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Proper citation and referencing is the hallmark of polished professional and academic writing. Citing sources is an ethical acknowledgement of other authors’ words and ideas. Citing also establishes the authority of your text and demonstrates your research skills and depth of knowledge. This handout defines and outlines the expectations for citation and referencing in the DEL-MEM program.
WHAT IS THE DIFFERENCE BETWEEN CITATION AND REFERENCING?
Citations acknowledge sources of ideas and words in the body of your text, usually parenthetically or as a superscripted foot- or end-note.  References detail the full publication information about a source, usually at the end of a document.
WHEN DO WE CITE AND REFERENCE SOURCES?
You should cite and reference sources whenever you present an idea or language that is not your own. This means that citation and references are not limited to texts, but may also include personal communications, electronic media, and any other source of ideas or language. You do not need to cite general information or common knowledge, but you must be very careful in deciding what is general information and common knowledge for your audience and discourse community. When in doubt, include a citation and ask an instructor or experienced colleague for guidance.
HOW DO WE CITE AND REFERENCE SOURCES?
There are many different formats for citing and referencing sources. Some of these formats are discipline-specific. For example, many scientists use the guidelines offered by the Council of Science Editors (CSE), known as CSE style. Many writers in the liberal arts and humanities use the guidelines of the Modern Language Association (AKA: MLA style). In the DEL-MEM program, please use the citation style of the American Psychological Association (APA).  APA style is most commonly used in the social sciences. 
Sources should be cited parenthetically in-text and referenced at the end of a document. In-text citations should follow APA style guidelines. You can cite a source by adding the authors’ last names and the publication date in parentheses at the end of the sentence, e.g., (Williams, 1994). You can also cite a source by referencing the work directly, e.g., Williams (1994) explored several possibilities. When you reference a work directly, you should use the past tense (e.g., explored) or present perfect (e.g., has explored). Remember, in most cases you are not citing the author(s), but the work itself. In many cases, you will be citing several works, e.g., (Williams, 1994; Smith, 2001).  In cases where you are directly quoting text, you should also include the page number. Several examples can be found here.
Whenever you cite a source in-text, you need to have a bibliographical reference for that source at the end of the document. This section is often labeled “references” or “works cited.” Each type of source (journal article, book, chapter, etc.) has specific guidelines for the type of information that needs to be provided and in what order and format.  Most lists include the author’s last name and first initial, the year of publication in parentheses, an article or book title, a journal title or publisher information, and page numbers. Reference formatting can be tricky, to please review the guidelines carefully, paying special attention to the location of punctuation, capitalization, and italics. 

WHAT SOURCES ARE APPROPRIATE TO REFERENCE?
You should cite and references any sources from which you glean ideas or language. In academia, you should only use high-quality sources. High-quality sources generally are peer-reviewed, e.g., academic journal articles. Other sources may or may not be appropriate, depending on the assignment and audience. Be especially careful when tempted to use a webpage. When in doubt about whether a source is appropriate, ask an instructor or experienced colleague for guidance.
WHY DO WE CITE AND REFERENCE?
As noted above, using citations and references is an ethical acknowledgement of others’ ideas, scholarship, and language. Readers of your work, whether it be an interdepartmental memo or a report to Congress, will take your ideas and recommendations more seriously if they can trace their lineage and know that they are built upon a solid foundation. Reference lists also provide a list of further readings for readers who want to learn more.
WHAT IS PLAGIARISM AND HOW CAN WE AVOID PLAGIARIZING?
Plagiarism occurs when we use someone else’s words, data, or ideas without acknowledging their origin. Plagiarism is a serious offense, and it can result in dismissal from the DEL-MEM program. Moreover, plagiarizing violates Duke’s Honor code. You can find a fuller description of plagiarism, as well as resources and on-line tutorials designed to help you avoid plagiarism, at the Nicholas School Honor Code website. 
To avoid plagiarizing, you should cite and reference all sources, no matter what type. For example, if you use an idea from an on-line source in your paper or report, you must cite and reference the website where you found that information.  Failure to do so is plagiarism. In addition, if you use exact wording from a source, you must demark those words with quotation marks, then cite and reference the source.  Failure to do so is plagiarism. Remember: when in doubt, cite and reference.
HOW CAN WE MAKE CITING AND REFERENCING EASIER?
Citing and referencing sources requires vigilance and attention to detail, especially when working on long documents. To help keep track of your sources, you might consider using reference management software. Reference management software allows you to create a database of references. Some reference management software operates in conjunction with word processing programs, allowing you to cite sources and generate a reference list as you type your document. 
Two reference management software programs are available free to Duke students, including EndNote (available here) and RefWorks (available here). You can learn to use these programs by completing tutorials on-line.  An EndNote tutorial is available here. RefWorks tutorials are available here.
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