Week 4 Catch-Up: Referencing
Complete this after watching the Week 4 recording.
	Quick reminder
• If a fact, idea, number or claim comes from another source, you usually need a citation.
• An in-text citation is short: (Author, Year).
• A reference list goes at the end and gives the full details of every source you cited.
• Your own opinion and very general knowledge usually do not need a citation.


1. Does it need a citation?
Tick Yes or No. Think about whether the information comes from another source.
	Idea
	Citation needed?

	Smoking is harmful to health.
	☐ Yes   ☐ No

	BYD sold more than 2.25 million electric cars in 2025.
	☐ Yes   ☐ No

	In my opinion, the electric car market will continue to grow.
	☐ Yes   ☐ No

	UK car production fell to its lowest level in more than 70 years.
	☐ Yes   ☐ No

	Global electric vehicle sales almost tripled between 2021 and 2024.
	☐ Yes   ☐ No


2. Spot and fix the citation mistakes
Each sentence has a problem. Rewrite the citation correctly using the pattern (Author, Year).
1. Sales increased by 10 percent last year (www.bbc.com/news).
	Your answer:


2. Research shows that customer trust is falling (Taylor).
	Your answer:


3. Electric cars are becoming more popular [Smith, 2024].
	Your answer:


4. BYD sales grew to over 2 million cars.
	Your answer:


5. Newton argues that customers are dissatisfied with AI customer service (Samantha Newton, 2025).
	Your answer:




3. Add the missing citations
Three ideas below come from sources. Add the correct in-text citation after each sourced idea.
Electric car sales are growing very quickly around the world, especially in China. BYD sold more than 2.25 million electric cars in 2025, which was a big increase from the year before. New global data also shows that electric vehicle sales almost tripled between 2021 and 2024. In the UK, the government is reviewing its electric car sale quotas after car production fell to its lowest level in more than 70 years. I think these changes will affect how fast the country can move towards cleaner transport.
	Use these citations:
• (Practice With News, 2026)
• (Pakistan & Gulf Economist, 2025)
• (Sky News, 2026)

	Your answer:


4. Mini reference list: use these patterns
	Source type
	Harvard pattern

	Book
	Author surname, Initial. (Year) Title of book. Place: Publisher.

	Journal article
	Author surname, Initial. (Year) 'Title of article', Journal title, volume(issue), pp. page range.

	Online article / website
	Author surname or organisation (Year) 'Title of page/article', date if given. Available at: URL (Accessed: date).


Important: Use the author’s surname and first initial in the reference list, not the full first name. Put your reference list in alphabetical order.
5. Create a mini reference list
Use the patterns above. You do not need to log in to any website for this activity.
BOOK
Authors: Pierre-Louis Dubois, Alain Jolibert and Hans Mühlbacher
Year: 2007
Title: Marketing management: a value creation process
Place: Basingstoke
Publisher: Palgrave Macmillan
JOURNAL ARTICLE
Authors: John R. Savery and Thomas M. Duffy
Year: 1995
Article title: Problem based learning: an instructional model and its constructivist framework
Journal: Educational Technology
Volume: 35
Issue: 5
Pages: 31–38
ONLINE ARTICLE
Author: Amber Rolfe
Year: 2021
Title: How to: Write a CV
Website: Reed
URL: https://www.reed.co.uk/career-advice/how-to-write-a-cv/
Accessed: 22 October 2026
Write your three references below in alphabetical order:
	Your answer:


6. Add the matching in-text citations
Write the short in-text citation for each source.
Dubois, Jolibert and Mühlbacher book: __________________________________
Savery and Duffy journal article: _______________________________________
Rolfe online article: _________________________________________________
7. Reflection on Moodle
Do not write the reflection on this worksheet.
Go to Moodle → Week 4 → Reflection Space – Individual and answer these three questions (make sure the reflection space is set to EDIT, not View!):
What did you understand better about referencing after completing this catch-up?
What part of using citations or reference lists do you still find difficult or confusing?
How could using sources make your business writing stronger or more trustworthy?
Write 3 short sentences. Only you and your tutor can see your reflection. It is not marked.


Check your answers
Only look at this page after you have tried the activities.
Activity 1
Smoking is harmful to health – No (general knowledge).
BYD sold more than 2.25 million electric cars in 2025 – Yes.
In my opinion, the electric car market will continue to grow – No (your opinion).
UK car production fell to its lowest level in more than 70 years – Yes.
Global electric vehicle sales almost tripled between 2021 and 2024 – Yes.
Activity 2
Sales increased by 10 percent last year (BBC News, 2024).
Research shows that customer trust is falling (Taylor, 2023).
Electric cars are becoming more popular (Smith, 2024).
BYD sales grew to over 2 million cars (Practice With News, 2026).
Newton argues that customers are dissatisfied with AI customer service (Newton, 2025).
Activity 3
Electric car sales are growing very quickly around the world, especially in China. BYD sold more than 2.25 million electric cars in 2025 (Practice With News, 2026), which was a big increase from the year before. New global data also shows that electric vehicle sales almost tripled between 2021 and 2024 (Pakistan & Gulf Economist, 2025). In the UK, the government is reviewing its electric car sale quotas after car production fell to its lowest level in more than 70 years (Sky News, 2026). I think these changes will affect how fast the country can move towards cleaner transport.
Activities 5–6
Dubois, P.-L., Jolibert, A. and Mühlbacher, H. (2007) Marketing management: a value creation process. Basingstoke: Palgrave Macmillan.
Rolfe, A. (2021) 'How to: Write a CV'. Available at: https://www.reed.co.uk/career-advice/how-to-write-a-cv/ (Accessed: 22 October 2026).
Savery, J.R. and Duffy, T.M. (1995) 'Problem based learning: an instructional model and its constructivist framework', Educational Technology, 35(5), pp. 31–38.
Matching in-text citations: (Dubois et al., 2007); (Savery and Duffy, 1995); (Rolfe, 2021).
