Hertfordshire Business School Guide to Harvard Referencing

This guide has been produced by the ASU in response to questions from Hertfordshire Business School (HBS) students about the important subject of accurate referencing.   It is essential for you to reference your work thoroughly because what you write for HBS must be 'evidenced' - your discussion and arguments should consist mainly of academic theory and 'expert' practitioner experience. These two main sources (theory and practice) MUST be referenced throughout your writing.   Readers must be able to see which words are your own words and any original ideas, and what sources you have used as evidence to back up your assertions. Good referencing is ESSENTIAL because: 

1) Your tutor must be able to check your source. 
2) Other readers might want to follow up your work.
3) Your tutor needs to see if you are reading and understanding course material and book lists.
4) If you do not reference, you can be accused of stealing the work and ideas of others, and this is the serious offence of Plagiarism.

The Hertfordshire Business School uses the Harvard referencing system. ASU have produced a 'standardised' version from the many different variations of Harvard that are available because it is important to be consistent with all your references. ASU worked with IH consultants to produce this standard referencing format for HBS.   Harvard is a modern 'author-date' system and should not be used in the same document with the older footnote system ('historical' system) which contains numbers in the text and footnotes. The complete reference consists of two parts: an in-text citation and a final reference in the list of References, which has the following order:
    
HARVARD BASIC ORDER OF INFORMATIONHarvard is an 'Author Date' system, and (if known), you must record the information in this order:Author (Year) Title. Place of publication: Name of publisher. |

If you do not have any part of the information, you will have to leave it out or indicate you do not have it with 'date unknown' for example. Very rarely is the 'author unknown', although it may be a 'corporate' author. You can reference ANY sources using Harvard - the rule is keep the same order of information as stated above. 

WHO WROTE THE WORK?
WHEN DID THEY WRITE IT?
WHAT IS THE NAME OF THE WORK?
WHERE CAN IT BE FOUND?

References and Bibliography

References are NOT the same as a Bibliography. Your lecturer may ask you to put either one of these, or both at the end of your assignment.   Whichever you use, the Harvard style is the same and it must be arranged alphabetically. Here are the differences:

References: References contain a list of all the sources you actually used and 'cited' in the text.   

Bibliography: A Bibliography

contains all the sources of information that you used as 'background' reading for the assignment but you did not actually cite these sources in the text.   A Bibliography should not only include books, but any background sources that you think should be mentioned. Do not make a long Bibliography to impress. Only include items that you think provide useful information for the reader.   

Primary and secondary sources: Primary sources are the 'original' sources. Secondary sources are the sources referred to by other authors. This guide gives examples of both types of sources. Remember that ideally, you should always consult the primary source.   However, whatever type of source you use, the golden rule is to only cite and reference the source that you actually use.   
Attribution tense: As a general rule, use the present tense. For example: Brown (2010) suggests… even when the reference is not a current one. The concepts and issues referred to at the time of reference were ‘current’. 

Paraphrasing and Quotations: It is good practice to paraphrase other authors’ views. In other words, identify the source(s) of relevant views (Brown, 2010 and Schutte, 1999) and use your own words to comment on their key ideas and make your own clear points. Quotations should be used sparingly. If you decide to include the exact words of another author, you must enclose their words with quotation marks and include the page number in-text, e.g. Schutte (1999:298) asserts “westerners regarded the Japanese as workaholics”. See example 48 on page 14 for examples.

Final list of References: Consistent punctuation and spacing are necessary in the References. Some general rules apply:
  * Author or authors’ names: 
  * Use only the initials of the author or authors' given names. 
  * No full stops are used between initials. 
  * Generational titles, i.e. Junior, Senior or roman numerals are only included in the References list, e.g. Smith, J., Jr. (2009) … Academic prefixes, i.e. Dr. are omitted from the reference.
  * Titles of works: 
  * Only capitalise content words for the titles of books, book chapters and journal articles. 
  * In the titles of journals, magazines and newspapers, capital letters should be used as they appear normally. 
  * Use italics for the titles of books, journals, and newspapers. 
  * Enclose titles of book chapters and journal articles in inverted commas (single quotation marks). 
  * Page numbering: 
  * Books: page numbers are not usually needed in the final list of References.
  * Journals: page numbers appear as the final item of the citation, followed by a full stop. In the Reference list, use the abbreviation p. for one page, and pp. for a page range, e.g. pp.11-12. 
  * Whole citation: 

