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The complete  

guide to Harvard 
Referencing 

 
 

 
For a shorter version of this guide, please see the 

referencing tutorial on Blackboard entitled ‘Basic Guide 
to Referencing (Harvard)’ 

 
Warning: If your faculty/department has produced a 

guide of its own, it is recommended that you use this in 
preference to the library guide 
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Why Harvard? 
There are a number of officially accepted formats that can be used to reference your work.  The style that most 
departments/faculties within the university specify you should adhere to is the Harvard Referencing System.  The Harvard 
Referencing System, also known as the name and date system (British Standard, 1990, p. 3), was developed in the USA, 
and has arguably become the most common system internationally in use.     
 
Harvard is a fairly simple method of referencing both for the author and reader.  It comprises two parts – every time you 
quote, paraphrase or summarise an idea within your assignment you must include in the text basic details of the source 
(author, date and if appropriate, a page number).  A corresponding entry is then included in a single reference list cited 
alphabetically at the end of the document where the full publication details are stated in a standardised format.     
Footnotes, chapter references etc. are not used in Harvard.   

 
Warning: This booklet is a guide to the Harvard Referencing System that has been produced by the Library and Learning 
Resources.  You will, however, find that there are a few variations within the Harvard method of referencing so if your 
faculty/department has produced a guide of their own, it is recommended that you use this in preference to the Library 
guide.  For more guidance, check your course handbooks or ask your tutor for advice.   
 

 
 
Citing references within the text 
To indicate to your reader that you are drawing your ideas from the work of others, you must generally insert three basic 
details in brackets after each reference in your text: 
 
• Author (may also be an editor or an organisation) 
• Year of publication 
• Page number (if appropriate) 
 
e.g. (Smith, 2002, p.14) 
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The only exceptions to this rule are: 
• if your sentence includes the author’s name then there is no need to include it again in the citation 
• if you are referring to the work as a whole, you do not need to include the page number.   
 
Please note that if the bracketed reference occurs at the end of the sentence, the full stop should occur after the brackets 
and not before.   
 
Naming the author in the text 
If the authors name appears naturally in the sentence then you simply give the year of publication in brackets after the 
name.  There is no need to cite the author again.   
 
e.g. In a recent study, Smith (2002, p.14) has found much evidence to suggest that women are more intuitive than men. 
 
 
No referral to the author in the text 
If it does not make sense to name the author in your sentence, include the author’s name in the brackets. 
 
e.g. There is much evidence to suggest that women are more intuitive than men… (Smith, 2002, p.14). 
 
The author has published more than one work in the same year 
If the author has published more than one document in the same year, distinguish between each item by adding a lower 
case letter after the year of publication.   
 
e.g. Smith (2002a, p.14) or (Smith, 2002a, p.14)  
 
In the reference list you should add a lower case letter to the corresponding record immediately after the year.   
 
Two authors   
If there are two authors, give the names of both.   
 
e.g. Johnson and Scholes (2007, p.56) or (Johnson and Scholes, 2007, p.56) 
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More than two authors 
If there are more than two authors, cite the surname of the first author followed by “et al.” (meaning “and others”) 
 
e.g. Herringbone and Samuel (2000) and Khan et al. (1999) both make the assertion that… 
 
No obvious author 
Where there is no obvious author, an item is cited by title and then listed alphabetically in the reference list according to the 
first significant word in the title.   
e.g. (Chambers 21

st
 Century Dictionary, 1996, p.377) 

 
Edited items 
If you use an item that is edited then you should insert the editor as the author and the year of publication as usual.    
e.g. (Steiner, 1965, p.257) or Steiner (1965, p.257) 
 
It is only in the reference list that you would indicate that the item has an editor rather than an author by using the 
abbreviation (ed.) in brackets after the author’s surname.    
 
Quotations 
For quotations that are less than one line in length, include these in the body of the text in double quotation marks (“…”).   
e.g. Blanchard’s The One Minute Manager (1996, p.17) asserts that the strength of team working is that a group “can solve 
more complex problems”. 
 
For those quotations that are more than one line, start a new line and indent the quote.  Quotation marks are not required: 
e.g. It is widely acknowledged that working in groups is a powerful medium for achieving tasks efficiently and effectively.  
Kenneth Blanchard’s creation, the One Minute Manager wisely describes the strength of working in a group:  

When groups are operating effectively they can solve more complex problems, make better decisions, release more 
creatively and do more to build individual skills and commitment than individuals working alone… (Blanchard, 1996, p17) 
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It is recommended, however that you use long quotations sparingly.  A single word or phrase to emphasise your point is 
often sufficient.  Remember when quoting, to copy exactly the original using the same spellings, punctuation and formatting, 
such as italics.  Also it is recommended that you always provide accompanying analytical content for each quotation used.     
 
Diagrams, illustrations 
Diagrams need to be treated in a similar way to a quotation.  Include the author, date and page number in the text and give 
the full details of the source in the reference list. 
 
Websites 
Do not cite the website address as part of the in-text citation, although this should be included as part of the entry in the 
reference list.  If a website is produced by an individual then use their name in the citation.  If the website is produced by an 
organisation, company or government body then give these details as the author.    
e.g.   Advertising has been defined as the “promotion of a product, service or message by an identified sponsor using paid-
for media” (The Chartered Institute of Marketing, 2007). 
 
Secondary referencing  
It is recommended that as far as possible you read the original source.  However, if this is not possible, e.g. the original work 
is out of print and not stocked by the library then secondary referencing is permitted. Secondary referencing is referring to a 
particular theory or idea that you’ve read not in the original work but in an entirely different document, e.g. a textbook.  So 
for example, referring to the assertions made by Ashworth that you have read in Tim Newburn’s book ‘Crime and Criminal 
Justice Policy’ is an illustration of secondary referencing.  In the text you should cite the primary source as well as the 
secondary one.  The example used above should thus be cited in the text as: 
   
(Ashworth, 1983, cited in Newburn, 2003, p.159) 
 
The reference list should only include details of the book which you have read.   
e.g. Newburn, T. (2003).  Crime and criminal justice policy.  2

nd
 ed.  Harlow: Pearson Education Ltd.   
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Compiling your Reference List and Bibliography 
As stated above, the reference list comprises the full bibliographical detail of items you have quoted from or referred to in 
your main document.  This is a separate section listed after your text.  References should be listed in alphabetical order (not 
numeric order) by author’s surname.  If you have more than one work by the same author, order them chronologically by 
date (earliest first) and then if more than one item has been published during a specific year, by letter (2006a, 2006b etc).  
Remember it should be a single list rather than being divided into separate sections according to material type, e.g. 
Websites, journals etc. The bibliographical details required for each particular item type are highlighted in the next section 
(Referencing examples by item type).  If your source is in paper format, it is recommended that you obtain these particulars 
from the title page rather than the front cover of the item.   
 
In the bibliography, you should list items which have not been cited in the text, but may have formed part of the 
preparatory reading.  Please check your course handbook or consult with your tutor as to whether a separate bibliography is 
required.  Some departments just specify a reference list 
 
 



Item Type Information required for the 
reference list 

In text 
example 

Reference list example 
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Referencing examples by item type 
 
Item type Information required for 

the reference list 
In text 
example 

Reference list example 

Books 
Include the following information. The order is: 
 

1. Author(s), editor(s) or the organisation responsible for writing the book. 
2. Year of publication (in brackets) 
3. Title: subtitle (if any), italics, in bold  or underlined. The examples given are in italics.  
4. Series (if any). 
5. Edition if not the first. 
6. Place of publication (city not the country) if known, (if there is more than one place, use the first one on the list.) 
7. Publisher. 

Whenever possible details should be taken from the title page of a publication and not from the front cover, which may be different. 
Authors' forenames can be included if given on the title page, otherwise an initial will suffice.  
 
Single author • Author [surname, 

followed by initial letter/s 
of the forename/s].  

