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Introduction

A reference is a detailed description of an item such as a book, journal article, podcast or website from which you obtained information for your course work. It is used to acknowledge the work of others; to demonstrate the body of knowledge upon which your research is based; and to ensure that those reading your work can trace the sources easily (Fisher and Hanstock, 1998, p2). Failure to give credit to other people’s work correctly could be considered plagiarism.

Therefore it is very important to be consistent and accurate when citing references in your course work. This article explains how to use the Harvard method of referencing, and advises on citing text in the body of your course work, and compiling a list of references (bibliography) at the end of your course work.

1. In-text citation (referencing within the text)

In-text citation is the partial referencing of sources in the body of your course work by citing the last name of the author(s) and/or corporate author(s), the year of publication and page numbers. A page reference is required when you refer to or quote from a specific section of a book, journal or report.  If there is no named author(s), cite the name of the organisation, newspaper or journal and the year of publication.  If there is no obvious individual or organisation to cite as the author, cite the title and year of publication. 

The full details of all these references should be listed alphabetically by author(s) and/or corporate author(s) at the end of your course work. 
Example of in-text citation using the Harvard method
Corporate author(s)

Guardian.co.uk (2008) describes the sub-prime mortgage problem …
Financial Services Authority (2007) describes unfair contract terms …

The Economist (2008) concludes that ‘in emerging countries, food accounts for much of their consumer-price indices ...’
· A page reference is required when you refer to or quote from a specific section of a book, journal or report. 

One author

Blyth (2006) describes the good leaders as having the ability to …

Two authors

Rooke and Torbert (2005) point out that …

More than two authors

Rooke et al. (2005) argue that …

Please note that all the authors’ names should appear in the reference list (bibliography).

Several authors who have expressed similar views

(Blyth 2006; Krause 2008; Newcomb 2005)  conclude that …
Different sources written by the same author in the same year

Daniels (2005a) describes transformational leadership …
Daniels (2005b) concludes that leadership …

Note that you must list the author entry in the same way in your reference list (bibliography).

Several sources by the same author written in different years
Daniels (1989, 2001, 2005) concludes that leadership …

Direct quotation

Krause (2008, p19) states that ‘leadership style concerns how the leader approaches opportunities, what they choose to emphasise, to defer and to delegate to others’.

· A page reference is required when you refer to or quote from a specific section of a book, journal or report. 

· Long quotations should be separated from the body of your text and indented in a separate paragraph.
Indirect quotation
Clients that have in excess of $30 million (£15m) are defined as ultra-high-net-worth individuals; high-net-worth individuals have at least $1 million (£500,000); and affluent individuals have $100,000 investable assets (Barclays Bank, 2006, p5).
Note that in this example we have used a corporate author.
Secondary referencing (items that you have not read but which are cited in the source you consulted)
Leavitt (1951 cited in Croft, Donnelly, and Norton 2006, p64) states that …
· It is important to make it clear in your in-text citation that you have not read the original source of information but are referring to it from a secondary source. 
· In your bibliography (list of references) at the end of your work, you should only include a reference to the secondary source where you read about the original source. For example:

Croft, L., Donnelly, C., and Norton, A. (2006) Organisations and individuals. London: ifs School of Finance.
Organisation or personal website

To reference organisation website

Fiscal facts about UK taxes, benefits and public spending is described at (http://www.ifs.org.uk/fiscalfacts.php, 2008)

Podcasts/webcasts

In discussing the recession (Lamarre, 2008) shows how Cirque du Soleil will survive …
2. Bibliography (Reference list)
Referencing is when you create a bibliographic description of each source you consulted for your research/course work. It provides a consistent description of elements required to identify a source such as author, date, title, publisher, etc. The reference list is usually arranged alphabetically by author at the end of your course work. 

Example of referencing using the Harvard method
Book

Rouse, C.N. (2004) Applied lending techniques, 2nd Ed. London: Financial World Publishing. 

Sutton, T. (2002) Corporate financial accounting and reporting, 2nd rev. Ed. Harlow, Essex: FT Prentice Hall.
Chapter from an edited book or chapter from a book

· To reference a chapter from an edited book
McGrath, J.E. and Tschan, F. (2004) Dynamics in groups and teams: groups as complex action systems In: Poole, M. S. and Van de Ven, A. H. (eds) Handbook of organizational change and innovation. Oxford, UK: Oxford University Press, p50–72.
· To reference a chapter from a book
Foley, B. and Donnelly, C. (2007) The financial reporting framework In: Financial reporting and analysis (Chapter 1), 2nd Ed. London: ifs School of Finance.
Reports

Sabry, F. and Schopflocher, T. (2007) The sub-prime meltdown: a primer. London: NERA Economic Consulting.
Journal articles

Beretz, P. (2006) Expert explains how international and domestic credits are different.   Managing Credit, Receivables & Collections, 2006 (1), p1–15.

Newspaper articles

Wall, E. (2008) The real cost of living index: 9.5 per cent. Daily Telegraph, 27 June, p11.

2.1. Electronic sources

Example of referencing electronic sources using the Harvard method
Electronic books (e-books)
Caouette, John B. (2008) Managing credit risk: the great challenge for global financial markets, 2nd Ed. NetLibrary [Online]. Available at: http://www.netlibrary.com [Accessed: 13 November 2008].

Electronic journals (e-journals)
Dobbs, K. (2008) Due diligence put to the test as deals zoom. American Banker, 14 October, 173 (198), p1–16, EBSCOhost: Business Source Premier [Online]. Available at: http://search.ebscohost.com [Accessed: 13 November 2008].
Note that in this example, we have listed the article page numbers within the journal after the issue and volume number, as transcribed in the database.  

Articles from online newspapers
Wall, E. (2008) The real cost of living index: 9.5 per cent. Telegraph.co.uk, 27 June [Online]. Available at: http://www.telegraph.co.uk/finance/personalfinance/borrowing/2791552/The-Real-Cost-of-Living-Index-9.5-per-cent.html  [Accessed: 13 November 2008].
Organisation or personal website
The Institute for Fiscal Studies (2008) Fiscal facts [Online]. Available at: http://www.ifs.org.uk/fiscalfacts.php [Accessed: 13 November 2008].

If the author cannot be identified, use the organisation name. 

Podcasts
Lamarre, D. (2008) The show must go on: Cirque du Soleil’s recession-proof formula, 12 November, Economist Intelligence Unit [Online]. Available at: http://viewswire.eiu.com/index.asp?layout=EBArticleVW3&article_id=1583937943
[Accessed: 13 November 2008].

Helpful hints
· Italicise the title of books, reports, journals, newspapers and websites. 

· Capitilise the first letter of the first word of the title (eg book, report, journal article, and website) and the rest should be lower cases. 
· Capitilise the name of an institution, association, or organisation if it is part of the title. For example:

The International Monetary Fund survey
· Enclose information supplied from any source of information other than the original source you consulted in square brackets. If the publisher’s name or place of publication is taken from a source other than the item you consulted, enclose it in square brackets. For example:

[London]: Butterworths

· If the place of publication cannot be given, give s.l. (sine loco). For example:
[s.l.]: Thorogood

· If the name of the publisher is unknown, give s.n. (sine nomine). For example:

Paris: [s.n.]

· If the name of the author is unknown, give anon. For example:
ANON (1997) Implement a winning business strategy. Journal of Management Development, 6 (7/8), p565.
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