  * The different details, or elements, of each citation are separated by full stops. 
  * The whole citation finishes with a full stop. 
Remember:
  1. There are slight variations of the Harvard format in use worldwide but the key issue is that you must be CONSISTENT and use the same style throughout.   Follow the format in this guide (agreed by the ASU, IH and interested HBS staff). 
  2. Do not mix Harvard with other referencing systems (i.e. do not use 'ibid', 'op.cit', etc.) 
  3. HBS Harvard Referencing does not use numbering, footnotes and endnotes.   
  4. References / Bibliography must be arranged alphabetically, according to author’s surname. 
  5. Reference all the sources you use; check each is in 2 places, in-text and in References. 
  6. Always note the full details of your references and quotes as you read and write, so that you do not forget your sources. It will then be easier to make the final list of References.
  7. If you use a direct quotation, include the author, year and exact page number in-text so that the source can be found. This is vital for books, journals, newspapers and reports, even when viewed online. (It may not be possible to include a page number for all website resources.)
  8.   Take careful note of the different use of italics, inverted commas, etc. between different types of sources (e.g. books and journals). Generally, the titles of books, journals and newspapers are put in italics. The titles of articles in journals are put in inverted commas.
  9. If your source is an electronic version rather than a paper copy, you need to state [Online] to show that you read it online instead of a hard copy. 
  10. Use ‘Available at’ for URL (uniform resource locator) to identify a web address.
  11. Always include the date (day, month and year) that you 'accessed' your web reference source.
  12. If your lecturer allows, other sources not cited in the text, should go in a separate Bibliography.
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Books (hard copies)
-------------------------------------------------
1 One author 
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
As Barro (2008) suggests, the terms ‘micro’ and ‘macro’ economics are, to a large extent, misnomers.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Barro, R.J. (2008) Macroeconomics. 5th edn. London: MIT.

-------------------------------------------------
2 Two authors 
-------------------------------------------------

-------------------------------------------------
In-text citation   
-------------------------------------------------

-------------------------------------------------
Mahoney & Cripps (2008) have examined a number of related issues in this field.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Mahoney, D. & Cripps, M. (2008) International business: a managerial perspective. 5th edn. Hong Kong: Pearson. 
-------------------------------------------------

-------------------------------------------------
Note:

the list of authors are presented in your citations/References list in the same order as given in the book   - do not rearrange the list

-------------------------------------------------
3 Several authors (use 'et al' for more than two authors)
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
A ‘boundaryless’ organisation is one "Whose design is not defined, or limited to, the horizontal, vertical or external boundaries imposed by a predefined structure" (Robbins et al, 2011:292).
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Robbins, S.P., Bergmann, R., Stagg, I. & Coulter, M. (2011) Management. 3rd edn. Sydney: Prentice Hall.

-------------------------------------------------
4 Edited book 
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Both qualitative and quantitative data have subjective aspects which must be controlled for (Mason,1994, in Bryman and Burgess,1994).         
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Mason, J. (1994) ‘Linking Qualitative and Quantitative Data Analysis’. In Bryman, A. & Burgess R.G. (eds.) (1994) Analyzing Qualitative Data. London: Routledge.

-------------------------------------------------
5 More than one book by the same author in the same year
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
As Stevens suggests (2008a & 2008b) e-commerce business models must include the realisation that initially, transaction security is more important than market exposure.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Stevens, J. (2008a) E-commerce: The Future of Selling. London: Sage.
-------------------------------------------------

-------------------------------------------------
Stevens, J. (2008b) The Online Market Place.

New York: Randall.

Journals (hard copies)
Only the title of the journal is put in italics. The title of the article is put in inverted commas.   