• Year of publication [in 
round brackets]  

• Title [in italics].  
• Edition [if not the first].  
• Place of publication:  
• Publisher.     

The four 
elements that 
make up the 
marketing mix 
are ‘product, 
price, 
promotion and 
place’. (Jobber, 
2007, p.18) 
 
OR 

Jobber, D. (2007)  Principles and practice of 
marketing. 5

th
 edition.  London: McGraw Hill. 

 



Item Type Information required for the 
reference list 

In text 
example 

Reference list example 
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Jobber (2007: 
p.18) claims 
that the 
marketing 
mix… 

Two authors • Both authors [surnames, 
followed by initial letter/s 
of the forenames].  

• Year of publication [in 
round brackets]   

• Title [in italics].  
• Edition [if not the first].  
• Place of publication:  
• Publisher. 

(Coles and 
Barritt, 2000, 
p.112) 
 
OR  
 
Coles and 
Barritt (2000, 
p.112) state 
that… 

Coles, E. J. and Barritt, C. M. H.  (2000)  Planning 
and monitoring design work.  Harlow: Pearson 
Education Ltd. 

Three or more authors • Author [surnames, 
followed by initial letter/s 
of the forenames].  

• Year of publication [in 
round brackets]  

• Title [in italics].  
• Edition [if not the first].  
• Place of publication:  
• Publisher. 

(Carrabine et 
al., 2004, 
p.163) 
 
OR 
 
Carrabine et 
al. (2004, 
p.163) make 
the point that… 

Carrabine, E., Iganski, P., Lee, M., Plummer, K., 
and South, N.  (2004) Criminology: a sociological 
introduction.  London: Routledge.   
 
 
Please note: for more than two authors, use et 
al. in the text but cite all authors in the reference 
list.   

One editor For details of how to cite a 
chapter from an edited book, 
see the heading ‘A Chapter 
from an edited book’.  If you 

(Steiner, 1965, 
p.257) 
 
OR 

Steiner, G. A. (ed.) (1965) The creative 
organization.  Chicago and London: The University 
of Chicago Press. 



Item Type Information required for the 
reference list 

In text 
example 

Reference list example 
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are referring to the collection 
as a whole, then you should 
reference the book as 
follows: 
 
• Editor [surname, followed 

by initial letter/s of the 
forename/s].  

• ed. [in round brackets]. 
• Year of publication [in 

round brackets]  
• Title [in italics].   
• Edition [if not the first].   
• Place of publication:  
• Publisher. 

 
…as Steiner 
asserts (1965, 
p.257) 

Two editors For details of how to cite a 
chapter from an edited book, 
see the heading ‘A Chapter 
from an edited book’.  If you 
are referring to the collection 
as a whole, then you should 
reference the book as 
follows: 
 
• Editors [surnames, 

followed by initial letter/s 
of the forenames].  

• Eds [in round brackets].  
• Year of publication [in 

round brackets]   

(Marquand and 
Seldon, 1996, 
p. 3)  
 
OR 
 
Marquand and 
Seldon (1996, 
p.3) state 
that… 

Marquand, A. and Seldon, A. (eds) (1996)  The 
ideas that shaped post-war Britain.  London: 
Fontana Press. 



Item Type Information required for the 
reference list 

In text 
example 

Reference list example 
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• Title [in italics].   
• Edition [if not the first].   
• Place of publication:  
• Publisher. 

Three or more editors For details of how to cite a 
chapter from an edited book, 
see the heading ‘A Chapter 
from an edited book’.  If you 
are referring to the collection 
as a whole, then you should 
reference the book as 
follows: 
 
• Editors [surnames, 

followed by initial letter/s 
of the forenames]  

• ed. [in round brackets]  
• Year of publication [in 

round brackets] 
• Title [in italics].   
• Edition [if not the first].   
• Place of publication:  
• Publisher.  

(Teale et al., 
2003, p.32) 
 
OR  
 
… as stated by 
Teale et al. 
(2003, p.32) 

Teale, M., Dispenza, V., Flynn, J and Currie, D.  
(2003)  Management decision-making: towards an 
integrative approach.  Harlow: FT Prentice Hall.  
 
 
 
 
Please note: for more than two editors, use et al. 
in the text but cite all authors in the reference list.  

Company, Government, or  
organisation as the author 

• Name of organisation.  
• Year of publication [in 

round brackets] 
• Title [in italics].  
• Edition [if not the first].  
• Place of publication:  
• Publisher.    

(Health and 
Safety 
Executive, 
2006, p. 60) 
 
OR 
 

Health and Safety Executive  (2006)  Essentials of 
health and safety at work.  4

th
 edition.  Norwich: 

HSE Books.    



Item Type Information required for the 
reference list 

In text 
example 

Reference list example 
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The Health and 
Safety 
Executive 
(2006, p. 60) 
prescribe that 
… 

No traceable author or editor If there is no obvious author, 
use the title in the citation 
and as the main source of 
entry in the 
bibliography/reference list.  

(Business 
Basics, 2000, 
p.71) 
 
 

Business Basics: information technology  (2000) 
3

rd
 edition.  London: BPP Publishing Ltd. 

A chapter from an edited 
book 

• Author of chapter 
[surname, followed by 
initial letter/s of the 
forename/s]. 

• Year of publication [in 
round brackets]  

• Title of chapter [not in 
italics]  

• In: [emboldened] 
• Editor/s of the book 

[surname/s, followed by 
initial letter/s of the 
forename/s]. 

• Eds [in round brackets]. 
• Title of the book [in italics] 
• Edition [if not the first] 
• Place of publication: 
• Publisher 
• Page numbers of chapter 

(Graham, 
2000, p. 91) 
 
OR 
 
…as discussed 
by Graham 
(2000, p. 91) 

Graham, H.  (2000)  Socio-economic change and 
inequalities in men and women’s health in the UK.  
In: Annandale, E. and Hunt, K. (eds).  Gender 
inequalities in health.  Buckingham: Open 
University Press, pp.90-122. 



Item Type Information required for the 
reference list 

In text 
example 

Reference list example 
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[abbreviated to p or pp.]. 
 

Electronic book from 
MyiLibrary 

• Author [surname, 
followed by initial letter/s 
of the forename/s].  

• Year of publication [in 
round brackets]  

• Title [in italics].  
• online [in square 

brackets]. 
• Edition [if not the first].  
• Place of publication:  
• Publisher.   
• Available from:  URL 
• Date of Access [in square 

brackets]. 

Probability can 
be expressed 
in three ways 
(Manktelow, 
1993, p. 166) 
 
OR 
 
Manktelow 
documents the 
three ways in 
which 
probability can 
be expressed 
(1993, p. 166) 

Manktelow, K. I. (1993)  Reasoning and thinking 
[online].  Hove: East Sussex.  Taylor and Francis.  
Available from: http://www.myilibrary.com  
[Accessed 19

th
 December 2007]. 

 

Chapter from an edited 
electronic book from 
MyiLibrary 

• Author of chapter 
[surname, followed by 
initial letter/s of the 
forename/s]. 

• Year of publication [in 
round brackets]  

• Title of chapter [not in 
italics.  

• In: [emboldened] 
• Editor/s of the book 

[surname/s, followed by 
initial letter/s of the 
forename/s] 

Women have 
traditionally 
been excluded 
from sport 
(Kay, 2003, p. 
90) 
 
OR 
 
Kay states that 
women have 
traditionally 
been excluded 

Kay, T.  (2003)  Sport and gender.  In: Houlihan, 
B (ed.).  Sports and society: a student 
introduction.  [online].  London: Sage., pp.89-
104.  Available from: http://www.myilibrary.com 
[Accessed 19

th
 December 2007]. 

 



Item Type Information required for the 
reference list 

In text 
example 

Reference list example 
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• Ed./eds [in round 
brackets]. 

