The Transactionsof the American Philological Assodation uses a dighty modified
version of theHarvard system of doaumentation. For matters concerning grammar and
pundudion, please conault the 15" edition of The ChicagoManual of Style.

CITATIONS

1. References

At each point in thetext tha refersto a particular source, insert the author@ last name
and publication year in parentheses.

Customer compatibility management emphasizes the controllability of customer to
customer interaction in the higher education environment (Rowley 1996).

2. Direct quotations

If you are directly quoing a piece of work in your own work you should endose the
qguotionin doubk quottion marks and then identify the pagenumbes the quottionis
taken from. If deails of parts of the doaument are required (for example, page nunmbers,
track or title nunmbers of soundrecording9, these appear after the date within
parentheses.

There is a need to create “stopping off” places in the learning process or what
Kornbluh and Green refer to as “professional encapsulations” (1989: 78).

“These resting times provide periods for reflection and permit time for new things
to be learned, mastered and brought to fruition” (Jones 1995: 122-23).

Quotationslonge than four lines are formatted as block quotes.

[body text] Holinshed describes the Prince as then delivering his dagger to the King
In all humble reverence; adding further, that his life was not so deare to him,
that he wished to live one daie with his displeasure, “and therefore in thus
ridding me out of life, and your selfe from all suspicion, here in presence of
these lords, and before God at the daie of generall judgement, I faithfullie
protest clearlie to forgive you. (1923: 96)

3. Multiple References

* Three or fewer authors



Cutler, Williams & Schmitt (1986) believe that the fermentation process is
prolonged by such low temperatures.

* Four or more authors

In the case of four or more authars, thefirst author (fromthetitle page) is
followed by Gt a.O

Matlock et al. (2004) discussed the use of electronic databases.
4. Citation exanples
« |f theauthor@ name occurs naturally in the text
Theyear follows in brackets.

The work of Preece (1994) was concerned to emphasize the importance of quality in
social research.

* If thesourceis cited within anothe book
For sources tha you have not actudly seen but which are referred to in another
work, cite both theorigind source and the seconday source where youread it. In
gened, thistypeof citation should beavoided and origind sources should be
gquoted.

Smith (1990, quoted in Gibbs 1998: 78) in his book “Analyzing patterns of work”
gives an excellent précis of leadership styles.

* If there is more thanonereference at the same point in thetext

When more than onereference is given at thesame point in thetext, they should
belisted in order of publication date (earliest first).

Smith (1958), Brown (1964) and Jones (1992) all believe that...
This can also bewritten usng semicolonsto separate the authors.

Several independent pieces of research have been undertaken (Smith 1998; Brown
2001; Jones 2004) indicating that...

Whichever methodyou use you mug be congstent and do the same for all
multiple referencesin your work.

* If there is more thanoneauthor with the same surnane andthe sanme year



In the main text, author@ initials are only used, in brackets, when two or more
authors have the same surname and have publshed in the same year, in which
case they should beidentified by initials in order to avoid confuson.

“... this is the theory, as I believe it” (L. Wallis 1995: 78-79). This, however, was
contested later in the same year (S.R. Wallis 1995).

* If theauthor hasmore thanoneitem published in the same year

Use lower case letters after thedae if referringto more than oneitem published
in the same year by the same author.

In an early report it was suggested by the CBI that the careers service should be
transferred from LEAs to Training and Enterprise Councils (CBI 1989a). It is
significant, however, that the CBI speaking on behalf of its employers generally
argued the classic liberal case for individual choice in the education training market
in its report ‘Towards a skills revolution’ (CBI 1989b).

* For visual information, phobgraphs illugrationsand diagrams
If thevisud information is notthe author® own work, acknowedgethe source

fromwhich you have taken theimagein the same way as you would quotations
with the author and date given alongsdein paentheses and full detailsin the

bibliography.
* For reprodudionsof works of art

Aswedll as citing the source theimage was foundin, these citationsshould also
acknowledgetheorigind artist, phobgraphe, designe or architect.

