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A Guide to Citing Your Information Sources
For your Owen projects and coursework, you will be required to cite sources according to modified APA specifications.  Citing sources not only gives your work more credibility but also keeps you in good ethical standing when writing or presenting an idea. The practice of citing applies to documenting source material in presentations (such as PowerPoint) and any other deliverables, as well as submitting a bibliography with complete citation information.  The following must always be cited:

· Verbatim quotations from other works.

· Sources you paraphrase or summarize, or from which you obtain an idea.

· Ideas or facts which are not common knowledge.

You do not need to cite anything that is considered common knowledge (for example: Richard Nixon was the first American President to resign from office.)  However, when in doubt, always cite your source.

In-Text Citation
Source material must be documented in the body of your paper or presentation by citing the author(s) and date of the source; the full source citation must be included in a bibliography. Examples for citing source material within the text of a paper or presentation:
A. When the authors’ names are used in the sentence, the year of publication appears in parentheses following the identification of the authors. For example: 

Wirth and Mitchell (1994) found that although there was a reduction in insulin dosage over a period of two weeks in the treatment condition compared to the control condition, the difference was not statistically significant.

Note: “and” is used when multiple authors are identified as part of the formal structure of the sentence. Compare this to the example in the following section.

B. When the authors’ names are not used in the sentence, both the authors and year of publication appear in parentheses. For example: 

In other instances it is not a specific attribute level that must be inferred, but instead a more global evaluation of a product's quality or efficacy (Cronley, Posavac, Meyer, Kardes, & Kellaris, 2005).
Note: “&” is used when multiple authors are identified in parenthetical material. Note also that when several sources are cited parenthetically, they are ordered alphabetically by first authors' surnames and separated by semicolons.

C. When a source has two authors, both authors are included every time the source is cited. When a source has three, four, or five authors, all authors are included the first time the source is cited. When that source is cited again, the first author's surname and "et al." are used. For example: 

Consumers often draw inferences to fill in the gaps in their brand knowledge (Gunasti & Ross, 2009).
A final point of difference is that PLS provides researchers the ability to understand theory-driven structural relationships, while covariance-based techniques are better suited for testing which of multiple exploratory models best fit a data set. For these reasons, the PLS procedure is gaining active interest and use among researchers (Chin, 1998a, Chin and Gopal, 1995, Compeau and Higgins, 1995, Jones et al., 2002 and Sundaram et al., 2007).

Payne et al. (1991) showed that...
When a source has six or more authors, the first author's surname and "et al." are used every time the source is cited (including the first time).

D. Every effort should be made to cite only sources that you have actually read. When it is necessary to cite a source that you have not read that is cited in a source that you have read, use the following format for the text citation and list only the source you have read in the bibliography.  For example:

Grayson (as cited in Murzynski & Degelman, 1996) identified four components of body language that were related to judgments of vulnerability.

E. To cite a personal communication (including letters, emails, and telephone interviews), include initials, surname, and the date. Because a personal communication is not "recoverable" information, it is not included in the References section. For the in-text citation, use the following format: 

G. D. Scudder (personal communication, February 12, 2014) claimed...
F. To cite a Web document, use the author-date format. If no author is identified, use the first few words of the title in place of the author. If no date is provided, use "n.d." in place of the date. For example: 

Degelman and Harris (2000) provide guidelines for the use of APA writing style.

Changes in Americans' views of gender status differences have been documented (Gender and Society, n.d.).

G. A quotation of fewer than 40 words should be enclosed in double quotation marks and incorporated into the formal structure of the sentence. For example: 

The simple idea is that “People change what they do less because they are given analysis that shifts their thinking than because they are shown a truth that influences their feelings” (Kotter & Cohen, 2002). 
A lengthier quotation of 40 or more words should appear (without quotation marks) apart from the surrounding text, in block format, with each line indented five spaces from the left margin.
Bibliography

All sources cited in your papers or presentations must be included in the bibliography to show what research was completed, to properly credit the author and to enable faculty and/or clients to locate the materials used for further review.  Entries begin on the line following the header, are separated by one line and are organized alphabetically by surname of first authors.  Consistency is a key factor from citation to citation. Most bibliography references have three components:

1. Author(s): List in the same order as specified in the source, using surnames and initials. Separate authors with commas. When there are seven or more authors, list the first six and then use "et al." for remaining authors. If no author is identified, the title of the document begins the reference.