-------------------------------------------------
6   Author unknown   
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
A recent British Medical Association (BMA) article (2009) highlights the economic impact of the problem of obesity.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
BMA (2009) 'Impact of obesity on UK health care funding'. British Medical Journal. No. 10057. 28 June. p.13.

-------------------------------------------------
7 One author – journal article
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
As O'Hara's survey (2007) shows marketing microstructures are not well understood.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
O'Hara, M. (2007) 'Making Market Microstructure Matter'. Financial Management. 28(2) summer. pp. 83-91.

-------------------------------------------------
8 Two authors – journal article
-------------------------------------------------

-------------------------------------------------
In-text citation   
-------------------------------------------------

-------------------------------------------------
Differing perceptions of organisational fairness provide grounds for resistant behaviour (Folger & Starbuck, 2002).
-------------------------------------------------

-------------------------------------------------
References   
-------------------------------------------------
                                                      
-------------------------------------------------
Folger, R. & Starbuck, D. (2002) 'Constraints on Change'. Journal of Management. 12(1) pp. 34-45.

-------------------------------------------------
9 Author citing another author
-------------------------------------------------

-------------------------------------------------
In-text citation   
-------------------------------------------------

-------------------------------------------------
Current levels of competition demand that companies

consider new ways of organising their accounting systems (Javier et al, 2005, cited in Poole et al, 2006).
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Javier, M., Mathews, P. & Corcoran, G. (2005) 'Management Accounting for Global Growth'. Financial Management. 12(2) pp. 18-26. Cited in Poole, A.M., Brown, R., Lauchan, L. & Roose, W. (eds.) (2006) Journal of Business Finance and Accounting. 33(10) pp.140-143. 
-------------------------------------------------

-------------------------------------------------
Note: If the author cites yet another source, e.g. Smith (2004, in Javier et al, 2005, in Poole et al, 2006) follow the example above and the References list should contain complete details of ALL sources.

-------------------------------------------------
10 Two articles by same author in same year
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Bryant's assessments (1992a,1992b) of the Samburu economy in Northern Kenya remain seminal works.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Bryant, T. (1992a) 'Barter and hierarchy in Northern Kenya'. Proceedings of the First International Research Conference on African Nomads 2006. 15 November. Nairobi: FIRCAN: pp. 25-48.
-------------------------------------------------

-------------------------------------------------
Bryant, T. (1992b) 'Where there's blood, there's money'.   Ethnography Today. 2(3) pp. 12-27.
Electronic / Online Sources
-------------------------------------------------
11 e-Book 
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Bowell & Kemp (2005) stress the importance of developing critical thinking in academic writing. 
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Bowell, T. & Kemp, G. (2005) Critical Thinking – a concise guide. 2nd edn. New York: Routledge. [Online] Available at: http://www.HERTS.eblib.com/EBLWeb/patron/?target=patron&extendedid=E_13 [Accessed: 25 April, 

2012].

-------------------------------------------------
12 Information Database (citing a journal article, e.g. Business Source Complete, Emerald, etc.)
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Macedo (2008) examines new ways of designing the structure of a manufacturing system.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Macedo, J. (2008) ‘Unified structural procedural approach for designing integrated manufacturing systems’. International Journal of Production Research. 42(17) pp. 356-378. Business Source Complete. [Online] Available at: http://web.ebscohost.com/bsi/results?vid=2&hid=113&sid=5c0a86c6-ece7-48cd-8a61-f24bce43b9f0%40sessionmgr103 [Accessed: 25 January, 2012].

-------------------------------------------------
13 Information Database (citing a report – author unknown, e.g. Mintel)
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
A Mintel Report (2009) states that Venezuela’s oil revenues have allowed President Chávez to finance his “Bolivarian revolution” and to establish programmes to help the poor, at home and abroad.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Mintel (2009) Travel and Tourism – Venezuela – August 2009. [Online] Available at: http://academic.mintel.com/sinatra/oxygen_academic/my_reports/display/id=237192&anchor=atom#atom0 [Accessed: 25 January, 2012].

