or
dictionary. Always write the page numbers if you found the source in print or on an
online database. If you found it on the Web, you may not be able to find the page
numbers from the print edition. See examples 4, 5, 6, 7, 8, 11, 12, 13, 14, 16, 20, 20.2.

When do | use A p.o and fApplist?2 on the reference
Only use p. and pp. for newspaper articles, chapters in books, and entries in
encyclopedias/dictionaries. See examples 4, 5, 6, 11, 12, 16.
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RETRIEVAL STATEMENT QUESTIONS

What is a retrieval statement?
This is a sentence that arddgellswuriréddrs where gadi foumdo mo
something on the Internet. It should lead the reader directly to your source. It could
include the date you found the source, the name of the organization that publishes the
web site, the name of the online database where you found the source, and/or the
address of the source.

When do I include the date I found the source?
Include the retrieval date (Month day, year,) for sources that might change i basically,
anything that exists on a web page (not on an online database, not in a periodical, and
not in a downloadable document or video). Because a web site is updated and changed
frequently, you need to tell readers when you were on the site in case it changes
before they look at it. See all the examples for forms 22-26.

National Kangaroo Protection Coalition. (n.dApout the national kangaroo protection
coalition. Retrieved October 27, 2008, from http://www.kangapoatectioncoalition
.com/index.html

When do I include the name of the organization that publishes the web site?
You include this to give your source credibility. So, if the name of the organization is
not clear from the author or title information, you should include this in your retrieval
statement. See examples 17, 17.4, 18, 22, 23, 23.4, 23.7, 24, 27, 27.1, 27.3, 27.4, 28, 28.1,
28.3.

Patently problematic. (2002, September T&e EconomisRetrieved July 17, 2009, from
Commission on Intellectual PropeiRights Web sitehttp://www.iprcommission.org/graphic
/Views_articles /[Economist_Article.htm

When do I include the address?
For all things found on the Internet, except those from online databases. If you use an
online database, then you just put the name of the database in the retrieval
statement. This is because the reader can go to the database and do a simple search
for your article.

Penn, S. (n.d.Breakingthe silence: How Poland's abortion law jeopardizes women's health and
rights. Retrieved January 26, 2009, from Federation for Women and Family Plafleimg
site: http://www.federa.org.pl/engligshanapenn.htm

Dondét just tal k; rThglosAngeles Timgs2ViiORatrieved fioghPoQuess 1) .
Newspapers database.

The address is so |long. Canbét I just write the first
No. The address should take the reader directly to the page that you used.

What if my computer automatically underlines and colors my address?
Stop it! You can put the cursor on the address, right click on the mouse, and choose
i Remove hypQ@rrybucarkhighlight the address and change the font to black
and remove the underlining.

What if the address is really long and doesndét fit or
Dondt mo v bholetaddressvto the next line. Fill the first line as much as you can
and then divide the address by hitting the space key before a punctuation mark. Do
not add hyphens (-) to addresses or change them in any way. See most of the examples
in this guide.

Bahrampour, T. (2009, July 17). I n wake of unres
Washington Post. Retrieved frdmttp://www.washingtonpost.com/wglyn/content/article
/2009/07/16/AR2009071604126.html
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ORDERING SOURCE ENTRIES ON THE REFERENCE LIST

After you have written all your source entries correctly, you can put them in order on your
reference list. The entries are listed in alphabetical order, as follows:

o List entries in alphabetical orderaccordi ng t o their first word (autho
name, organization name, or title), BUT do not count f@Aa/an/thedo when
determining alphabetical order. Use the first significant word.

Carson, C. (2008YVhat's new in lifeNew York NY: Lifestyle Publishing.

The creative process. (2008, March 2®)entors' Week, 235-20.

Creatures of the €@ans Fund. (20077he blue whale in dang@8rochure]. Retrieved from
http://coof.org/creatures/brochures/bwd.pdf

Davidson, R., & Smith, C. (2009Qn the edge of histor¢Zhicagg IL: Big & Small Books.

¢ If an author wrote on source alone and another source with someone, put the
single one first.
Lucky, J. (2004)Elegant elephantdNew York NY: Wildlife Books.
Lucky, J., & Careful, L. (2003). Wide windowBesign, 2531-35.

 If the same author wrote two different sources, put the oldest first.

