
HOW TO CITE REFERENCES 
Coady Institute Diploma Program, Updated, 2023 

 
Whenever you refer to the work of others in assignments and papers, you must clearly identify the 
source of that information. This guide provides a brief overview of the ways to record the most common 
sources you will use in your assignments. We use a standard format, known as APA, to cite references. 
You must include the source for all external information (ie. not your own original ideas), including 
concepts/ideas, quotations, images or statistics that you include in an assignment. The following 
websites provide more detailed examples and scenarios:   

 https://apastyle.apa.org/ 

 https://owl.purdue.edu/owl/research_and_citation/apa_style/index.html 
 
 
When you read a book, article, webpage, or watch a film, get into the habit of noting all the information 
you may need to provide later, such as the author, title, publication source and date. If you wish to 
quote a sentence directly from the text, it is important to take careful notes as you read, and note the 
page number on which you find relevant ideas. There are two places where you must cite references:  
 

 in the body of your text at the point where you use the information or idea you have borrowed 

 a complete reference list at the end of your paper.  
 

Please note, APA discourages the use of footnotes. The examples below were taken from Independent 
Studies written by Coady participants in past years. 
 

References in the Body of your Paper 
 
1. Referring to the General Idea of another source 
Sometimes you will be referring to a general idea that you have found interesting or helpful. In this 
case, you should put the surname (last name, family name) of the author whose book contained the idea 
in brackets, along with the year of publication.  
 
EXAMPLE 1: 
 
In Listening to Africa, (Pradervand, 1990) the author emphasizes the fact that culture is the foundation of 

one's life. He describes culture as what enables the complex machinery of a society to function more or 

less harmoniously. I agree with Pradervand, for I believe development should be integrated with the 

culture of the people, and not mould them to adapt foreign cultures, for this will damage the foundation 

of people's lives. 

2. Quoting a Sentence or a Brief Passage  
At other times, you may want to quote a sentence or a brief passage directly from a book or article 
that you have read. If so, put quotation marks (inverted commas) around the text that is being quoted. 

https://apastyle.apa.org/
https://owl.purdue.edu/owl/research_and_citation/apa_style/index.html


At the end of the quotation, put the surname of the author, the date of publication, and the page 
number on which you found the quotation in brackets.  
 
EXAMPLE 2: 
 
As development workers, we must examine our own assumptions, and look critically at our own frames 

before engaging with the community. “Any attempt to understand the poor, and to learn from them, 

has to begin with introspection by outsiders themselves” (Chambers, 1983, p. 104). 

 
3. Quoting a Longer Passage 
Occasionally, you may wish to quote a somewhat longer passage, perhaps 3 or 4 sentences. If so, 
instead of using quotation marks, you indent the passage you are quoting and single space between 
lines, so that the passage ends up looking like a block of text separate from your own writing. At the 
end of the quotation, in brackets put the surname of the author, the date of publication, and the page 
number on which you found the quotation.  
 
EXAMPLE 3: 

Difficulties faced by working women are diverse: 

In the industrial sector, organization of workers in traditional industries (many of which 
tend to be female-dominated) is as necessary as in export industries and in free trade 
zones. The problems of wage workers in this sector are somewhat different from those 
of self-employed women in the so-called ‘informal sector’. In petty trade and services, 
women suffer particularly from police harassment, lack of credit, access to markets, and 
obstacles in obtaining licenses. (Sen & Grown, 1987, p. 86) 

 
All of these problems confront the market women in my area. By creating a revolving fund, the women 

have managed to deal with the credit issue, but the other problems remain. 

NOTE: If you wish to refer to the title of a book or article or film in the body of your literature review, 
you should type the title in italics, or underline the title if you are writing by hand. 
 

 
Your Reference List 

 
At the end of your assignment, list all the books, articles, interviews, films or videos, websites and other 
sources that you have mentioned throughout your assignment. The references are listed by the last 
name of the authors in alphabetical order. The information provided will usually include: 
 

 the author’s name (last name, initial of first name). For more than one author, list all names the 
same way in the order in which they appear. If the author is an organization with no individual 
person noted, use the organization’s name (Oxfam, UNICEF, etc.) 



 the year of publication or production in brackets 

 the title of the document/film/webpage, etc.  

 the name of the publisher. To find the publisher's name, and the date of publication, look on 
the back of the title page of most books. For videos, watch the credits at the end of the film.  

 or for a journal article, the name of the journal, volume and issue number.  

 or for a website, the url address where the information was retrieved. Look near the title or 
scroll to the bottom of the page for the date and owner.  
 

Below is a reference list that includes several different types of sources. It is based on the APA standard 
of referencing. Note the information you provide for each format is slightly different. Do not add the 
headings “book” “journal”, etc. --this is just provided here for illustration to identify the types. 
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