• Title of the book [in italics] 
• Edition [if not the first] 
• [online] 
• Place of publication:  
• Publisher.    
• Page numbers of chapter 

[abbreviated to p or pp.]. 
• Available from:  URL of 

database 
• [Date of Access]. 

from sport 
(2003, p. 90) 

Chapter/extract from a book 
digitised on the Virtual 
Campus/Blackboard 

• Author of chapter 
[surname, followed by 
initial letter/s of the 
forename/s]. 

• Year of publication [in 
round brackets] 

• Title of the book [in 
italics]. 

• Edition [if not the first] 
• Place of publication: 
• Publisher, 
• Page numbers of chapter 

[abbreviated to p or pp.]. 
• Unit code and title 
• Online [in square 

brackets]. 
• Available at: URL of the 

Virtual 

(Crane and 
Matten, 2006, 
p. 37) 
 
OR 
 
Crane and 
Matten (2006, 
p. 37) 
discuss… 

Crane, A. and Matten, D. (2006)  Framing 
business ethics: corporate responsibility, 
stakeholders and citizenship.  In: Business ethics: 
A European perspective. 2nd ed. Oxford: Oxford 
University Press, pp. 37-74. MGT3014  
Contemporary Issues and Management Practice.  
[online].  Available from: 
http://home.lincoln.ac.uk/LearningSystem  
[Accessed: 13 July 2007]. 

 



Item Type Information required for the 
reference list 

In text 
example 

Reference list example 
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Campus/Blackboard 
• [Date of access] 
 

A Chapter from an edited 
book, digitised on the Virtual 
Campus/Blackboard 

If the extract is a chapter in 
an edited book: 
• Author [surname, followed 

by initial letter/s of the 
forename/s]. 

• Year of publication [in 
round brackets] 

• Title of chapter [not in 
italics] 

• In: [emboldened] 
• Editor/s of the book 

[surname/s, followed by 
initial letter/s of the 
forename/s]. 

• Ed. or Eds [in round 
brackets]. 

• Title of the book [in italics] 
• Edition [if not the first] 
• Place of publication: 
• Publisher 
• Page number of 

chapter/extract. 
• Unit code and title  
• online [in square brackets] 
• Available from: URL of the 

Virtual 
Campus/Blackboard 

(Lee, 1999, 
p.75) 
 
OR 
 
…as discussed 
by Lee (1999, 
p.75) 

Lee, D.  (1999)   The role of judgement and 
intuition in decision making.  In:  Lee, D., Price, 
R., and Newman, P. Decision making in 
organisations. London: FT/Prentice Hall,  pp. 75-
92.  BUS2044 Business Decision Making.  [online].  
Available from: 
http://home.lincoln.ac.uk/LearningSystem/  
[Accessed: 13 July 2007].    



Item Type Information required for the 
reference list 

In text 
example 

Reference list example 
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• [Date of access] 
 

Encyclopaedia: specific 
article with identifiable 
author  

• Author [surname, followed 
by initial letter/s of the 
forename/s].   

• Year of publication [in 
round brackets]   

• Title of article [not in 
italics].   

• In: [emboldened]  
• Editor/s of the work 

[surname/s, followed by 
initial letter/s of the 
forename/s]   

• Ed. or Eds [in round 
brackets]. 

• Title of work [in italics].   
• Edition [if not the first].    
• Place of publication:  
• Publisher. 

(Carson, 1998, 
p.45) 
 
OR 
 
…as defined by 
Carson (1998, 
p.45). 

Carson, T.L. (1998)  Bluffing and deception.  In: 
Cooper, C.L. and Argyris, C. (eds).  The concise 
Blackwell encyclopedia of management.  Malden, 
Massachusetts: Blackwell Publishers. 

Forward/Introduction to a 
book 

It is the author of the 
forward/introduction that is 
used as the citation. 
• Author of 

forward/introduction 
[surname, followed by 
initial letter/s of the 
forename/s].   

• Year of publication [in 
round brackets]  

(Hoggart, 
1989, p. viii) 
 
OR 
 
As Hoggart 
(1989, p. viii) 
states in his 
introduction… 

Hoggart, R. (1989)  Introduction. In: Orwell, G.  
The Road to Wigan Pier.  3

rd
 edition.  London: 

Penguin. 



Item Type Information required for the 
reference list 

In text 
example 

Reference list example 

 

 16 

• Title of forward or 
introduction.   

• In:  
• Author of the book.   
• Title of the book [in italics]  
• Edition [if not the first].   
• Place of publication:  
• Publisher. 

Translated book • Author [surname, followed 
by initial letter/s of the 
forename/s].  

• Year of publication [in 
round brackets]  

• Title [in italics].  
• Trans.  
• Translator’s initials 

followed by surname.   
• Edition [if not the first].  
• Place of publication:  
• Publisher.     

(Beauvoir, 
1953: p. 253) 
 
OR 
 
Simone De 
Beauvoir 
(1953, p. 253) 
makes the 
point that… 

Beauvoir, Simone De.  (1953)  The second sex.  
Trans. H.M.Parshley.  London: Vintage. 

Dictionary • Title [in italics].  
• Year of publication [in 

round brackets]  
• Edition [if not the first].   
• Place of publication:  
• Publisher.   

(Chambers 21
st
 

Century 
Dictionary, 
1996, p. 377) 
 
OR 
 
…as defined in 
Chambers 21

st
 

Century 

Chambers 21
st
 century dictionary  (1996)  

Edinburgh: Chambers.   



Item Type Information required for the 
reference list 

In text 
example 

Reference list example 
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Dictionary 
(1996, p. 377)  

Annual Publication Unless the publication has an 
obvious author, use the title 
in your citation and as the 
main entry in your reference 
list/bibliography. 
 
• Title [in italics].  
• Year of publication [in 

round brackets] 
• Edition [if not the first].  
• Place of publication:  
• Publisher.     

 

(Kelly’s 
Industrial 
Directory, 
2006, p. 757) 
 
OR 
 
…as stated in 
Kelly’s 
Industrial 
Directory 
(2006, p. 757)  

Kelly’s industrial directory 2007 (2006)  120
th
 

edition.  East Grinstead: Reed Business 
Information Ltd.   

Reprint • Author [surname, followed 
by initial letter/s of the 
forename/s].  

• Original year of publication 
[in round brackets]  

• Title [in italics].  
• Edition. [if not the first]   
• Reprint,  
• Place of publication:  
• Publisher.   
• Year of publication of the 

reprint.   

(Honey, 1997, 
p.163) 
 
OR 
 
Honey (1997, 
p. 163) 

Honey, P.  (1997)  Improve your people skills.  2
nd

 
edition.  Reprint, London: Chartered Institute of 
Personnel and Development.  2002. 

Part of a series • Author [surname, followed 
by initial letter/s of the 
forename/s]. 

(Adair, 1997, 
p. 6) 
 

Adair, J. (1997)  Leadership skills.  Training 
Extras.  London: Institute of Personnel and 
Development. 



Item Type Information required for the 
reference list 

In text 
example 

Reference list example 
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• Year of publication [in 
round brackets] 

• Title  [in italics]. 
• Edition [if not the first] 
• Title of series. 
• Number of series [if 

applicable] 
• Place of publication: 
• Publisher 

OR 
 
Adair (1997, p. 
6) states that… 
 

One Volume of a multi-
volume work 

• Author [surname, followed 
by initial letter/s of the 
forename/s]. 

• Year of publication [in 
round brackets] 

• Title [in italics]. 
• Vol. No. (followed by a 

comma) 
• Title of Volume.   
• Edition (if not the first). 
• Place of publication:    
• Publisher.     

   

(Schein, 1987: 
p. 8)  
OR 
It was argued 
by Schein 
(1987, p.8) 
that… 

Schein, Edgar H.  (1987)  Process Consultation.  
Vol. 2, Lesson for Managers and consultants.  
Reading, Massachusetts: Addison-Wesley 
Publishing Company.     