Smith, A. A.(2001).Good grapesRetrieved June 1, 2009, from http://www.ag.edu/smith
/grapeshtml

Smith, A. A. (2003). Bad grapeAgricultural ReviewRetrieved from http://www.agreview.com
/article/200303/grapes.html

¢ If the same author has two or more entries with the same date, use
alphabetical order by titl e. adarhrethefirsttentiyagiobafter t he
after the year in the second entry, fAco adtc.er the year

Kinder, F. (2003a Cold casesdln Jailer, P. (Ed.)Police Encyclopedi@pp. 129133). New
York, NY: World Publications.

Kinder, F. (2003b, June ./Mpead dogsCases, 2712-15.

Kinder, F. (2003c). Silent sufferinfhe Daily Reportp. 3. Retrieved from National
Newspapers database.
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V. In-Text Citation Guide

An in-text citation must appear in your text when you use material from a source. The
in-text citation tells the reader what came from a source, which source it came from, and
how to find that source on the reference list.

PUTTING IN -TEXT CITATIONS IN TH E TEXT

e An in-text citationisusuallywr i tt en ( Aut hor 6 s L asfollovwange, Year)
the information in the reference list entry. The citation goes after the source
information. Do not put information from the source after the citation.

This is information from the source (Neff993).This is not from the source.

If you use the author's name in your text, the in-text citation only includes
the year and comes after the author's name. In this case, the in-text citation
introduces the source material, which immediately follows.

Waslington Posjournalist Neff (1993) gave this information.

¢ If you use the same source again in the same paragraph, you do not need to
repeat the citation. You can just repeat the author

¢ If you use a direct quotation from a source, the in-text citation should also
tell the reader exactly where the quotation can be found in a source.

o For sources with page numbers, put the page number of the quotation in the in-
text citation after the quotation, like this:
Author(Year ) sai donidTliips 0ot ati
This i diamonidumtmat he e,y ced (Author, Y
Dr . Resear cher dacitdd,in Aitioh ¥as, p.§u ot at i on

o

o For sources without page numbers (web pages), do not create your own page
numbers and do not use page numbers created by your computer or printer. If
the source has numbered paragraphs, you can use those, like this:

Author(Year ) said, AThis quotationo (para. #).
This i gianidumtmat he em,parac®).ed ( Aut hor, Y
Dr . Resear cher da&citdd,in Aitioh ¥as, paau#d. t at i on

o

o If the web page has sections/chapters/headings, use the section name and the
number of the paragraph where the quote is (count the paragraphs), like this:
Author(Year ) sai d, AThis quotationd (Name secti
Thi s i staomqgqdaotoan t he ead, Name seetion, gara 4. hor , Y
Dr . Resear cher dascitdd,in AitHoh ¥as, Nage settiant para. #)o
Here is an example:

Dr. Julie Sanders, a professproducive Top Uni v
consultants are those who are not afraid t
Not Afraid of Change section, paba.

FORMING IN -TEXT CITATIONS

To write in-text citations correctly, you first need a correct reference list.

e
o)

The in-text citation is designed to direct the reader to more information about the
source, which can be found on the reference list. So the in-text citation will correspond
to the first part of each source entry on the reference list. Since the reference list is in
alphabetical order, the reader will know exactly where to look on the list to find the
source from the in-text citation.



This chart shows how to write the in-text citations for sources with authors.

ONE AUTHOR (Author, Year).

Neff, C. B. (1993, A uepstBontier?/ashington PEsp.&B.i ad s b

This is information from the sour¢bleff, 1993.

In-text citation Neff (1993)gave this information.

ORGANIZATION AUTHOR (organization is not abbreviated) (Organization, Year).

Federation of American Scientists. (200Me Kurds in TurkeyRetrieved October 19, 2008, from
http://lwww.fas.org/asmp/profiles/turkelyackground_kurds.htm

This isinformationfrom the source (Federation of American Scientists, 2007).

In-text citation Federation of American Scientists (20@aye this information

ORGANIZATION AUTHOR first time (Organization [ORG], Year).
(organization isoften abbreviated) further citations (ORG, Year).