2. Year of Publication: In parentheses following authors, with a period following the closing parenthesis. If no publication date is identified, use "n.d." in parentheses following the authors.

3. Source Reference may vary by type of resource. For journal articles: include title, journal, volume, pages; for books: include title, city of publication, publisher. Italicize the titles of books or periodicals/journal names, and the periodical volume number.
In addition, APA has stated that sources that are not in static form should include a retrieval date; this is crucial since anything online can be changed in an instant. You should have a saved or print copy of the source(s) in case it is questioned.
NOTE:  Not all materials included in the bibliography need to be cited within the body of your work.  However students are encouraged to include any relevant information – general overview of information found in a particular source, recommendation for a client company to purchase a specific report – as a notation within the bibliography.

Sample Bibliographic Entries

Analyst Report (via database)

Baker, M. (2013). BOPIS, BOSS and other takeaways from HD. Deutsche Bank Equity Research. December 11, 2013, retrieved January 3, 2014 from the OneSource database.
Annual Report

Dell Inc. (2009). Annual Report 2009. Retrieved January 3, 2014 from Dell Computer website: 

http://content.dell.com/us/en/corp/d/corp-comm/ir-fy09-in-review-downloads.aspx.

Article or Chapter in an Edited Book

Escalas, J. E. & Bettman, J. R. (2012). The brand is ‘me’: exploring the effect of self –brand connections on processing brand information as self information, In R. Belk & R. Ayalla (Eds.), Identity and Consumption (pp. 366-374). New York: Routledge Press.
Blog post

Smith, R. (2013, December 23). The intersection of employee and customer. The Accelerators (blog), Wall Street Journal. Retrieved January 3, 2014 from: http://blogs.wsj.com/accelerators/2013/12/23/ryan-smith-the-intersection-of-employee-and-customer/.
Book
Owens, D.A. (2012). Creative people must be stopped: six ways we kill innovation (without even trying). San Francisco: Jossey-Bass.
Databases: Original content
Bloomberg L.P. (2008). Return on capital for Hewitt Packard 12/31/90 to 09/30/08. 
Retrieved January 3, 2014 from the Bloomberg database.


Euromonitor International. (2011, January 10). American Airlines fights the distribution model. 
Retrieved January 3, 2014 from the Euromonitor Passport GMID database.
Hoover's. (2012, January 15). Apple Computer, Inc. Retrieved January 3, 2014 from the Hoover's database.
Mintel.  (2008). Casino and casino-style gambling-US-November 2008.  Retrieved January 3, 2014 from the Mintel database
Databases: Secondary source with no personal author

Global Counter. (2011). GlobalStats. Retrieved January 3, 2014 from the eMarketer database.
Global Data. (2013). Dell Inc. – Financial Strategic Analysis Review. Retrieved January 3, 2014 from the OneSource database.

Databases: Secondary source with named personal author
Grabowski, G. (2013). Cooking enthusiasts – US-October 2013. Retrieved January 3, 2014 from the Mintel Oxygen database.

Zwolak, Roman. (2010). IBISWorld Industry Report 71395. Bowling Alleys in the US. Retrieved 
January 3, 2014 from the IBISWorld database.
E-Books

Owens, D.A. (2012). Creative people must be stopped: six ways we kill innovation (without even trying). San Francisco: Jossey-Bass. Retrieved January 3, 2014 from http://site.ebrary.com.

Or

Owens, D.A. (2012). Creative people must be stopped: six ways we kill innovation (without even trying). San Francisco: Jossey-Bass. Kindle edition.