-------------------------------------------------
14 e-Journal
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Watson (2007) argues that management accounting systems can be much more cost effective in relation to outsourcing.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Watson, M. (2007) 'Management accounting and budgetary control'. Public Finance Quarterly. 32(2) March. pp. 234-237. [Online]

Available at: http://search.global.epnet.com [Accessed: 25 April, 2012].

-------------------------------------------------
15 Website Page - author known
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Yau (2012) is critical of the excessive regulatory structure applied to joint ventures in China.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Yau, W. (2012) Commercial law in Hong Kong. Available at: http://www.geocities.com/comlaw/hk/ [Accessed: 25 April, 2012].

-------------------------------------------------
16 Organisation Website
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
The diversity of risk factors affecting CEOs today has placed risk management at the forefront of CEOs’ concerns (Morgan Stanley, 2012).
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Morgan Stanley (2012) Public Fund CIO Survey: Optimizing Resources to Meet Evolving Demands. Available at   http://www.morganstanley.com/views/perspectives/index.html#anchor7585 [Accessed: 25 April, 2012].
-------------------------------------------------

-------------------------------------------------
Note: When referring to a PDF doc on a website – give authorship to the webpage owner and provide the exact URL link to that page where the PDF doc is located.

-------------------------------------------------
17 Multiple References to the same Website
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
In 2012, Nokia was still in a dominant position in relation to other foreign entrants to the Chinese telecoms market (Nokia, 2012a).   It maintained this position through continued product innovation (Nokia, 2012b) and aggressive use of Special Economic Zone concessions (Nokia, 2012c).
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Nokia (2012a)

Business solutions. Available at: http//www.nokia-asia.com/nokia/01522.html [Accessed: 15 May, 2012].
-------------------------------------------------

-------------------------------------------------
Nokia (2012b) Phones and more. Available at: http//www.nokia.co.id/nokia/052246.html [Accessed: 15 May, 2012].
-------------------------------------------------

-------------------------------------------------
Nokia (2012c) Culture of mobility. Available at: http//www.nokia.com/culture/05674.html [Accessed: 15 May, 2012].

-------------------------------------------------
18   Using an Acronym to Reference a Website 
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Recent Financial Accounting Standards Board (FASB) research estimates that the total asset base of the US not-for-profit sector would actually make it only the sixth largest economy in the world (FASB, 2012).   
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
FASB (2012) News Release. 11 January, 2012. Available at: http//www.fasb.org/news/nr100906.shtml [Accessed: 14 January, 2012].

-------------------------------------------------
19 Newspaper or Magazine Article - unspecified author   
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
The tax office has asked 1000 of its staff to undergo controversial aptitude and psychological tests (The Sunday Times, 2012).
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
The Sunday Times (2012) Commission rejects plan to test Tax Office staff. 30 January. p.10. [Online] Available at: http://www.timesonline.co.uk/tol/news/uk/business/article [Accessed: 7 February, 2012].

-------------------------------------------------
20 Newspaper or Magazine Article – author known
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
The tax office asked 1000 of its staff to undergo controversial aptitude and psychological tests (Robson, 2012).
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Robson,

P. (2012) ‘No taxing testing for staff’. The Independent. 30 April, 2012. p. 10.   Available at: http://www.independent.co.uk/news/business/ [Accessed: 12 May, 2012].

-------------------------------------------------
21 Electronic Magazine or Newsletter
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Loyalty programmes are still popular amongst corporate travellers (American Express, 2012).
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
American Express (2012) ‘Airline News’. Corporate Travel Newsletter. [Online] Available at: http://www.aexp.be/topics/TravelersTools [Accessed: 25 April, 2012].

-------------------------------------------------
22 Discussion Group / Bulletin board
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Customers appear very satisfied with this approach to refunds (Consumer Action, 2012).
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Consumer Action (2012) Available by e-mail: conact@btinfonet [Accessed: 25 January, 2012].