Thomas, B. Is your journey really necessary? 1942. (Rhodes 1976: 130)
* For personal conmunications
Persond communicationscan becited in thetext, but as theinformationisnot
recoverable they do notneed to beinduded in thebibliography. Giveinitials as
well as the surname of the communicator, and provide as exact a dae as

possible.

More and more buildings are now providing access for disabled people according to
R. J. Thompson (personal communication, 22 March 2000).

5. Web site citations

* \Web site with author



Cite theauthor and date as usud, induding the dae in which the site was visited.

Turner (2001, 12 April 2003) has created many useful graphs showing the transition
between the different age groups.

* \Web site withoutauthor

Where theweb page has no author whatsoever, use thetitle as the point of
reference.

Cancer experts estimate that changes to our diet could prevent about one in three
cancer deaths in the UK (CancerHelp UK 2002, 12 August 2004).

However, when you are quoing from aweb pagefromwithin alarger site and
you do not have the author of the page, use thelarger site as author.

HEFCE (2001, 15 September 2005) outlines the decisions made in relation to
funding for universities and colleges in 2002-2003.

* Electronic joumnal citation
Cite theauthor and date as you would for printed sources.
6. Making citationsin notes

Do not use parentheses when induding year and page numbers after the author®
name.

Munro 1996: 51-64 demonstrates that...
If youmug indudeapage number after the citation, use parentheses.

Contrast Miles 1995: 151-54: “...” (152).

7.Yearsin citations

Alwaysindudetheyear of awork in acitation, even if tha isthe only work you
are citing by a particular author.

8. Citing notes
Themodd for citing notes follows this modd:

Miles 1995: 51n73



WORKS CITED:
1. Books

To reference abookin your bibliography indudethe following information in this
order:

(1) Author(s), editor(s) or the organization respongble for writing thebook There should
be a space between two lettersininitials, for example, T. J., not T.J.

(2) Year of puldication, followed by a period

(3) Titleand subtitle (if any) initalics and followed by afull stop

(4) Series and individud volume number (if any) followed by afull stop

(5) Editionif nat thefirst, for example 2nded.

(6) Place of pubicationif known followed by a colon

(7) Publisher followed by afull stop

Spence, B. ed. 1993. Secondary school management in the 1990s: challenge
and change. Aspects of Education Series, 48. London: Independent Publishers.

Mohr, L. B. 1996. Impact analysis for program evaluation. 2nd ed. London: Sage.

Bowlby, J. 1951. Maternal care and mental health. Monograph Series, no. 2.
Geneva: World Health Organization.

Davis, B. et al. 2000. Physical education and the study of sport. 4th ed. London:
Mosby.

2. Chaper of a book

* Itisimportant to indudethe editor of thebookin the bibliography as thisis the
informationtha would be needed to trace the source on alibrary catalogue for
example.

If youwant to reference a chgpter in abooktheorder is.

(1) Author of chapter/section. There should be a space between two lettersin initials; for
example, T. J., notT.J.

(2) Year of puldication, followed by a period

(3) Title of chagpter/section followed by afull stop

(4) Theword In

(5) Author/editor of collected work

(6) Title of collected work in italics and followed by a full stop

(7) Place of pubiication followed by a colon

(8) Publisher followed by a peiod

(9) Pagenumbers of section referred to followed by afull stop



Porter, M. A. 1993. “The modification of method in researching postgraduate
education.” In Burgess, R.G. ed. The research process in educational settings:
ten case studies. London: Falmer Press. 35-47.

If two or more contributionsto the same multiauthor book are cited, the bookitself, as
well as the specific contributions may belisted in thebibliography. Theentries for the
individud contributionsmay then cross-refer to the book®editor, thusavoiding clutter.

Wiens, J. A. 1983. “Avian community ecology: An iconoclastic view.” In Brush and
Clark 1983, 355-403.

Do not use abbreviationsfor theterm University Press; i.e., write State University of
New York Press, not State U of New York P.