Journals/Magazines/Newspapers 
• When referencing journals, magazines or newspapers it is the article that you have probably read and are referring to.  Details 

about the article such as author and title should therefore be included first.  This information can be found as part of the article 
itself.  You should then cite details of the publication such as title, volume and issue/part number.  This will normally be located on 
the front page or inside the front page of the particular journal or newspaper.  Remember though if you make a photocopy of an 
article or you print it out from a journal, these details may be lost so it is recommended that you record them on any printouts or 
photocopies made.   
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reference list 
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example 
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Include the following information. The basic order is: 

1. Author/s of article [if more than two authors, use et al.] 
2. Year of publication [in round brackets] 
3. Title of the article [NOT in italics and do not abbreviate the journal title unless abbreviations are included on the title 

page.] 
4. Title of the journal or magazine [in italics] 
5. Volume number [may be abbreviated to vol.] 
6. Part of issue number [may also be a season or a month] 
7. Page number/s [abbreviated to p or pp.]   

 
Remember that it is the title of the journal that is put in italics and not the article title. 
Journal/magazine article • Author/s of article 

[surname, followed by 
initial letter/s of the 
forename/s]. 

• Year of publication [in 
round brackets] 

• Title of the article [NOT in 
italics]. 

• Title of journal or 
magazine [in italics],  

• Volume number 
• Part number [in round 

brackets], 
• Page numbers 

[abbreviated to p or pp.]. 
 

(Roudakova, 
2008, p. 43) 
 
OR 
 
…as discussed 
by Roudakova 
(2008, p.43) 
 
 
 
(Thomas and 
Mancino, 2007, 
p. 110) 
 
OR 
 
Thomas and 

Roudakova, N.  (2008)  Media-political 
clientelism: lessons from anthropology.  Media, 
Culture and Society, 30 (2), pp.41-59. 
 
 
 
 
 
 
 
 
Thomas, A. and Mancino, A.  (2007)  The 
relationship between entrepreneurial 
characteristics, firms’ positioning and local 
development: an empirical survey.  The 
International Journal of Entrepreneurship and 
Innovation, 8 (2), pp.105-115. 
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Mancino 
(2007, p. 110) 
assert that … 
 
(Geurts, et al., 
2007, p.537)) 
 
OR 
 
…as confirmed 
by Geurts et 
al. (2007, 
p.537) 

 
 
 
 
Geurts, J.L.A., Duke, R.D and Vermeulen, P.A.M. 
(2007) Policy gaming for strategy and change.  
Long Range Planning, 40 (6), pp.535-558. 
 
Please note: for more than two authors, use et 
al. in the text but cite all authors in the reference 
list.   

Whole journal/magazine 
issue 

• Issue editors (eds.) 
[surname, followed by 
initial letter/s of the 
forename/s].  

• Year of publication [in 
round brackets] 

• Issue title [NOT in italics] 
• Name of journal/magazine 

[in italics], 
• Volume number 
• Part number [in round 

brackets]. 

(Paliwoda and 
Marinova, 
2007) 
 
 
 

Paliwoda, S. and Marinova, S. (eds)   (2007) The 
marketing challenges within the Single European 
Market.  European Journal of Marketing, 41 (3/4).   

Newspaper article • Author of article 
[surname, followed by 
initial letter/s of the 
forename/s].  

• Year of publication [in 

(Meikle, 2007, 
p.5) 
 
OR 
 

Meikle, J. (2007)  Long dull summer for Britain’s 
bored teenagers.  The Guardian, 11

 
July, p.5. 
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round brackets] 
• Title of the article [NOT in 

italics] 
• Name of newspaper [in 

italics], 
• Day and month, 
• Page numbers 

[abbreviated to p or pp.].   

…as 
documented by 
Meikle. (2007, 
p.5) 

Newspaper article with no 
author 

• Title of the article [NOT in 
italics] 

• Year of publication [in 
round brackets] 

• Name of newspaper [in 
italics], 

• Day and month, 
• Page numbers 

[abbreviated to p or pp.].   

(The Guardian, 
2007, p.34) 
 
OR 
 
…as stated in 
The Guardian 
(2007, p.34) 

A shower of bones from the sky?  (2007)  The 
Guardian., 11 July, p.34.   

Newspaper article in 
separate section 

•  Author of article 
[surname, followed by 
initial letter/s of the 
forename/s].  

• Year of publication [in 
round brackets] 

• Title of the article [NOT in 
italics]. 

• Name of newspaper [in 
italics, 

• Day and month 
• Section of newspaper, 
• Page numbers 

(Saner, 2007, 
p. 6) 
 
OR 
 
…as Saner 
(2007, p. 6)  
describes.  

Saner, E. (2007) The new formula for H2O.  The 
Guardian, 11 July, G2, pp.4-7. 
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[abbreviated to p or pp.].   
Advert from newspaper • Name of company 

• Year of publication [in 
round brackets] 

• Title of the advert [NOT in 
italics]. 

• Name of newspaper [in 
italics], 

• Day and month, 
• Section [if applicable] 
• Page numbers 

[abbreviated to p or pp.].   

(Tiscali, 2007, 
p.14) 
 
OR 
 
…as 
demonstrated 
by the Tiscali 
advert (2007, 
p.14) 

Tiscali (2007) Tiscali’s best every broadband and 
phone offer.  The Guardian, 11th July, p.14.     

Electronic or Internet Sources 
If you have read a journal article online, you should acknowledge this in your reference list. You should therefore insert [online] in 
square brackets after the title of the journal, cite the database URL and date of access after the volume, issue and page numbers.  If 
an article is available as a pdf it is recommended that you read this version as the page numbers are clearly marked.     
 
Include the following information. The basic order is: 

1. Author/s of article [if more than two authors, use et al.] 
2. Year of publication [in round brackets] 
3. Title of the article [NOT in italics]   
4. Title of the journal or magazine [in italics] 
5. Volume number [may be abbreviated to vol.] 
6. Part of issue number [may also be a season or a month] 
7. Page number/s [abbreviated to p or pp.]  
8. [online] 
9. Available from: URL of database 
10.[Date of access] 

 
Remember that it is the title of the journal that is put in italics and not the article title. 
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Journal/magazine article 
from an electronic database 

• Author/s of article 
[surname, followed by 
initial letter/s of the 
forename/s.]. 

• Year of publication [in 
round brackets] 

• Title of the article [NOT in 
italics]. 

• Title of journal or 
magazine [in italics],   

• Volume number 
• Part number [in round 

brackets], 
• Page numbers 

[abbreviated to p or pp.]. 
• [online]. 
• Available from: URL of 

database 
• Date of access [in square 

brackets] 
•   

(Phillips, 2002, 
p. 89) 
 
OR 
 
…as discussed 
by Phillips.  
(2002, p. 89) 

Phillips, I.  (2002)  A wonderfully eclectic display.  
The Lancet, 359 (9300), p. 89  [online].  Available 
from: ABI-Inform at http://proquest.umi.com  
[Accessed 12 July 2007]. 

Abstract from an electronic  
Journal/magazine 

• Author/s of article 
[surname, followed by 
initial letter/s of the 
forename/s.]. 

• Year of publication [in 
round brackets] 

• Title of the article [NOT in 
italics]. 

• Title of journal or 

(Rubie-Davies, 
2007)   
 
OR 
 
Rubie-Davies 
(2007) asserts 
that the … 

Rubie-Davies, C.M.  (2007)  Classroom 
interactions: exploring the practices of high – and 
low – expectation teachers.  British Journal of 
Educational Psychology,  Vol.  77, part 2  [online].  
Abstract from:  Web of Science at 
http://portal.isiknowledge.com  [Accessed 12 July 
2007].  
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magazine [in italics]   
• Volume number 
• Part number [in round 

brackets] 
• [online] 
• Available from: URL of 

database 
• Date of access [in square 

brackets]. 
 

Journal/magazine article 
only available from the 
Internet 

• Author/s of article 
[surname, followed by 
initial letter/s of the 
forename/s.]. 