-------------------------------------------------
23 Virtual Learning Environments (e.g. StudyNet)
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Du (2012) stresses that reliance should not be placed on a limited number of sources for essays.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Du, Z. (2012) ASU Guide to Essay Writing. [Online] Available at: http://go.herts.ac.uk/bs.academicskills [Accessed: 2 May, 2012].

-------------------------------------------------
24 Conference Proceedings (published on the Internet)
-------------------------------------------------

-------------------------------------------------
In-text

citation
-------------------------------------------------

-------------------------------------------------
Lord (2010) shows how sweeping reforms to China's economy tended to produce a new 'cultural revolution' in reverse. 
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Lord, J. (2010) 'From Hutong to Hu Jintao. Development and change in China: new marketing strategies’.   American Chamber of Commerce in Shanghai Conference. 13 January. Shanghai: AMCHAM. Available at: http://www.amcham-shanghai.org/marketing/conf.aspx [Accessed: 25 January, 2012].

-------------------------------------------------
25 Online Images (e.g. graphs, diagrams)
-------------------------------------------------

-------------------------------------------------
In-text citation 
-------------------------------------------------

-------------------------------------------------
Figure 1 above (Morgan Stanley, 2012) shows that company listing activity increased slowly in the first quarter.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Morgan Stanley (2012) IPOs 2011. [Online] Available at: http//morganstanley.com/ipo/gtm [Accessed: 2 May, 2012].

-------------------------------------------------
26 YouTube Videos
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
The UH Stride Project presentations on dissertation writing (University of Hertfordshire, 2009) provide   excellent information for dissertation students. 
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
University of Hertfordshire (2009) Writing your Dissertation. Stride Project. YouTube. Available at: http://www.youtube.com/results?search_query=university+of+hertfordshire+dissertations&aq=f   [Accessed: 23 May, 2012].   

-------------------------------------------------
27 Social Networking Sites (e.g. Facebook, Twitter, LinkedIn, etc.)
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Berlusconi

(2011) insist he will not quit as Italian prime minister despite the pressure from EU leaders for a coalition government to step in to embrace tough austerity measures.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Berlusconi, S. (2011) The rumours of my resignation are groundless. [Facebook] 7 November, 2011. Available at: http://www.facebook.com/SilvioBerlusconi?sk=wall [Accessed: 08 November, 2011].   

Other Sources
-------------------------------------------------
28 Reference Material (e.g. dictionary, encyclopaedia)
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
The definition of a 'subsidiary' (Longman, 2010) stresses the element of complete control by another company.   
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Longman (2010) Dictionary of Contemporary English. 22nd edn. Harlow: Longman.

-------------------------------------------------
29 Corporate Author 
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
The role of government in promoting the development of SMEs is increasing in importance (Department of Industry, Science and Technology, 2010).
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Department of Industry, Science and Technology (2010) Government support for SMEs [138756DTI]. London: HMSO.

-------------------------------------------------
30 Photographs
-------------------------------------------------

-------------------------------------------------
In-text citation 
-------------------------------------------------

-------------------------------------------------
Source: Microsoft Online Images (2012)
-------------------------------------------------

-------------------------------------------------
Figure 1: Graduation Day 2011
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Microsoft

Online Images (2012) Academic photos - graduating students. [Online] Available at: http://office.microsoft.com/clipart/default.aspx?lc=en-gb [Accessed: 10 January, 2012].

-------------------------------------------------
31 Lecture Notes (e.g. PowerPoint slides, lecture handouts, etc.)
-------------------------------------------------

-------------------------------------------------
Note: check that your lecturer allows these citation
-------------------------------------------------

-------------------------------------------------
In-text citation   
-------------------------------------------------

-------------------------------------------------
Bryant (2012) explains that the term ‘sustainable tourism’ is one that has to be seen in relation to all stakeholders.   
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Bryant, T. (2012) Aspects of Tourism. PowerPoint slides [4BUS0025]. Hertfordshire Business School. 20 March, 2012.