Federal Emergency Management Agency. (rif@fxorism[Brochure]. Retrieved from http://permame
.access.gpo.gov/lps14923/terrbk.pdf

In-text citation, | This is from the sourdg-ederal Emergency Management Agency [FEMA], n.d.).
first time Federal Emergency Management Agency [FEMA] (gave this information

Next citations FEMA (n.d.) said tH, or this (FEMA, n.d.).

TWO AUTHORS (Author & Author, Year).

Wang, L. Z. & Garshelis, D. L. (2008)iluropoda melanoleucd&Retrieved February 25, 2009, fron
Interndional Union for Conservation of Nature and Natural Resources Welhtsge/www
.ucnredlist.org/details/712

This isinformationfrom the source (Wang & Garshelis, 2008).

In-text citation | \y/angand Garshelis (2008jave this information

3-5 AUTHORS first time (Author, Author, Author, Author, & Author, Year).
further citations (Author et al., Year).

Thomas, E., Taylor, S., & No, B. (2009, July 11). Meet the SotomadyevesweekRetrieved from
http://Amww.newsweek.com/id/206245

In-text citation, | This isinformationfrom thesource (Thomas, Taylor, & No, 2009).

first time Thomas, Taylor, and No (200§3ave this information

Next citations Thomas et al. (2009pid this, or thigThomas et al., 2009)

6 OR MORE AUTHORS (Author et al., Year).

Barrett, F. J., Blacker, C. D., Campbell, D., Campbell, K., Carney, R. M., Eitelberg, M. Jé B
A. (2006, FebruajyFinancial analysisofDo n 6 t a s k Howdnach does the gay |
ban costRetrieved fom Palm Center Web site: http:/palmcenter.org/files/active /0f200
FebBlueRibbonFinalRpt.pdf

This is information from the source (Barrett et al., 2006).

In text citation Barrett et al. (2006) gave this information.

If there is no author, the in-text citation starts with the title i because that is what starts
the source entry. To keep the citation short, use only the first few words of the title.

NO AUTHOR, TITLE IN ITALICS (First words of title Year).

President Bus ho s(2084pJareianhd). RatrievedhAeigust B, 2009 from The WH
House Web site: http://www.whitehouse.gov/speeches/010404.htm

In-text citation \ This is information from the sourcBf esi dent ,R004hds spe

NO AUTHOR, TITLE IN REGULAR TEXT (AFirst words
Dondét just tal k; rThglosAngelesTimgs2Vt0 3, August 3
In-textcitation‘This is information from2088)sour cg
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If you have two (or more) sources with different authors who have the same last nhame,
include the first initial in the in-text citation.

DIFFERENT AUTHORS, SAME LAST NAME (A. Author, Year)

Johnsao, B. (2007)Book title New York NY: Publisher.
Johnson, P. R. (2009, March 1). Artid\dagazine Retrieved from http://www.magazine.com/2.htn

In-text citation | This is information from the first source (B. Johnson, 2007).
Ben Johnson (2007) gave thisanhation.

This is information from the second source (P. Johnson, 2009).
Patrick Johnson (2009) gave this information.

If you have one author who wrote two (or more) sources in the same year, use thea, b, c é
designations after the year, as on the reference list entries.

SAME AUTHOR/YEAR, DIFFERENT SOURCES (Author, Yearg

Kinder, F. (2003a Cold casesdn Jailer, P. (Ed.)Police Encyclopedigpp. 129133). New York NY:
World Publications.
Kinder, F. (2003b, Jwe 7) Dead dogsCases, 2/12-15.

In-text citation | This is information from the first source (Kinder, 2003a).
Kinder (2003a) gave this information.

This is information from the second source (Kinder, 2003b).
Kinder (2003b) gave this information.

If you find the same information in two or more sources, you can put multiple sources in
the in-text citation.

SAME INFORMATION IN 2 (OR MORE) SOURCES (Citation 1, Citation 2)

Nef f, C. B. (1993, Au geassfiontid.WashingtonRPosp.sABa 6 s |

Wang, L. Z. & Garshelis, D. L. (20083iluropoda melanoleucaRetrieved February 25, 2009, from
International Union for Conservation of Nature and Natural Resources Welittgitéwww
.ucnredlist.org/details/712

In-text citation | This is information is from both sources (Neff, 1993; Wang & Garshelis, 2008)
Neff (1993) and Wang and Garshelis (2008) gave this information.

