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Govt. Dept / Institute, (year of publication) title of 
document (in italics), (name of chairman of committee) 
place of publication and publisher. 
e.g. 
Ministry of Health (2004) Healthcare system in rural 
areas: report of a research-working group (Chairman: 
Prof. Ransom Oluleye) Lagos, MH 

8. Conference Papers 
Conference papers may appear either in book form or 
journal. This should appear as follow: 
 
Author surname, initials (year of publication) Title of 
conference paper. The conference proceedings title 
including date, place of publication: publisher. 
Examples: 
 
(i) Fafunwa, A. B (1992) The teacher in 6-3-3-4 system A 
in A. Adaralegbe (ed.) Education in Nigeria: Proceedng 
of the conference of the Nigeria Academy of Education 
Nigerian Academy of Education. 
 
(ii) Okoye, E. A (2004) Accounting education in 
Nigeria. In Accounting frontier: proceedings of a 
conference Abuja 2003, Abuja. 

9. Law Report 
Indicate the dates in square brackets as shown below 
Name of parties involved in the case, [year] Volume 
number/Abbreviated name of law report/page number 
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Example: 
Fawehinmi V Babangida [1993] 2 All ER 620 

10. Statutes 
Title of statute, year of statute, place of publication: 
publisher 
Example: 
Economic and Finance Crime Act 2003, Lagos: Govt. 
Printer. 

11. Theses/Projects/Dissertations 
Author, initials (year of publication) Thesis title 
(italicise) Level of thesis. Awarding Institution 
Adegbuyi, K (2005) Forensic accounting and fraud in 
Nigeria PhD Thesis Covenant University. 

12. University Monograph 
This should be shown thus  
surname, initials (year of publication) title, place, 
publisher 
Example: Urevbu, A. O. (1997) Creating the schools we 
deserve: Reflections on education, pedagogy and 
curriculum [Inaugural Lecture Series 49] Benin city: 
University of Benin. 

13. Unpublished Works 
We’ll use examples to drive home the points 
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(a) Izedonmi, O. F (2005) Character, certificate 
and certification unpublished manuscript 
 
Here there is no mention of institution. But if the above 
work is cited in any University then we can present it as 
follows: 
(b) Izedonmi, O. F (2005) Character, certificate 
and certification. Unpublished manuscript. Covenant 
University. 
If the manuscript is submitted for publication but has not 
yet been accepted, this will be shown as follows: 
(c) Izedonmi, O. F (2005) Character, certificate 
and certification manuscript submitted for publication. 
Note that in all the three examples above, each of the title 
of the manuscript is usually italicised. 

14. For Accepted Works 
The name of the journal will come in except the date of 
publication which is still pending. In such a case, replace 
the date of publication with “In Press” 
 
A typical example will clear the air. 
Example: According to Izedonmi (In press) 
But in the reference it will appear as follows: 
Izedonmi, O. F. (in press) Character certificate and 
certification Ota Business Journal (2) pp 21-35 
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Patents 
This should be shown as follow,  

Patent applicant (year) Title of patent in italics. Name of 
author/investor country of patent, serial number date of 
application 
Yemchem inc. Photometrics 
Author: Yemisi Ayo Nigerian patent application 20001, 
677890 2nd July 2003. 

Corporate Authors 
Institute of Chartered Accountants of Nigeria (2005) 
Contributions of accountants to Nigerian economy Lagos, 
Institute of Chartered Accountants of Nigeria. 

Video Tapes 
This is shown as follows: 
Broadcast company (year) Title of programme. Off-air 
recording.          Transmission date format 
Example 
Channel Four (2004) African dancers off-air recording 27 
June 2002  
In the citation you could say according to (Channel Four, 
2002)... 

 
Unknown Publications 
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We sometimes experience cases where we do not have 
enough details. In such cases, we make use of a series of 
abbreviations 

i) No date (n.d) 
ii) No place (sine loco) (s.l) 
iii)  No publisher (sine nomine) (s.n) 
iv) Not known (n.k) 
v)  Author/corporate author not given (Anon) 

 
20.3 Citations Of Materials From Internet 
 
In this section you will be introduced on how to cite materials 
taken from web site or Internet. Take time to study them 
carefully. 
 
(a) World Wide Web (WWW) 
 
Simply state as follows 
Author/editor, initial, (year) Title in italics [online] Edition 
publisher (if ascertainable). Available from: URL (Accessed 
date) 
 
There is presently no standardized way of giving 
bibliographical references for web site. 
Electronic Journals 
 
They are cited like normal journals but you should add 
[online]. Available from URL and the relevant date it was 
accessed i.e. 
 
Author, initials (year) Title of article.  



Other Major Points Commonly Overlooked by the Students 

 
147 

Journal title in italics [online] volume issue page no. 
Available from: URL [Accessed date]. 