-------------------------------------------------
32 Personal Communication (e.g. interview; conversation; fax; email; letter, lecture presentation, etc.)
-------------------------------------------------

-------------------------------------------------
In-text citation   
-------------------------------------------------

-------------------------------------------------
According to Smith (2012), there were important limitations to their initial approach to the case study.
-------------------------------------------------

-------------------------------------------------
References 
-------------------------------------------------

-------------------------------------------------
Smith, K. (2012) CEO of DataFirst Ltd. Telephone conversation with Dr Mike Courtney. 31 January, 2012.

-------------------------------------------------
33 Research Reports
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
A recent report (Mill, 2012) indicates the extent of subprime lending in the sector.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Mill, B. (2012) Subprime lending: redefining mortgages. Research Report 5489.   London: MS Intelligence Unit.

-------------------------------------------------
34 CD-ROM 
-------------------------------------------------

-------------------------------------------------
In-text

citation
-------------------------------------------------

-------------------------------------------------
Eckert (2011) explains how the notion of style is fundamental to advertising.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Eckert, P. (2011) Messing with Style. CD-ROM Band 7. E301. ‘The Art of English. Everyday Creativity’. Milton Keynes: OU.
-------------------------------------------------
35 Film (e.g. DVD, Videocassette, film)
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
In the late 70s, after releases such as ‘Taxi Driver’ (1976) by iconic directors such as Scorsese, cinemas began to expect to recoup almost the full cost of movies after only two weeks of general release.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Scorsese, M. (1976) Taxi Driver. [DVD] New York: Columbia-Warner.

-------------------------------------------------
36 Full Conference Proceedings
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
An ISBA conference (2011) again highlighted the issue of the excessive regulatory environment in the UK as being of increasing concern.   
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
ISBA (2011) ‘SMEs: Small is no longer beautiful.’ Proceedings of the 33rd ISBA SME Policy and Research Conference. Brown, T. (ed.) University of Hertfordshire.13-14 May, 2011. Leeds. ISBA.

-------------------------------------------------
37 Government / EU Publications
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
The European Commission (2012) has made significant adjustments in policy precisely because of the threats that globalisation presents to free trade within the EU.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
European

Commission (2012) Globalisation and free trade. Luxembourg: Office for Official Publications of the European Communities.

-------------------------------------------------
38 Reports
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Evans (2010) identifies pension funding as a major constraint on research and development for small and medium sized enterprises. 
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Evans, P. J. (2010) Case studies of pension funding constraints in SMEs. [SME/110234] Institute of Small Business Research.

-------------------------------------------------
39 In-house Publications 
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Bryant et al (2012) emphasise that the main thing to remember about referencing is to remember the correct order of information and to be consistent in the application of this information.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Bryant, T., McCauley, M. & Courtney, M. (2012) ASU Guide to Harvard Referencing. Hertfordshire Business School ASU.

-------------------------------------------------
40 Thesis / Dissertation
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Scott (2008) indicates the reification of service strategy has often created the very conditions it was designed to alleviate.     
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Scott, M. J. (2008) Input, output and interaction. Service philosophy in a global marketplace. Thesis (PhD). HVN11225645. Hertfordshire Business School.

-------------------------------------------------
41

  Translation (by a translator)
-------------------------------------------------

-------------------------------------------------
Note: It is acceptable to include a translation from other languages. Normally however, the reference details should be written in English. 
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
As Crowther and Martinez (2007) show that the struggle for the centre ground in French politics appears to be the defining feature. 
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Crowther, M. & Martinez, H. (2007) The Struggle for France. Translated from French by C. Francis. London: Phoenix.

-------------------------------------------------
42   Translation (by a student, e.g. Lucy Zhao)
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
As a report from the Bank of China (2012) shows, the issue of bad loans is one that the Chinese government is increasingly worried about. 
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Bank of China (2012) Quarterly Report. Document number BOC2398. April. Translated from Chinese by L. Zhao.

