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This guide provides instructions for the three most commonly used referencing
systems for academic writing at UTS. These include the author and date systems in
the Harvard and APA styles and the numerical Note system.
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The guide has been prepared in consultation with the UTS Faculties and lists the
preferred styles for each Faculty unless otherwise stated. Your lecturer/tutor may
impose other conditions that would override this general guide and these conditions
will be noted in Subject Outlines.
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A brief introduction to the importance of acknowledging sources, plagiarism and
referencing provides a basis for the following style guides. Staff and students can also
use Endnote bibliographic software to collect, store and organise references.
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This table links you to the referencing system preferred by your Faculty and includes
a comprehensive list of both in text citation and reference list formats and examples
for each style.
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Acknowledging Sources
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Any material - facts, statistics, statements, arguments, concepts, ideas, and so on -
which is used in an assignment and which is derived from another source (articles,
books, newspapers or any other forms of publication, lecture notes, radio or T.V
programmes, personal communications, Web sites, etc.) must be acknowledged. This
includes direct quotation, paraphrases or summaries. A good essay would include
many references to an extensive range of source material. This does not indicate lack
of originality; rather the original contribution of the writer lies in the way that the
ideas of others are utilised, organised, analysed and synthesised into a coherent
argument.
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Sources should definitely be cited if a sentence begins...

MRAFFRENT, BRRRERN LR

It has been found that...

BARH...

Researchers have...
MRAR..

Studies have shown...
MRER...
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Some think that...
BEAIAR...

It has been suggested that...
BAERW..

You do not need to acknowledge ‘common knowledge’'; for example, 'oxygen is
essential to human life'. However, a reference would be required if you stated that
'brain damage occurs if oxygen is absent for longer than 3 minutes'. If you have any
doubt about whether to cite or not cite, you probably should cite the source.
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Plagiarism
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It is important to acknowledge and properly document your sources to avoid
plagiarism. Plagiarism is a form of theft and occurs whenever you use somebody
else's words or ideas without acknowledging the original source. Inaccurate or
incomplete or missing references are also regarded as plagiarism. Proper
acknowledgment of sources of information is an essential part of good academic
practice and UTS' Rules, Policy and Procedures provide clear guidelines on referencing
and plagiarism.
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Referencing

SERHES

Acknowledgments to the original source are called references. A number of standard
systems of referencing have been developed which provide clear guidelines on how to
reference material so that the source can be traced easily. The two most commonly
used systems are the author and date systems (including the Harvard or APA styles)
and numerical systems such as the Note system.
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In the author and date systems a reference is acknowledged in two ways. Firstly, a

brief note of the author and date is made in the text at the time the original source is
used. The full reference is then recorded at the end of the text in a Reference List.

EEENBEHMRE ARMNARNBNSERY, B, EEAREENN EEXFH—BREE
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The APA and Harvard styles differ only by the arrangement of the bibliographic items
in the full reference. Each reference type has a number of prescribed items that are
needed to enable the reader to locate the reference. For books, the items are Author;
Year of Publication; Title; Place of Publication and Publisher. The following example for
a book is in the Harvard style:

BRAFILHFFRERAPA) IR HRENENE— TR LRI TESEBERFHHENR
EMRBESERRBE-—ENAEUNR FREELSENXE. EHEFE , AENE REE
ARFR,FHE RGN ERE. AT FREFHREPNBERSIHEN:

. W A e T (HAEF) W v R E
Author Year of Publication  book title {italicised} Editic l
Schein, E. 1997, Organizational culture and leadership, 2nd, .

S5an Francisco.

Place of Publication H B th

Regardless of which referencing system is preferred by your Faculty, it is important
that it is followed consistently so that all patterns of punctuation (including use of
capitals and italics for example) and the details needed to identify sources are
included.