If your source cites another published source, you should give credit to both sources.
Your reference list and in-text citation will contain the source that you really used. In
your text, name the original source of the information. Then the in-text citation will start
wi t h fAas 0c ianaetdnoe with the normal citation.

YOUR SOURCE CITES ANOTHER SOURCE

Federation of American Scientists. (200Me Kurds in TurkeyRetrieved October 19, 2008, from
http:/www.fas.org/asmp/profilesirkey background_kurds.htm

In-text citation | Dr. John Pop reported this (as cited in Federation of American Scientists, 200]

PERSONAL COMMUNICATION

Personal communication i email, letter, interview, or phone call i does not appear on
the reference list because there is no way for your audience to find the information.
Instead, you will just use an in-text citation about your communication. The basic form is
(P. Person, personal communication, Month day, year). Here are two examples:

It takes students months to master APA styl&( Dunlop personal communication, June 12,
2009)

English professor Sam Dunl@personal communication, June 12, 2009) found that it takes
students 7 months to master APA style.
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V1. Using Tables and Figures

A table is a presentation of data in columns and rows. A figure is any type of illustration:
a chart, graph, map, diagram, drawing, photograph, etc.

APA style has very detailed and complex rules for using tables and figures in papers
designed for publication. If you are planning on publishing your paper, you will need to
consult the sixth edition of the Publication manual of the American Psychological
Association. If you are using tables and figures just for your City University of Seattle
coursework, here are simpler guidelines:

When to use tables/figures

If you want to include a table/figure in your presentation slides or papers, make sure it is

necessary. A table/figure that is essential to the au
or presentation should be included in your text or slides. If a table/figure is useful, but

not necessary, put it in your paperds appendices.
Checklist for tables/figures

Make sure you can answer fiyesd to the following quest

o Is it easy to understand?

o Is it easy to read?

e Does it only include relevant information?

¢ Does it add more to your text (and not just repeat it)?
e Isit accurate?

e Is it proportional?

e Are any abbreviations and symbols explained?

e Does your text refer to the figure or table?

o Is it labeled and numbered (Figure 1; Table 1)?

o Is it titled and/or captioned?

o Is it formatted like all other figures/tables in your paper or presentation?
Referring to the Table/Figure

I n your paper or in your presentation, you must refer
thenthet abl e/ figure is really not necessaryeée
I n a paper, you dondét need to direct the readers thro

table/figure i the readers have time to do it themselves. But you do need to explain the
tabl e/ figureds signifi daupmpoets:i n the paragraph i

Table 1 showsé
Asshowni n Fi gure 2, &
The cost of living has dropped dramatically in the last 5 years (see Figure 7).

In a presentation, since the slide will change, you should talk through the table/figure for
the audience to ensure that they have enough time to comprehend it.

Labels, Titles, and Captions

Figures and tables should be labeled with numbers in the order in which they appear in
your text (Table 1, Table 2, Table 3; Figure 1, Figure 2, Figure 3).

The text describing tables and figures should be just like the text of your paper i Times
New Roman 12, double-spaced.

61



In APAstyle, tabl es should start with a | atligdshqulidappbdre 10)

on the next line. The title should describe the measures and variables shown in the

table. The audience should understand the content of the table without having to look at

your text or listen to your presentation.
Table 1

Title of the table.

Note: Includeanynotesfor understanding the table hexed also thén-text citaton.

Figures, on the other hand, should have a caption
and includes a short but complete explanation of the figure.

Figure 1: This is what this figure is showing. The audience should understand iThevsource is

alsocitedin this caption.

Citing a Table/Figure

e If you created a table/figure yourself from your own original research, then there is

no in-text citation.

¢ If you found a table/figure in a source, then the source goes on your reference page

and you will need an in-text citation with the table/figure.

The in-text citation should go at the end of the table notes or the figure caption.
Write it just as any other in-text citation.

However, pay close attention to the source of the data. Sometimes the data and the

table/figure came from different sources. For example, you found a bar graph in a

source by Euromonitor (2008), but Euromonitor made the graph based on data from

the International Monetary Fund. In that case, you should give credit both to
Euromonitor and the IMF. In the caption you could write:

Source: Euromonitor (2008), based on data fragniniternational Monetary Fund.

