Reference List and Citation Reminder
Cite Them Right Harvard • Quick guide for common sources
1. Citation or reference?
	Citation = short note inside your writing
Example: (Kotler and Armstrong, 2021)
Use it when you use another person’s idea, fact, data or words.
Author/Organisation, Year
	Reference = full details at the end
It helps the reader find the source.
Put references in alphabetical order by author surname.


Tip: If there is a citation in your writing, there should be a matching full reference in your reference list.
2. Common reference list layouts
	Source
	Layout
	Example

	Website
	Author/Organisation (Year) Title of web page. Available at: URL (Accessed: Date You Accessed It).
	Mind (2024) Workplace wellbeing. Available at: https://www.mind.org.uk (Accessed: 10 July 2026).

	Book
	Author Surname, Initial. (Year) Title of book. Publisher.
	Kotler, P. and Armstrong, G. (2021) Principles of marketing. Pearson.

	Journal article
	Author Surname, Initial. (Year) ‘Title of article’, Journal Title, volume(issue), pages.
	Brown, T. (2022) ‘Employee motivation in small businesses’, Journal of Business Studies, 15(2), pp. 20-35.


3. In-text citation examples
	One author
(Brown, 2022)
	Two authors
(Kotler and Armstrong, 2021)
	Direct quote
“Reading is fun” (Brown, 2022, p. 24).


Remember: For a direct quote, add quotation marks and a page number. 
For a website with no page number, use the author/organisation and year.
For a website with no date, use n.d. E.g. (Doerge, n.d.)
Your evidence should be MOSTLY paraphrased. Keep any direct quotes short and minimal.
When you are unsure: check your library guide, because different source types need different details.