• Year of publication [in 
round brackets] 

• Title of the article [NOT in 
italics] 

• Title of journal or 
magazine [in italics]   

• Volume number 
• Part number [in round 

brackets] 
• Page numbers 

[abbreviated to p or pp.] 
•  [online] 
• Available from: URL of 

database 
• Date of access [in square 

brackets] 

(Houghton, 
2007, p. 23) 
 
OR 
 
…as discussed 
by Houghton 
(2007, p. 23)  

Houghton, T.  (2007)  Looking East: Chinese 
research sources.  Freepint.  12

th
 July (233), pp. 

20-23 [online]. Available from: 
http://www.freepint.com/ 
[Accessed 12 July 2007]. 
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Newspaper article from an 
electronic database 

• Author/s of article 
[surname, followed by 
initial letter/s of the 
forename/s.]. 

• Year of publication [in 
round brackets] 

• Title of the article [NOT in 
italics] 

• Title of newspaper [in 
italics]   

• Day and month 
• Page numbers if available 

[abbreviated to p or pp.]  
• [online] 
• Available from: URL of 

database 
• Date of access [in square 

brackets] 

(Chisholm, 
2007, p. 4) 
 
Or 
 
…as Chilsholm 
(2007, p.4) 
asserts… 

Chisholm, J.  (2007)  Weather fails to damp 
shoppers’ spirits.  Financial Times, 10 July, p. 4.  
[online]. Available from: Factiva at 
http://global.factiva.com [Accessed on 12 July 
2007]. 

Newspaper article on 
microfilm 

• Author/s of article 
[surname, followed by 
initial letter/s of the 
forename/s.]. 

• Year of publication [in 
round brackets] 

• Title of the article [NOT in 
italics] 

• Title of newspaper [in 
italics]   

(Klein, 1985) 
 
OR 
 
…as discussed 
by Klein 
(1985). 

Klein, R.  (1985)  Link learning – is it the 
business?  The Times Educational Supplement, 
[Microfilm] 17 March. 
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• [Microfilm] 
• Day and month 
• Page numbers if available 

[abbreviated to p or pp.]   
 

Internet Site • Author/Editor/Organisation 
• Year of publication [in 

round brackets] (this is 
preferably the year 
provided on the site, but if 
you can’t find one the date 
when you accessed it will 
suffice)  

• Title of Internet site [in 
italics] 

• [online] 
• Available from: URL of 

webpage 
• Date of access [in square 

brackets] 

(Chartered 
Institute of 
Personnel and 
Development, 
2007) 
 
OR 
 
…as stated by 
the CIPD 
(2007) 
 
NB.  You do 
NOT put the 
website 
address in the 
text.   

Chartered Institute of Personnel and Development 
(2007)  CIPD  [online].  Available from: 
http://www.cipd.co.uk  [Accessed: 13 July 2007]. 

Blogs • Author of message 
• Year of entry [in round 

brackets] 
• Title of message 
• Title of blog [in italics] 
• [online] 
• Day and month of posted 

message 

(Arnovich, 
2007) 
 
OR 
 
…according to 
Arnovich 
(2007). 

Arnovich, B. (2007)  Six tips for better media 
relations.  Media Relations Blog  [online].  Posted 
29 May. Available from: 
http://www.mediarelationsblog.com/category/pub
lic-relations.  [Accessed 21 August 2007]. 
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• Available from: URL of 
webpage 

• Date of access [in square 
brackets] 

Company Annual Report - 
electronic 

• Company 
• Year of publication [in 

round brackets] 
• Title of report and year [in 

italics] 
• [online] 
• Available from: URL of 

webpage 
• Date of access [in square 

brackets] 

(Tesco, 2006) 
 
OR 
 
Tesco (2006) 
proved… 

Tesco (2006)  Tesco annual report and financial 
statements 2006  [online].  Available from: 
http://www.tescocorporate.com/ annualreview06 
/pdf/report/Tesco_Report_2006_Full.pdf 
[Accessed 18 December 2007]. 

Financial report from FAME • Content provider 
• Year of publication [in 

round brackets] 
• Company report of (give 

the name of the company) 
• Name of database [in 

italics] 
• [online] 
• Available from: URL of 

webpage 
• Date of access [in square 

brackets] 

(Bureau van 
Dijk, 2007)   
 
OR 
 
Tesco’s 
turnover rose 
by over 3000 
GBP from Feb 
2006 to Feb 
2007 (Bureau 
van Dijk, 
2007). 

Bureau Van Dijk  (2007)  Company report of 
Tesco PLC.  FAME [online].  Available from: 
http://fame.bvdep.com.  [Accessed 21 August 
2007]. 

Market research report • Author 
• Year of publication [in 

round brackets] 

(Mintel, 2006) 
 
OR 

Mintel (2006) Boxed Chocolates – UK – December 
2006.  Mintel [online].  Available from: 
http://academic.mintel.com/  [Accessed 21 
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• Title of report 
• Name of database [in 

italics] 
• [online] 
• Available from: URL of 

webpage 
• Date of access [in square 

brackets] 

 
The latest 
research by 
Mintel (2006) 
shows … 

August 2007]. 

Broadcast Media 
 
Radio/TV broadcast  
 

If the programme has an 
obvious presenter: 
• Presenter 
• Year of broadcast [in 

round brackets] 
• Programme title, [in 

italics] 
• Part title [if applicable] 
 
If there is no obvious 
presenter, then use the title 
as the main entry.   
• Programme title [in italics] 
• Part title [if applicable].  
• Year of broadcast [in 

round brackets] 
You should then include: 
• Format, e.g. TV or Radio 

broadcast [in square 
brackets] 

• Channel 

(Lythgoe, 
2007) 
 
OR 
 
Lythgoe (2007) 
states that 
intuition is… 
 
 
(Dispatches, 
2007) 
 
OR 
 
The Dispatches 
programme 
(2007) 
asserts… 

Lythgoe, M.  (2007)  Inside Intuition  [Radio 
broadcast].  BBC Radio 4, 17 August.  11.00 hrs. 
 
 
 
 
 
 
Dispatches, Undercover mother  (2007) [TV 
Broadcast]  Channel 4, 23 July.  20.00 hrs. 
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• Date of broadcast [day 
month and time] 

 
Recording from TV/Radio 
onto Video/DVD/Audio tape 
 

If the programme has an 
obvious presenter: 
• Presenter 
• Year of broadcast [in 

round brackets] 
• Programme title, [in 

italics] 
• Part title [if applicable] 
 
If there is no obvious 
presenter, then use the title 
as the main entry.   
• Programme title [in italics] 
• Part title [if applicable]. 
• Year of broadcast [in 

round brackets]  
 
You should then include: 
• Format [in square 

brackets] 
• Channel 
• Date of broadcast [day 

month and time] 
 

(The Battle for 
British Art, 
2006) 
 
OR 
 
… as seen on 
The Battle for 
British Art 
programme 
(2007). 

The Battle for British Art  (2006)  [DVD off-air]  
BBC 4, 25 June.  21.00 hrs. 

Commercial/ training film 
 

• Presenter 
• Year of broadcast [in 

round brackets] 

(Smith, 1993) 
 
OR 

Smith, D.  (1993)  Powerful Presentation Skills: 
How to get a group’s attention, hold people’s 
interest and persuade them to act.    [Video]  
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• Programme title [in italics] 
 
If there is no obvious 
presenter, then use the title 
as the main entry.   
• Programme title [in italics] 
• Year of broadcast [in 

round brackets]  
 
You should then include: 
• Format, e.g. video or DVD 

[in square brackets] 
• Place of distribution 
• Publisher/broadcaster.   

 
Debra Smith 
(1993)  
states… 

Boulder, CO: Career Track Publications.   

Feature film • Film title [in italics] 
• Year that the film was 

released [in round 
brackets] 

• Format, e.g. video or DVD 
[in square brackets] 

• Director 
• Place of distribution: 
• Production company 

(Pulp fiction, 
2004) 
 
OR 
 
…as portrayed 
by the film 
Pulp Fiction 
(2004). 