-------------------------------------------------
43   Encyclopaedia Entries 
-------------------------------------------------

-------------------------------------------------
Note: online collaborative encyclopaedias which are not refereed (e.g. Wikipedia) should NOT be used as a reference, although it may be useful as a guide to other more acceptable (refereed) sources.
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Market segmentation is the process in marketing of dividing a market into distinct subsets (segments) that behave in the same way or have similar needs (Hitchen et al, 2010).
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Hitchen,

J. K., Kosser, P. & Freeman, R.D. (2010) ‘Marketing segmentation’. The New Business Encyclopaedia. Vol. 4. 12th revised edn. London: Macmillan. 
-------------------------------------------------

-------------------------------------------------
If the encyclopaedia entry does not have an author, use the 'corporate author' style:
-------------------------------------------------

-------------------------------------------------
Encyclopaedia Britannica (2011) ‘Marketing Segmentation’. [Online]   Available at: www.britannica.com 
-------------------------------------------------
[Accessed: 9 January, 2012].

-------------------------------------------------
44 Exhibition Guides / Catalogues
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
As the preface reveals, The Tate Gallery (2012) has to take marketing more seriously now.   
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Tate Gallery (2012) Baroque to Bauhaus: An architectural footprint. Exhibition Guide. April 12th to 23rd. London: Tate Gallery.

-------------------------------------------------
45 Tables and Figures 
-------------------------------------------------

-------------------------------------------------
Note: There are only two categories: graphs, photographs etc., are figures. Tables are anything organised in vertical and horizontal boxes.   
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Table 8 below shows FTSE data at close of trading:
-------------------------------------------------

-------------------------------------------------
Table 8: FTSE Market Indicators on 5 May, 2012.
-------------------------------------------------
Source: Moneyextra (2012)
-------------------------------------------------
Indicators
FTSE 100 +0.50 6556.00
FTSE 250 +62.40 12100.00
FTSE ALLSHARE +2.43 3408.22

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Moneyextra (2012) FTSE Market Indicators. Available at: http://www.moneyextra.com/stocks/ftse100/ [Accessed: 5 May, 2012]

-------------------------------------------------
46   Legislation
-------------------------------------------------

-------------------------------------------------
In-text

citation
-------------------------------------------------

-------------------------------------------------
EC Council regulations (2011) are very specific about this aspect of trade marking.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
EC Council Regulation (2011) No. 40/94 of 20th January on the Community Trade Mark. Final.   
-------------------------------------------------

-------------------------------------------------
Note: The word 'Final' clarifies that this is not one of the earlier drafts.

-------------------------------------------------
47 Case Law
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
As a recent case shows (Courtney v Bryant, 2011) the principle of caveat emptor is interpreted differently across the EU. In many jurisdictions, there is no legal requirement for the vendor to provide a refund or exchange.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Courtney, M. v Bryant, T. (2011) Case C-179/11. ECR 9-22.

-------------------------------------------------
48 Television 
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
As a recent Panorama programme (2012) shows, the slave trade is far from over.
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Panorama (2012) A Modern Slave Trade. BBC1. 8.00pm. 25 January, 2012.

-------------------------------------------------
49   Radio 
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
The Director General of the CBI is apparently not confident that the skills gap can be closed (Business Today, 2012).
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Business

Today (2012) Radio 4. 8.00pm. 3 February, 2012.

-------------------------------------------------
50 Quotations 
-------------------------------------------------

-------------------------------------------------
Note: page numbers MUST be included, except where not provided, e.g. websites (the website URL is the page number).
-------------------------------------------------

-------------------------------------------------
To avoid plagiarism use quotations carefully. Before you do this, consider the following:
-------------------------------------------------

-------------------------------------------------
1)   Do not use a quote if you can make the point in another way and paraphrase
-------------------------------------------------
2)   Do not quote just to make up your word count
-------------------------------------------------
3)   Do not use long quotes – these will not be included in word count.
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
Short quotations (e.g. 1-2 lines) should be enclosed in quotation marks and written like this:
-------------------------------------------------

-------------------------------------------------
Courtney (2007:34) argues that "The language of business should not be characterised by 'buzz phrases' like 'blue sky thinking' and 'thinking outside the box” (note the additional use of single inverted commas to indicate ‘jargon’ words). 
-------------------------------------------------

-------------------------------------------------
Long quotations (generally discouraged) would be isolated and indented like this:
-------------------------------------------------

-------------------------------------------------
Courtney (2007:34) argues: 
-------------------------------------------------

-------------------------------------------------
“The language of business is excessively dependent on 'buzz words' like 'blue sky thinking' and 'thinking outside the box' which actually have the opposite effect by encouraging a reliance on stale, simplistic ideas. Anyone who signals that he is 'thinking outside the box' is almost invariably trapped inside it”. 
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Courtney, M. (2007) The Language of Business. Hong Kong: Macmillan China Ltd.