When citing later editionssuch as reprints/facsimiles, place the origind publication
information after therest of thecitation.

Burck, Erich. 1964. Die Erzihlungskunst des T. Livius. Berlin: Weidmann. Original
publication 1934.

3. Journal articles
Indudethefollowing informationin this order:

(1) Author of thearticle. There should be a space between two lettersininitials; for
example, T. J, notT.J.

(2) Year of the publication followed by a period

(3) Title of thearticle in quotation marks followed by a full stop

(4) Title of thejoumd initalics

(5) Volume followed by a colon. Indudetheissuenunber in paentheses only if journd
isnot continuousy paginaed

(6) Pagenumbers of article followed by afull stop

Bennett, H., Gunter, H. & Reid, S. 1996. “Through a glass darkly: images of
appraisal.” Journal of Teacher Development 5 (3): 39-46.

Clarke, T. J. 1995. “Freud’s Cézanne.” Representations 52: 94-122.

Johnson, H. 1999. “An information skills model: do we need one?” SCONUL
Newsletter 17: 3-5.

4. Trandations

* Forabookor journd article trandated into English, youwill need to indudethe
trandator@ details and the origind languayeit has been trandated from.



Indudethefollowing informationin this order:

(1) Author(s). There should be a space between two lettersininitials, for example, T. J.,
notT.J.

(2) Year of pudication followed by a period

(3) Titleinitalics and followed by afull stop

(4) Theabbreviation Trans

(5) Thetrandator@ name followed by afull stop (note that thetrandator@ nameis
notwritten surname first)

(8) Place of pubiication followed by a colon

(9) Publisher followed by afull stop

Canetti, E. 2000. Crowds and power. Trans. C. Stewart. London: Phoenix.
5. Theses and dissertations

* Youneed to indudethe name of the awarding inditution, for example Harvard
University.

Whitehead, S. M. 1996. Public and private men: masculinities at work in
education management. Ph.D. dissertation, Leeds Metropolitan University.

Page, S. 1999. Information technology impact: a survey of leading UK
companies. MA. thesis, Leeds Metropolitan University.

6. Conference proceedings
Y ou should indudethefollowing informationin this order:

(1) Name of conference followed by a comma

(2) Numbe (if appropriate) followed by a full stop

(3) Year followed by afull stop

(4) Location of conference (if appropriate) followed by a comma

(5) Year of pudication followed by aperiod

(6) Title of published work if different from the name of the conference initalics and
followed by aperiod

(7) Authar/editor followed by a period. There shoud be a space between two lettersin
initials, for example, T. J,, not T.J.

(8) Place of pubiication followed by a colon

(9) Publisher followed by a hard return

ERGOB Conference on Sugar Substitutes. 1978. Geneva, 1979. Health and sugar
substitutes: proceedings of the ERGOB conference on sugar substitutes. B.

Guggenheim, ed. London: Basel.

7. Informally pulished electronic material:



Y ou should indudethefollowing informationin this order:

(1) Area of web site accessed followed by a comma

(2) In quotation marks, specific content cited followed a comma within closng quottion
mark

(3) Name of web site followed by a comma

(4) Web site URL followed by afull stop

(5) In parentheses, dae of accession followed by a period

Evanston Public Library Board of Trustees, “Evanston Public Library Strategic
Plan, 2000-2010: A Decade of Outreach,” Evanston Public Library,
http://www.epl.org/library/strategic-plan-00.html (accessed July 18, 2002).

Anytime tha you cite multiple works by oneauthor, replace the author@ name in the
second and subsequent bibliographic entries with two em dashes.

Alcock, S. 2002. Archaeologies of the Greek Past. Cambridge: Cambridge University
Press.

——. 1993. Graecia Capta. Cambridge: Cambridge University Press.



ADDITIONAL INFORMATION:

1. Language
U.S. English isthe standad for all accepted articles, i.e., hona, nothonou, etc.
2. Quotation Marks

All quotes and terms putin quotes for emphasis mug use doubk-quotation marks
unless quoing something that is already within quotations Then, single-quotes are used.