TEMFRNERRABINSERYESIRE  EZNRFEZRMNER UEMARRSNRF (2
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Recording Details

iICFAT

It is a good idea to get into the habit of recording the full bibliographic details of
sources at the time of locating them. This will overcome the frustration of trying to
find details such as publisher or date of publication at the last minute when your
assignment is due. Wherever possible, details should be taken from the title page of
publications used rather than from the front cover. Listed below are the details you
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will need to record for books, journals and non-print (including electronic) sources for
your reference lists and bibliographies.
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Books 7

v Author's surname and
initial

FENBRMNEFNEFS

v Year of Publication
HIRFH
¥  Book title $5

¥  Publisher Hhx#&
If you take notes from a

chapter in an edited book, then

also collect the authors and

chapter titles and the first and

last page numbers of the
chapters

MBERM—RERITHREHEET ¥
I EARREIVENE SoPS il
B U R ZET RS —MRER
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Journal Articles ##XZ| Non-Print Sources3EH Rl

v Author's surname and Collect similar information for

initial

books and journals

EENERNBFZNET KWESHENFRVELESR

&
v Year of Publication

iR 17
Article title SLEHRE

Journal name F#HEMH

Volume number and
issue number if
available

v

sran neaeg
Page number W%
v
v

Endnote Referencing software

FER SR

Also collect

ELpeS

Format (eg online image,
Electronic, CD -ROM,
video recording, DVD)

BRBImMN R BF,KE
WEhEs, R , BILER)
For Internet: the address

(URL) and the date you
visited the site

HEM:
Mt R RS T RS M
S

For email : discussion list
name and list address

B IeERERFNE
Byt

For a database: the name
of producer and database,
any file/ document/ report
codes that may help in
locating the source

BaRE:

BIEEEMNGIEE TAEE
ERERRIFH LS/ SR
HRB,
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UTS makes available to all staff and students the Endnote bibliographic software
which enables you to collect, store and organise your references. References can be
entered manually, or they can be found in databases and library catalogues and
downloaded into EndNote. You can then seamlessly transfer references from EndNote
into a Microsoft Word document such as a research paper or thesis.

FEREBE REXN ARG MFERMMIEPS B B 4(Endnote bibliographic

software), EREEB WE , F A LR ESI AR, BRATAAFEAXTNEEENEBIE
BTREHER B, ARERIRALUMHIES B FESI BRI T3 A — L ARSI
EWARXER L.

EndNote automatically creates a Reference List in your choice of reference style, for
example APA or Harvard, both of which are widely used throughout the University.

HOES B E M EREANESIRRRERN, HIE - RS ER B X HIRARILHFRERA
PASRHRG, MEERZFBIRNZRA.

For more information on Endnote, training programs and the preferred style for your
Faculty in Endnote see the UTS Library site at
http://www.lib.uts.edu.au/information/endnote.

MEEFZERE XTHERE R4 ERAZIINEHEE B REPSREAXANSEETRE
BlRE&% SN AEEBIEMEE http://www.lib.uts.edu.au/information/endnote,

Useful Links
B AR

Australian Government Publishing Service 2002, Style manual for authors, editors and
printers, 6™ edn, AGPS, Canberra. Call No: 808.042STYL (ed. 6)

N.B. The 5™ edition, 1994 is available in PDF format, see Chapter 9. Notes, references
and bibliographies. http://www.agimo.gov.au/information/publishing/style _manual

Electronic referencing: 2% #&¥E5|

Walker, Janice R. & Taylor, T. 1998, Columbia guide to online style. Columbia
University Press, New York. Call No: 808.027WALK

Li, X. & Crane, N. B. 1996, Electronic Styles: A Handbook for Citing Electronic
Information, 2" ed., Information Today, Medford, N.J. Call No: 808.027LIXI (ed. 6)

For APA referencing: BARNIHFRER(APA)ESI RS

The American Psychological Association 2001, The Publication manual of the American
Psychological Association, 5" edn, APA. Call No: 808.02PUBL (ed. 5)
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The American Psychological Association homepage,
http://www.apastyle.org/elecref.html, is regularly updated to reflect changes, or
clarifications to APA style.

For Nursing students: 38, BIF-REE¥REE

Lock, L., Waters, C. & Phillips, A. 2001, Guidelines for preparation, presentation and
submission of written assignments, Lindfield: Faculty of Nursing, Midwifery and
Health, University of Technology, Sydney. Call No: 808.02LOC

An electronic version in pdf format is available at
http://www.nmh.uts.edu.au/information/guidelines_assignments.pdf
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