Pulp fiction (1994)  [Video].  Directed by Quentin 
Tarantino.  London: Touchstone Home Video.   

Feature film recording (off-
air) 

• Film title [in italics] 
• Year that the film was 

released [in round 
brackets] 

• Format, e.g. video or DVD 
off-air [in square brackets] 

• Director 

(The Matrix, 
1999) 
 
OR 
 
The Matrix 
(1999) 

The Matrix (1999)  [Video off-air].  Directed by 
Larry Wachows and Andy Wachows.  Channel 5, 
21 May 2003. 
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• Channel 
• Date of broadcast [day 

month and time] 

showed… 

Music (Audio CD) • Artist/Band 
• Year of Distribution [in 

round brackets] 
• Title of album [in italics] 
• [CD] 
• Place of distribution: 

Distribution company 

(Artic 
Monkeys, 
2007) 
 
OR 
 
The Artic 
Monkeys have 
now released a 
second album, 
Favourite 
Worst 
Nightmare 
(2007), on …  

Artic Monkeys (2007)  Favourite worst nightmare.  
[CD] London: Domino, Warner Brothers.   

Podcast 
 

• Presenter/s 
• Year of broadcast [in 

round brackets] 
• Title of programme [in 

italics]. 
• Podcast [in square 

brackets] 
• Podcast date. 
• Available from: URL of 

webpage 
• Date of access [in square 

brackets] 

(Turner and 
Rose, 2007) 
 
OR 
 
…as discussed 
by Turner and 
Rose (2007). 

Turner, A. and Rose, S.  (2007)  A date with the 
planet podcast  [Podcast].  Posted 13 March.  
Available from:  
http://www.timesonline.co.uk/tol/global/article15
11402.ece.  [Accessed: 22 August 2007]. 
  

Law Reports 
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When citing a case in legal writing it is necessary to state the name of the case and where a report of it can be found.  In England 
cases are generally known by their names rather than as a court file number unlike for example, the USA.  Also, most cases are 
reported in several series of law reports and so the name of a case must be given so that someone who does not have access to the 
report cited can locate the case in another report.   

Law Reports (Cases) 
 

• Case name (in italics 
except for the symbol V)  

• Date [in square brackets] 
• Volume number 
• Abbreviation for name of 

report 
• First page of report (or 

case number) 
 
Remember, always, cite the 
more prestigious series of law 
reports, if more than one 
series of law reports is cited.  
The hierarchy is: 

1. Law Reports 
2. Weekly Law Reports 
3. All England Law 

Reports 
4. All other series 

 
Neutral Citation 
A ‘neutral system’ of citation 
was introduced in January 
2002 to make processing of 
judgements electronically 
much easier.   

Chalmers v 
Johns  
 
 
 
 
 
 
 
 
 
 
Saif Ali v 
Sidney 
Mitchell  
 
 
 
 

Smith v Jones  
 
 
 
 

Chalmers v Johns [1999] 1 FLR 39 
 
 
 
 
 
 
 
 
 
 
 
Saif Ali v Sidney Mitchell [1980] AC 198; [1978] 3 
WLR 849 
 
 
 
 
 
 
 

Smith v Jones [2002] EWHC 123 (Fam) 
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Effectively a unique number is 
now furnished to the Court of 
Appeal and all divisions of the 
High Court in London (and 
outside London, on request) 
from a register kept at the 
High Court. 
 
England and Wales Court of 
Appeal (Civil Division)  
 
England and Wales Court of 
Appeal (Criminal Division) 
 
 
 
 
United Kingdom House of 
Lords 
 
 
 
 
United Kingdom Privy Council 

 
 
 
 
 
 
 
 
 
Ellis v Bristol 
City Council  
 
 
R V Campbell 
(Kenneth 
George) 
 
 
St Helen’s 
Borough 
Council v 
Derbyshire + 
Ors 
 
Louis v Smith 
(Saint Lucia) 
 
 
 
 

 
 
 
 
 
 
 
Ellis v Bristol City Council [2007] EWCA Civ 685 
 
 
R V Campbell (Kenneth George) [2007] EWCA 
Crim 1472 
 
 
 
 
St Helen’s Borough Council v Derbyshire + Ors 
[2007] UKHL 20 
 
 
 
Louis v Smith (Saint Lucia) [2007] UKPC 38 
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Unreported Cases An unreported case has no 
neutral citation, has not been 
published in a recognised 
series of law reports and does 
not have a published official 
transcript.  When citing 
unreported cases in the 
bibliography and/or reference 
list its name is followed by 
‘(unreported)’ instead of a 
law report reference.  Where 
possible the name of the 
court or tribunal and the date 
of the decision should be 
provided.  
 
• Name of parties (in italics 

except for the symbol V)  
• Unreported (in round 

brackets) – this is used 

Evans v 
Governor of 
H.M. Prison 
Brockhill 
(unreported) 
[Court of 
Appeal Civil 
Division] [19 
June 1998] 
 

Evans v Governor of H.M. Prison Brockhill 
(unreported) [Court of Appeal Civil Division] [19 
June 1998] 
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instead of a law report 
reference 

• Name of the court or 
tribunal if available [in 
square brackets] 

• Date of the decision if 
available 

 
 
If a transcript is available 
then information sufficient to 
identify the transcript, such 
as a Court of Appeal 
transcript number should be 
given.  
 
If the case is known only 
because it has been cited 
elsewhere, such as in a 
judgement or an article, then 
that source should be cited. 
 
 

Statutes (Acts of Parliament) 
Statutes • Great Britain 

• Year of publication (in 
round brackets) 

• Title of Act, including year 
(in italics) 

• Chapter number 

If it does not 
occur naturally 
in the text, 
place in 
brackets: 
1. Short title 

Great Britain (1973) Matrimonial Causes Act 
1973. Chapter 18. London: The Stationery Office 
                 
Great Britain (1973) Matrimonial Causes Act 
1973. Chapter 18. s11(b). London: The Stationery 
Office 
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• Section (abbreviated to 
‘s’), schedule (abbreviated 
to ‘Sch’) or part 
(abbreviated to ‘Pt’) (if 
applicable) 

• Place of publication: 
• Publisher 

of the Act 
(including 
the year) 

2. Relevant 
section/sub
-section 

 
Section 11(b) 
of The 
Matrimonial 
Causes Act 
1973 states 
that a party to 
a marriage 
must not be 
already 
married, 
otherwise the 
later marriage 
is void. 
 
A party to a 
marriage must 
not be already 
married, 
otherwise the 
later marriage 
is void 
(Matrimonial 
Causes Act 

 
 



Item Type Information required for the 
reference list 

In text 
example 

Reference list example 

 

 37 

1973, s.11(b)). 
 

Delegated (Subordinate) 
Legislation 

   

Statutory instruments (SI) • Name/title (in italics) 
• SI number –the year the 

SI was published, forward 
slash and number given 
(in round brackets) 

Adoption in 
Britain… 
(Adoption 
Agencies 
Regulations, SI 
1983/1964) 

Adoption Agencies Regulations (SI 1983/1964) 
Family Proceedings Rules (SI 1991/1247) 
 
 

EU Law 
The Community Treaties 
 

The primary source of EU law 
is the various Treaties and as 
a general rule it is sufficient 
to cite a Treaty by its title 
and date.   
 
 
 

Section XX of 
The Merger 
Treaty Act 
1965 states 
that… 
  

Merger Treaty 1965 
Treaty of Nice 2000 
 
 
 
 
 
 
 

Legislative Acts 
 

Secondary sources of law 
include secondary legislation 
as enacted by the institutions 
of the Community (as well as 
case law and so on). 
 
The main forms of secondary 
legislation are Regulations, 
Directives, Decisions, 

Section XX of 
Regulation 
1612/68 
(Rights of 
access to and 
conditions of 
employment)  

Regulations and Directives 
Regulation 1612/68 (Rights of access to and 
conditions of employment) 
 
Directive 93/96/EEC (Rights of residence for 
students) 
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Recommendations, and 
Opinions.   