Exactly how to do it is up to you; just be clear and consistent throughout your paper

or presentation.

e If you created a table/figure yourself based on data from a source, then the source

goes on your reference page and you will need an in-text citation with the
table/figure. However, the citation should make it clear that only the data, not the
design, came from a source. You can do this by writing:

Figure basedn data found in Author (Year)

Exactly how to do it is up to you; just be clear and consistent.
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VIl. Example Paper in APA Style

Wonderdog: The Use of Golden Retrievers as Helping Dogs
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AThe popul ar saying 6éa dog is manbés best
veterinarian Dot Spoontt i(n2u0e0d6,b )i. d ofiglsn afraec th, edl pseh
well o (p.12). Golden Retrievers especially f
humans. As a breed in general, Retrievers are one of the most intelligent. Their versatility
makes them ideally suitédr a variety of tasks, including work with senses, prisoner reform,
and physiotherapy programs. So although Golden Retrievers make great pets, they are also
valuable as support animals.

The intelligence of Golden Retrievers has long been recognized wireyoriginally
bred in the 19th century as hunting dogs, their soft mouths ideal for carrying downed fowl
back to the hunter (Benji, 1992). In more recent times, Retrievers have shown that they are
capable of more than just finding dead birds. As Maxiaml(2003), an animal psychologist,
noted, Aln several current studies, Golden R
breeds when tested for intelligence and trai
tenyear survey of breeders atrdiners. Such survey results are not rare. In fact, in a
landmark study released by Albert Huff (2008), Retrievers placed first in a survey of fourteen
different intelligence and training categories. While Golden Retrievers, German Shepherds
and Labrado Retri evers all pl aced consistently at
made them marginally more trainable than these other breeds. So Golden Retrievers are not
only highly intelligent but they are willing to be trained as well. In a shhdhe Scientific
Canine ReportRetrievers were the only breed with a 100% passing rate at obedience schools
(ATheasewmal study, o 2008). Thus, Retrieversbo
to perform tasks requested of them. This superiefligénce and trainability have made
Retrievers successful helping dogs.

As helping dogs, Retrievers participate in a variety of tasks; they have been used with
great success as both see@yg dogs for the blind and drsgiffing dogs for police and

border security. Dr . Spot (2006a) found that nt



Wonderdog 65

numbers of training cues and to effectively recall that information makes them ideal
candidates forseeilgy e pur poseso (p. 14) . Reheri evers m
commands necessary to accompany a blind person during the entire day, but also all the
locations visited. Retrievers may help their owners navigate busy intersections, shop in
crowded stores, and hop on and off busesording to Spot,titakes an avage of only
three trips for Retrievers to become fully accustomed to a situation and location. In addition,
Professor Tin (2008) of Top Medical Uni ver si
makes them less likely to resort to aggressive behavibesetstressful situations. This is a
highly desirable canine trait since seeeyg dogs can find themselves in difficult positions.

The second sense that has made Retrievers invaluable is their sense of smell.
Ret r i avea kesndsenseofsm8énj 6 s (1992) <classic guide t
over 150 smells that these dogs can distingdibkse sniffing powers, along with
Retrieversodé disposition and high degree of t
Toront o6s PeaAb Db pdrugsduasincedd78Thispaattice has since
caught on at over 30 airports and 1400 secondary schools in Canada alone (Save the Pets,
n.d.). Other countries, like the U.S., Japan, and Peru, have also followed the Canadian model.
Thissuccesss well as Retrieversod use as -dsuied per s
Retrievers are for varied tasks.

In addition to being used as guides for the blind and-dniifing dogs, Golden
Retrievers have recently become valuable in criminal ratattmh. Usually, puppies which
will be trained for seeingye purposes are first raised by a family for a year before they enter
the exhaustive training program (Fido & Rover, 2008). Breaking with this tradition, Dr. Dan
Canine began a program at San QueeRenitentiary in 1992 in which he had inmates, not
families, care for Retrievers from the age of eight weeks to one year. Higeshogtudy of
inmates who were released after participating in the program showed a significant drop in

reoffending whercompared to those who were convicted of similar crimes over the same
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peri od. Canine specul ated that Athe emotiona
then give it away seems to help inmates cope more ably wittppost s on | i f edo ( as
Shaggy, 2005, Effect on Prisoner section, para. 12). So prisoners as well as Retrievers gain

skills and maturity from this experience. Once again, Retrievers have earned their designation

as helping dogs.