Financial Data from a Website

Humana (HUM). (2008 June). Income statement. Retrieved January 3, 2014 from the Yahoo! Finance website: http://finance.yahoo.com .

Graphic Representation of Data

Centers for Disease Control and Prevention. (205). [Interactive map showing percentage of 
respondents reporting “no” to: During the past month, did you participate in any physical activities?]. Behavioral Risk Factor Surveillance System. Retrieved January 3, 2014 from:  http://apps.nccd.cdc.gov/gisbrfss/default.aspx.
Journal Article from Print 
McLaren, L. (2010).  How to Solve Britain’s Problems? Ale? Maclean's, 123 (28), 38-39.
Journal Article from Database
Lapre, M.A. & Scudder, G. D. (2004). Performance improvement paths in the U.S. airline industry: linking trade-offs to asset frontiers. Production & Operations Management, 13, 123-134. Retrieved January 3, 2014 from the Business Source Premiere database.

Journal Article from Database with DOI (Digital Object Identifier) 

Dutordoir, M., Lewis, C. M., Seward, J. & Veld. C. (2014). What we do and do not know about convertible bond financing. Journal of Corporate Finance, 24, 3-20. doi: 10.1016/j.jcorpfin.2013.10.009

Newspaper

Hilts, P.J. (1999, February 16). In forecasting their emotions, most people flunk out. The New      
York Times. Retrieved January 3, 2014 from the New York Times website: http://www.nytimes.com 
Personal Communication

Cayer, Bradford (Personal communication June 3, 2009).

Photographs or Images from a website

Tire [Photograph]. (2007). Retrieved January 3, 2014, from Offroaders website: 
www.offroaders.com.
Press Release

Nashville Chamber of Commerce. (2008, September 25). Partnership 2010 releases report of 

Middle Tennessee's annual economic development progress [Press Release]. Retrieved January 3, 2014 from Nashville Chamber of Commerce website: http://www.nashvillechamber.com/membership/news/releases/p2010annualmeeting2008.html 
Web Document 

NOP World. (2005). Face-to-Face Still Number One Way Consumers Make Recommendations  According to NOP World Study.  Retrieved January 3, 2014 from   

     
http

 HYPERLINK "http://www.prnewswire.com/news-releases/word-of-mouth-aint-just-blogging--54274737.html" ://www.prnewswire.com/news-releases/word-of-mouth-aint-just-blogging--54274737.html
Web Document (no date)
Nielsen, M. E. (n.d.). Notable people in psychology of religion. Retrieved January 3, 2014 from http://www.psywww.com/psyrelig/psyrelpr.htm
Web Document (no author, no date)
Gender and society. (n.d.). Retrieved January 3, 2014, from http://www.trinity.edu/~mkearl/gender.html
Sample Annotated Bibliography

Global Counter. (2011). GlobalStats. Retrieved January 3, 2014 from the eMarketer database.

• Gives U.S. market share for the top five search engines: Yahoo, Google, Bing, AOL and Ask.

Locklan, Hank Adam (June 12-14, 2011). Personal communication. Interim Executive Director for Alabama Music Hall of Fame. http://www.alamhof.org/ Phone: 800-239-2643.

• Discussions about co-promoting a craft brewery and the Alabama Music Hall of Fame.

McLaren, L. (2010).  How to Solve Britain’s Problems? Ale? Maclean's, 123 (28), 38-39.

• Article discussing the resurgence of traditional craft ale as a solution to the economic issue of declining numbers of British pubs.

NOP World Study. (2005). Face-to-Face Still Number One Way Consumers Make Recommendations  According to NOP World Study.  Retrieved January 3, 2014 from   

     http://www.prnewswire.com/news-releases/word-of-mouth-aint-just-blogging--54274737.html  

• Gives statistics on the effectiveness and use of word of mouth advertising.

Taylor, J. (2009, October 1). Packaging trends: The age of convenience. Retrieved January 3, 2014 from Petfood Industry http://www.petfoodindustry.com/3778.html 

• Pet owners prefer convenient, easy-open packaging and how it affects purchasing habits.
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