European Court of Justice 
and Court of First Instance 
Cases 

Cases before the Court of 
Justice and the Court of First 
Instance of the European 
Communities are given case 
numbers by the court 
register. The number of the 
case heard in the Court of 
Justice since the Court of First 
Instance was established 
(November 1989) is prefixed 
by ‘C-’. The ‘C-’ prefix is not 
used for cases in which a 
judgement was delivered 
before 16 November 1989.  
 
The case number is preceded 
by the name of the case (in 
italics) and then followed by 
the date and which report or 
reports the case can be found 
and on what page. 
 
 

R v 
Immigration 
Appeal 
Tribunal ex p 
Antonissen  
 

R v Immigration Appeal Tribunal ex p Antonissen 
(Case C-370/90) [1991] ECR I-745; [1991] 2 
CMLR 373 
 

Opinions The Court of Justice may also 
be asked to give an opinion 
on a proposed agreement 
between the EC and one of 
the States – this would be 

(Opinion 1/94, 
para 108) 

Opinion 1/94 [1994] ECR I-5267 
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cited as follows: 
• Opinion followed by the 

number (in italics) 
• Date [in square brackets] 
• Abbreviation for name of 

report 
• Page number 
 

Government/Parliamentary Publications 
House of Commons Papers  Since 1988 House of 

Commons and House of Lords 
Papers are issued in separate 
numerical sequences. The 
Papers of the House of 
Commons include reports of 
some committees such as the 
Select Committee and contain 
the initials H.C., the session 
and paper number.  
 
• Great Britain 
• Parliament.  House of 

Commons  
• Year of publication (in 

round brackets) 
• Title (in italics) 
• Place of publication: 

Publisher 
• Abbreviation of House 

(HC) 

Parliamentary 
reports for the 
year included 
the Freedom of 
Information: 
Government 
proposals for 
reform.  
 
 

Great Britain. Parliament. House of Commons 
(2007) Freedom of Information: Government 
proposals for reform.  London: The Stationery 
Office. (HC 2006-2007 415) 
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• Session (year) 
• Paper and session number 

(in round brackets)  
House of Lords Papers • Great Britain 

• Parliament.  House of 
Lords 

• Year of publication (in 
round brackets) 

• Title (in italics) 
• Place of publication: 

Publisher 
• Paper and session number 

(in round brackets – put 
extra brackets around the 
paper number to 
distinguish it from 
identical House of 
Commons paper numbers 
which are not in brackets)  

House of Lords 
Paper 
Parliamentary 
reports for the 
year included 
the Smoking 
Policy in the 
House of 
Lords.  (2007)  

Great Britain. Parliament. House of Lords (2007) 
Smoking Policy in the House of Lords. London: 
The Stationery Office. (HL 2006-2007 (74)) 
 

Parliamentary Debates (Hansard) 
Publications of verbatim reports of proceedings in Parliament (debates and speeches) are printed in Hansard and are published daily 
both on the Internet and in print. Hansard reports are the only reports of proceedings in Parliament, which may be cited in court.   
 
House of Commons or House 
of Lords 

• HC or HL Deb (depending 
on where the proceedings 
took place) 

• Session 
• Date of proceedings 
• Volume number (optional) 
• Column number 

House of 
Commons 
HC Deb (2006-
2007) 28 
February 2007 
vol.457 c907 
 

House of Commons 
HC Deb (2006-2007) 28 February 2007 vol.457 
c907 
HC Deb (2004-05) 15 March 2005 c126 
HC Deb (2003-2004) 13 July 2004 cc1009-1012W 
HC Deb (2005-2006) 20 December 2005 c192WS 
HC Deb (2000-2001) 6 February 2001 c169WH 
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abbreviated to ‘C’ if more 
than one column use cc). 

• If citing a Written Answer 
place W after the column 
number. 

• If citing a Written 
Statement places WS after 
the column number. 

• If citing a debate in 
Westminster Hall place 
WH after the column 
number.   

 
 

 
House of 
Lords  
HL Deb (2002-
2003) 18 July 
2003 vol.651 
c1091  
 

 
House of Lords 
HL Deb (2002-2003) 18 July 2003 vol.651 c1091  
HL Deb (2000-2001) 20 February 2001 cc591-592 
HL Deb (2003-2004) 16 September 2004 c196W 
 
 

Bills Bills are the draft versions of 
Acts, laid before Parliament 
for its consideration and 
approval. Bills before 
Parliament can be found on 
the Parliament website (at 
http://www.parliament.uk) or 
in paper versions.  
• Great Britain. 
• Parliament 
• House of … (Commons or 

Lords). 
• Year of publication (in 

round brackets) 
• Title (in italics) 
• Place of publication 

The Transport 
Bill (1999) is 
an attempt to 
produce a 
more unified 
transport 
system. 
 

Great Britain. Parliament. House of 
Commons.(1999) Transport Bill. London: The 
Stationery Office. Bill 8 (1999-2000) 
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• Publisher 
• Bill number and session 

(in round brackets) 
Command Papers Command Papers include 

major government reports 
and some, but not all, of the 
Law Commission and the 
reports of the Royal 
Commissions. In practice a 
Minister of the Crown on his 
or her own initiative presents 
Command Papers to 
Parliament; its preparation 
has not been requested by 
Parliament. They are often 
statements of government 
policy: which are likely to be 
the subject of future 
legislation or they are 
presented for the information 
of MPs and will include 
statistics, annual reports, 
state papers and so on. 
Command Papers are given 
an individual number, 
prefaced by an abbreviation 
for the word ‘command’ and 
since 1986 ‘Cm.’ has been 
used. The numbers run 
continuously from one session 

The 
Government 
recognize the 
need to … 
(Great Britain.  
Foreign and 
Commonwealth 
Office, 2005, 
p. 6) 

Foreign and Commonwealth Office, WHO 
framework convention on tobacco control TS No 
13. London: The Stationery Office (Cm. 6514)  
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of Parliament to another. 
• Author  
• Title (in italics) 
• Command Paper number 

(using the correct 
abbreviation for 
command), year of 
publication 

 
NB There has been a number 
of series of Command Papers 
which all have a unique way 
of abbreviating the word 
Command.   

Law Commission Reports of the Law 
Commission (and Scottish 
Law Commission) may be 
published either as 
command papers (see 
command papers) or as 
House of Commons papers 
(see House of Commons 
papers).  
• Law Commission 
• Title of the report (in 

italics) 
• Law Commission number 

(using the abbreviation for 
Law Commission), year of 
publications (in round 

It was agreed 
that… (Law 
Commission, 
2006, p. 7) 

Law Commission  Murder, manslaughter and 
infanticide (Law Com 304, 2006)   
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brackets) 
 

Conferences, Seminars, lectures 
Conference proceedings • Author/editor/organisation 

• Year of publication [in 
round brackets] 

• Title of the conference [in 
italics]. 

• Location of the 
conference, 

• Date of the conference. 
• Place of publication:  
• Publisher.     

…as discussed 
at the 
European 
Cities 
Tourism’s 
International 
Conference in 
Vienna 
(Wöber, 2002) 
 
  

Wöber, K.W. (2002)  City tourism 2002: 
proceedings of European Cities Tourism’s 
International Conference in Vienna, Austria 2002.  
Vienna, Austria, 19-22 June.  Vienna: Springer-
Verlag. 

Conference paper 
 

• Author of paper 
• Year of publication [in 

round brackets] 
• Title of paper [NOT in 

italics]. 
• Editor of conference 

papers [if there is one] 
• Title of conference [in 

italics] 
• Location of the conference 
• Date of the conference 
• Place of publication: 
• Publisher 

(Wilson, 2004) 
 
OR 
 
Wilson (2004) 
argues… 

Wilson, G.  (2004)  Multimedia tour programme at 
Tate Modern.  In: Museums and the Web 2004.  
Washington DC.   