Finally, Golden Retrievers have been successfulenglip therapy programs for the
el derly or disabl ed. Due to Canineds prison
various companionship programs for the elderly and physiotherapy programs fterong
disability patients, have been set up, régdBauwau (2009) imhe New York Time§Vhen
the elderly or those incapacitated by accidents work with a pet, they seem to benefit greatly
from the relationship. According to Dr. Sand
patients [involved withaising pets] report feelings of greater optimism about their disability,
and their hospital stays are shorter than es
any pet can bring hope to a patient, these programs mainly use Retrievers, as sgsatier do
mi xed breeds had more discipline problems (B
and trainability make them perfect for these programs. So, while the Retrievers are being
raised to be drugniffing or seeingeye dogs, they are also helpthg incarcerated, elderly,
or physically disabled people who raise them, giving the caregivers a sense of responsibility.
Through these programs, Golden Retrievers have once again shown their usefulness.

Gol den Retrievers are mamcdds mobest hfami @n dna
also valuable working dogs. In study after study, they consistently rank as one of the most
intelligent and trainable of dogs. Their versatility makes them ideal for use as-sgeing
dogs and for drugniffing purposes. Theimportance in prison rehabilitation and therapy
programs is only beginning to be realized. Golden Retrievers are truly a golden breed and at

this rate maybe one will be elected president some day!
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VIIl. APA Style Checklist

Header
Created using AHeadero tool (not typed separately a
First few words of title, capitalized like the title, then 5 spaces, then the page number

Il pages of paper

Header in the top right corner, with correct page number

1-inch (2.54 cm) margins on all sides

All text is Times New Roman 12 (or another instructor-approved font)
All text is double-spaced, with no extra spaces between paragraphs

E

Title page
Title of paper centered (double-spaced if two lines)
Title identifies topic, shows purpose, and catches

Title is no longer than 12 words, with no abbreviations or unnecessary words

Title consists of phrases, not a sentence or question

First word of title, first word of subtitle, and all important words are capitalized

Student name, email address, course number and name, instructor name, assignment,
and date, aligned right at bottom of page

Abstract (if necessary)
fiAbstractd centered at top of page
Text is double-spaced, no indent

-]

ext

Aligned left; right margin not justified
First line of every paragraph indented 2 inch (1.27cm)
Figures and tables are numbered and formatted consistently

Use of research

Own i deas, not just sources?®d
Well-chosen source material used to support ideas
Source materialisint egr ated into studento6s work

Author/speaker is named and introduced
Source material is explained
lItés clear what is from a source and what is from t
Appropriate choice of quotation, paraphrase, summary
Few quotations (effective, special, necessary)
No very long quotations
Unique words from a source are in quotation marks
Quotations copied correctly
Correct punctuation and capitalization with quotations
Compl etely changed paraphrases/ summaries, without c
Figures and tables are relevant and necessary
Figures and tables are referred to in the text

In -Text Citations
All sources from in-text citations are on the reference list
Citation is (Author, year) or (Titleor A Ti t 1 e, 0 y e a the refeeepce lisdentmyg o n
If author's name used in the text, it is followed by the year
Citation appears directly before or after information from source
Citations of quotations include page or paragraph number
Paragraphs do NOT end with in-text citations (source material is sandwiched)
Figures and tables are cited
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Reference List

e

Aligned left; right margin not justified

Hanging indent - entry starts on left margin; following lines indented V2 inch (1.27cm)
All sources on the reference list are cited in paper

Entries are in alphabetical order (not counting
Each entry begins with the author's name (individual or organization)

Entry begins with the title if there is really no author

Each entry has a date, or (n.d.), in the second position

Periodical is named if article came from periodical

Capitalized proper nouns, first words of title and subtitle, and periodical names only
All sources found using the Internet have a retrieval statement

Sources found on online databases give the database name, not a web address
Online sources that may change (web pages, etc.) include a retrieval date

No underlining or colors

Addresses fill lines as far as possible and then are divided before a punctuation mark
All web addresses work (check them!)

Source information is complete and correct (no missing ingredients, misspellings, etc.)

ndices

F

Each appendix is on a separate page
AAppendi x A0 ( or er&d at tbeé top of the page t
Each appendix is referred to in the text
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