-------------------------------------------------
51   Quoting Other Students
-------------------------------------------------

-------------------------------------------------
Very

occasionally, you will need to quote or cite from the work of other students - perhaps you are part of a team which has to produce a joint piece of work. 
-------------------------------------------------

-------------------------------------------------
In-text citation
-------------------------------------------------

-------------------------------------------------
The statistics supplied for the Business Report in part one of the project (Zhao, 2010) show Malaysia has the highest score for all of the five factors.     
-------------------------------------------------

-------------------------------------------------
References
-------------------------------------------------

-------------------------------------------------
Zhao, L. (2010) UHBS MScIB Integrated Project Handout (1). Malaysia. Unpublished.

An example of a final list of References

-------------------------------------------------
References 
-------------------------------------------------
  
-------------------------------------------------
Bessant, J. (2009) 'The question of public trust and stock markets'. Journal of Investment. 45(2) pp. 207-226. 
-------------------------------------------------
Bessant, J. & Webber, R. (2008) 'Policy and Standards: The case for liberalisation'. Accounting Studies. 20(1) pp. 43-47.
-------------------------------------------------
Marieb, E. (2009) Essential Management Theory: Management in Action. 6th edn. San Francisco: Berkeley. [Online] Available at: http://occ.berkeley.com/bookbind/pubbooks/marieb-essentials/ [Accessed: 4 February, 2012].
-------------------------------------------------
Nott, A.J. (2009) 'Integrated Pathways'. Organisational Journal. 4(10) pp.102-113. [Online] Available at:
http://www.orgjourn.ac.uk/lists/pathways.html [Accessed: 5 February, 2012].
-------------------------------------------------
Robbins, S.P. (2010) Organizational Behaviour. 11th edn. Upper Saddle River. NJ: Pearson. 
-------------------------------------------------
Robbins, S.P. & De Cenzo, D.A. (2011) Fundamentals of Management: essential concepts and applications. 4th edn. Upper Saddle River. N J: Pearson. 
-------------------------------------------------
Snyder, M. (2007) ‘Research Methods for Business Studies’. Journal of Research. 6(2) May. pp.45-56. [Online] Available at: http://www.research/Business/15/tpc15ntr.htm [Accessed: 2 February, 2012].
-------------------------------------------------
University of Reading (2010) A Brief Guide to Internet Resources. Reading: Reading University. [Online] Available at: http://www.reading.ac.uk/libweb/Lib/Subj/Ir/ireduc.html [Accessed: 6 February, 2012]
(Notice that the

above list is in alphabetical order with a space between each reference.)

To put your list in alphabetical order using Microsoft Word®

Highlight all the References in your list and click AZ↓. This will put your list in alphabetical order.
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Finally

ASU hope this guide helps with all your assignments. Remember to reference in-text in your exams. However, exam references do not usually require a Bibliography or Reference list (unless it is ‘Open Book’ when you should check with the lecturer).

If this guide does not solve your referencing issue, please do not hesitate to contact the ASU (M012). 

Tasks

To help understand how to avoid plagiarism, and quizzes on plagiarism and referencing, use this link: http://logos.herts.ac.uk/libqdp/plagiarism/start.html 

This IH course online works in conjunction with the ASU Guides and includes a video, interactive quizzes, and useful links and resources. Access is restricted to on-campus or through VPN. 

Test your referencing skills:

There is one mistake in each reference. 

Use this Harvard Referencing Guide to find answers you do not know and to help you check your corrections. 
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