Paper from conference 
proceedings published on the 
Internet 

• Author of paper 
• Year of publication [in 

round brackets] 

(Le Noury, 
2007) 
 

Le Noury, C.E. (2007)  I predict a riot: crowd 
control attempting to tame the tourists  [online].   
Student Virtual Conference 2007, strand 1: 
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 • Title of paper [NOT in 
italics] 

• [online] 
• Title of conference [in 

italics] 
• Location of the 

conference. 
• Date of the conference 

[day and month] 
• Publisher 
• Available from: URL of 

webpage 
• Date of access [in square 

brackets] 
 

OR 
 
According to Le 
Noury (2007), 
tourist 
crowds… 

Attempts to control.  1 May 2007.   Available 
from:  http://cometravel.lincoln.ac.uk/papers/cc-
submissions.php?paper=221 [Accessed 22 August 
2007]. 

PowerPoint slides from a 
lecture/seminar stored on 
the Virtual Campus or 
BlackBoard 

• Presenter 
• Year of publication [in 

round brackets] 
• Title of lecture [in italics] 
• [Online lecture notes] 
• From [insert either 

Blackboard or the Virtual 
Campus] 

• Unit code and title 
• Date of lecture 
• Available at: URL of the 

Virtual 
Campus/Blackboard 

• Date of access [in square 
brackets] 

(Taylor, 2007) 
 
OR 
 
The lecture by 
Taylor (2207) 
supported this 
theory. 

Taylor, C.  (2007)  Managing communications 1  
[online lecture notes].  From the Virtual Campus.  
BUS 1150 Managing Personal Development.  10 
October.  Available from: 
http://home.lincoln.ac.uk/LearningSystem/Start.a
sp [Accessed 22 August 2007] 
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Personal Communication 
Email For personal emails it is the 

‘Subject Line’ which is used 
as the as the title and it 
should therefore appear in 
italics.  You should obtain the 
permission of the sender 
before you make reference to 
the email in your work.   
• Sender 
• Year the email was sent 

[in round brackets] 
• Subject of the message [in 

italics] 
• Email to: 
• Recipient’s name. 
• Day and month of the 

communication. 

(Smith, 2003) 
 
OR 
 
Smith (2003) 
says… 

Smith, W.  (2003)  British Telecom.  Email to: 
A.N.Other.  18 June. 

Email discussion group • Author of message 
• Year of message [in round 

brackets] 
• Subject of the message  
• Discussion group [in 

italics] 
• Date posted [day and 

month] 
• [online] 
• Available from: Discussion 

group email address.   
• Date of access 

(Bose, 2007) 
 
OR 
 
…as referenced 
by Bose 
(2007). 

Bose, N.  (2007)  Using moving image archives in 
academic research. ARCH-HISTORY discussion 
group , 30 July 2007 [online].  Available from: 
ARCH-HISTORY@jiscmail.com.  [Accessed 31 July 
2007]. 
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Letter/fax • Sender  
• Year the email was sent 

[in round brackets] 
• Subject of the message [in 

italics] 
• Letter to/Fax to: 
• Recipient’s name. 
• Day and month of the 

communication 

(Brown, 2006) 
 
OR 
 
…as stated by 
Brown (2006).   

Brown, J.  (2006)  Changes to the architectural 
plans.  Letter to:  Alan Green.  21

 
December.    

Text message • Sender 
• Year the email was sent 

[in round brackets] 
• Subject of the message [in 

italics] 
• Text message to: 
• Recipient’s name. 
• Day and month of the 

communication 

(Thompson, 
2007) 
 
OR 
 
Thompson 
(2007) 
proposed… 

Thompson, P.  (2007)  Dixons.  Text message to: 
Chris Archibald.  27 February.   

Maps 
 
Atlases Atlases are referencing in a 

similar way to books.  Use the 
title in your citation and as 
the main entry in your 
reference list/bibliography.   
Take the publication details 
from the title page and not 
from the front cover 
• Title [in italics].  
• Year of publication [in 

In the in-text 
citation, 
instead of the 
page number, 
use the plate 
number.   
(Times Atlas of 
the World, 
1956, plate 
74) 

The Times Atlas of the World  (1956)  Vol. IV, 
Southern Europe and Africa.  Mid-century edition.  
London: The Times Publishing Company Ltd.   
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round brackets]   
• Vol No. 
• Title of Volume. 
• Edition [if not the first].   
• Place of publication:  
• Publisher. 

 

 
OR 
 
…as illustrated 
in the Times 
Atlas of the 
World (1956, 
plate 74). 
 
 

Ordnance Survey maps • Ordnance Survey  
• Year of publication [in 

round brackets]  
• Title of the map [in 

italics], 
• sheet number, scale.   
• Place of publication:  
• Publisher.   
• Series [in round brackets].  

(Ordnance 
Survey, 1993) 
 
OR 
 
…as 
documented by 
the Ordnance 
Survey map on 
the North York 
Moors western 
area (1993). 

Ordnance Survey (1993)  North York Moors 
Westerm area,  sheet 26, 1:25000.  
Southampton: Ordnance Survey.   (Outdoor 
Leisure). 

Dissertations and Theses 
Undergraduate/postgraduate 
dissertation 

• Author 
• Year of submission [in 

round brackets] 
• Title of the thesis [in 

italics] 
• Unpublished 
• Degree statement [e.g. 

(Whetton, 
2006, p. 34) 
 
OR 
 
…as proposed 
by Whetton 

Whetton, E.  (2006)  The national PESSCL 
strategy: participation levels in PE and School 
Sports.  Unpublished BSc Sport and Exercise 
Science dissertation.  University of Lincoln.   
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BSc Dissertation] 
• Degree awarding body 

[i.e. the name of the 
university] 

(2006, p.34) 

PhD thesis • Author 
• Year of submission [in 

round brackets] 
• Title of the thesis [in 

italics] 
• Unpublished 
• Degree statement [e.g. 

PhD Thesis] 
• Degree awarding body 

[i.e. the name of the 
university] 

(Monroy, 2002, 
p.62) 
 
OR 
 
Monroy (2002, 
p. 62) 
discusses the… 

Monroy, M.C.O (2002)  An exploration of chaos 
and complexity theory in management from a 
critical systems thinking perspective.  Unpublished 
PhD Thesis.  University of Lincoln.     

Thesis from an electronic 
database 

• Author 
• Year of submission [in 

round brackets] 
• Title of the thesis [in 

italics] 
• [online] 
• Degree statement [e.g. 

PhD Thesis] 
• Degree awarding body 

[i.e. the name of the 
university] 

• Available from: URL of 
database 

• [Date of access] 

(Avant, 2004, 
p. 24) 
 
OR 
 
…as discussed 
by Avant 
(2004, p.24). 

Avant, M.K. (2004)  A descriptive analysis of the 
academic progress of student athletes at Coastal 
Caroline University  [online]. 
  DSM Dissertation United States Sports Academy.  
Article from: ABI-Inform at 
https://portal.lincoln.ac.uk/C1/ELibrary/default.as
px.  [Accessed 30 July 2007] 

Thesis from the Internet • Author (Smith, 2002, Smith, R.G. (2002)  The regulation of peptide 
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• Year of submission ([n 
round brackets] 

• Title of the thesis [in 
italics] 

• [online] 
• Degree statement [e.g. 

PhD Thesis] 
• Degree awarding body 

[i.e. the name of the 
university] 

• Available at: URL of 
website 

• [Date of access] 

p.7) 
 
OR 
Smith (2202, 
p. 7) makes 
reference to… 

mimotope/epitope recognition by monoclonal 
antibodies  [online].  Doctor of Philosophy.  
University of Nottingham.  Article from: 
http://etheses.nottingham.ac.uk/ 
archive/00000053/01/RGSmithThesis2002.pdf 
[Accessed 30 July 2007]. 

 