All punduaion needsto be placed indde of quotation marks. The exceptionsare,
of course, colonsand semi-colons

3. Notes

Althoughfootnotes will beused in find form, for typesetting purpo<es, please
submit manuscripts with endnotes. Use standard Arabic numeralsto mark them. The
Notes should come after the Works Cited. Footnotes that are strictly citationsshould not
be used; these should bein-text parentheicals.

All acknowledgement notes should be placed first in the text with an asterisk
denotingit onthetitle, e.g., AReconsdering Polybiusgd Homer*O

Do notinsert block quottionsin anote as it looksbad when printed. Jug quot it
nomally withoutsetting it off from thetext.

4. Possessives

While this rule varies, TAPA follows a style in which an apogropheand GOis
placed after all singular common and prope nounsindicating possession:

The daughter’s dress, Athena’s wisdom, Odysseus’s winged words.

An exception to thisrule that isimportant for classics is wordslike CEuripidesO
and Achilles, which endin an eez soundand only take an apogrophe

Achilles’ swift foot, Euripides’ tragedies

For more information on possessives and their rules, conault the 15" edition of
The Chicago Manualof Style, section 7.17-30.

5. Quoting Latin and Greek:



format:

88 5f):

10

When quoing Latin and Greek passages and giving ther trandations follow this

Material notbeng block quoted:

D" #Su0%e8 a8 ( 6) $ &rau ,- U%/ po,- UR& #3 & && 4. (25
R8P &0 66780 & €6+9:.( 8&3 (* |#" " p- $4R. " (* o, %N, - & &

%' (' %8# 2i2& $6i &$- €& 2%, - I8&=* qu=* 6) $ *. (Thusfar al | have
said is the outcome of my own sightand judgment and inquiry. Henceforth | will
record Egyptian chronicles, accordingto tha which | have heard, adding thereto
somewha wha | myself have seen)

Do not putthe Greek in quotation marks as this can cause problemsin MS Word.
Latin should bein quottionsmarks and follow a smilar format. All Latin that is
not quoted directly orisreferred to in paentheses should bein italics. Quoted
Latin should not Greek requires no formatting.

Materia in ablock quot:
E[ bodytext] Three times, the naratoria voiceis unaertain of his motivation (BJ

Nam Bocchusnuniosad eum sagpe miserat: velle popul Romani amicitiam; ne
quid ab se hogile timeret. Id simulaveritng quoinprovisusgravior addderet, an
mobilitate ingeni pacem atquebdlum mutare solitus parum exploratum est.

Asfor Bocchus hehad sent Mariusfrequent messenge's, saying tha hedesired
thefriendship of the Roman people and bidding Mariusto fear no hodgile act on
his part. Whether hefeigned this, in orde that hemight strike an unexpected, and
therefore a heavier blow, or from natural ingability of character was in the habit
of wavering between peace and war, is not altogether clear.

Introduce the quae by placing the citationin parentheses and putting a space between the
guot and thetrandation. Begin bodytext onthenext line no space between.

Materia notin ablodk quot:

Latin not specifically quoted, like all uncommon foreign words should be
italicized within thebodytext. Greek isleft in nomal typeface.

6. PageNumbersin a Seies.

When usng nunbersin aseries, please indudeall digitsto thetensplace, asin
(Harris 72-79) and NOT (Harris 72-9). Thedigit in the hundeds place can be
omitted in theconduding pageif it isthesame as that of thehundedsdigit in the
initial page, asin (Harris 251-59).
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7. Acknowledgrent Notes.

* Typean asterisk after yourtitle. In the notes section, press enter to move down
thenotes, and typean asterisk. Indudeall acknowedgaments after the asterisk.
Also, indudeinformation regarding which trandation you are usngin this
acknowedgment note. If you are usng your own, say So.

8. Intheevent tha an issue has not been covered here, follow the Chicago Manud of
Style@® mog recent edition. Thisindudes issues such as Anglicisms (authors should
follow American English and pundudion).