 
Materials taken from Internet 
 
You should indicate the website (to be underlined) and the 
date the material was retrieved. Typical examples will help 
you 
 
1. Cutler, L. D, Frolich, B & Hanrahan, P(1997, January 16) 

Two-handed direct manipulation on the responsive 
workbench. Paper presented at the 1997 Symposium on 
Interactive 3D Graphics Abstract retrieved June 12, 2000, 
from http://www.graphics.stanford.edu/papers/two hand/ 

 
2. Fredrickson, B. L. (2000, March 7) Cultivating positive 

emotions to optimize health and well-being. Prevention and 
Treatment, 3 Article 0001a Retrieved November 20, 2000 
from http://journals.apa.org/prevention volume 
3/pre003001a.html 

 
3. Anderson-Inmann, L (1990-91) Enabling students with 

learning disability. Insight from research. The computing 
Teacher (18(4) 26-29 Retrieved on July 17, 2003 from 
http://wwwe.edc.org/NCIP/Library/mm/Anderson.htm 
Mish, FC et al (Eds) (1991) Websters ninth new collegiate 
dichonay. Markhan, Ontaw: Thuman Allen. 
When you obtain information from the internet source, then 
you need to reflect it in your reference list. To do this, you 
must know the address or uniform resource locator (URL). 
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The URL or address is made up of the protocol, host name, 
path to document and filename of specific document. This 
can be shown diagrammatically to bring the entire picture 
together for ease of understanding. 
http://www.apa.org/monitor/oct00/workplace.html 
protocol Host name path to document Filename of specific 
document 
Warning 
URL can fail because sometimes the document can be 
deleted from the website. 
Conference Paper (Unpublished) 
A good example will help out straight away 
Umoren, B (2005 March) Women in accounting profession 
paper presented at the meeting of society of women 
accountant, held at Abuja, 14th -17th. 

 
22. Project/Thesis/Dissertation 

 
(a) Where the Dissertation or Thesis appears in 

Dissertation Abstracts International (DAI) 
This can be shown in the reference list as follow. 
Onah, S. E (2004) Managment of inventory control 
system in Nigeria business enterprises under 
conditions of uncertainty (Ed. M.Sc. Thesis, 
Igbinedion University). Dissertation Abstracts 
International 33, 420-465. 
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(b) Where the Dissertation or Thesis has not appeared in 
the Dissertation Abstract International. If this is the 
case you simply show it as follows by italicizing the 
dissertation title. 
 
Onah, S. E (2004) Management of inventory control 
system in Nigeria business enterprises under 
conditions of uncertainty Unpublished PhD Thesis, 
Igbinedion University 

 
20.4 Use Of Quotations 
 
This section provides a good guidance when you are writing 
the literature review chapter. Cited materials may or may not 
be quoted. Read on. 

  
Once in a while, researchers may find themselves quoting 
some materials verbatim from another’s work.  This practice 
is not a crime itself because the APA accepts this but there 
are clear rules to follow.  It must be pointed  out that failure to 
acknowledge quotes or statements from other author(s) 
borders seriously on plagiarism. 
 
When to Quote Within a Text 
 
Verbatim quotations, of fewer than 40 words are regarded as 
short quotations.  These should be reflected within a text with 
double quotation marks. 
A typical example is given below to drive home the point. 
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Similarly, Olubukola (2002,. P.19) added that “In financial 
disciplines, as in other sciences, the notion of  model is 
central to the development of any research programme”. 
 
 
When to Indent and Block a Quotation 
 
Some students tend to forget when to indent.  A format to 
follow is presented below in line with APA publication 
Manual 5th Edition. When the material to be quoted has 40 or 
more words, it has to be displayed in a freestanding block of 
typewritten lines like the typical example you will see below. 
You are to begin the quotation on a new line which must be 
indented (in block) about 1.3 or five type spaces and the 
entire work must be double spaced. 
 
It must be noted that when quoting, the author, year and 
specific page from which the quotation is being cited must be 
provided. 

See a typical example below. 
Olatunji (2005) opined that: 

The accounting records of multinational corporations 
subsidiaries  should  be prepared in currency of the country 
in which they are located.  This is because, it would be too 
inconvenient to transact business in anything other than the 
local currency and too impractical to record these transactions 
in accounting records using another country’s currency.  (p. 
79) 
 
Emphasizing a word or words 
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Sometimes, an author may choose to emphasize a word or 
some words in a quoted material.  To do so, such word or 
words should be italicized and immediately after the italicized 
word or words, insert the words italics added in a bracket. 
Perhaps an example given below should throw more light on 
this. At the same time Obiageli (2005, p. 30) added that “one 
of the important goals of International Accounting Standard 
Committee is to harmonize  (italics added) those differences 
in accounting rules”. 

When to Use Single and Double Quotation Marks 
 
We have summarized how to use single and double quotation 
marks.  It is important that you familiarize yourself with the 
details. 
 
i) When a quoted material is fewer than 40 words, 

double quotation marks are used in a running text. 
 
ii) Within the double quotation marks in (i) above, single 

quotation marks are used to set off materials in the 
original work which were originally enclosed in the 
double quotation marks. 

 
iii) Within block quotations, double quotation marks are 

used to enclose any quoted materials in the original 
work (being quoted) 

 
iv) Quotation marks are not used at the beginning and end 

of a block quotation (that is, any quotation containing 
40 or more words). 
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v) Periods and commas should be placed immediately 
after single and double quotation marks, depending on 
the syntax.  (APA Publication Manual 5th Edition). 

 
Citation within Quotations 
 
If the source being quoted cited other works, such citations 
must be retained in your own quotation.  They need not be 
omitted.  However, they do not have to be cited in the 
reference list unless they were used elsewhere in the same 
paper. 
An example will help to drive home the point. 
 
Uwuigbe (1999, p.22) while analyzing the various factors 
responsible for accounting differences, noted that: 
The political structure of a country is paramount to the 
development of accounting, financial reporting and 
disclosures.  When people cannot influence government 
policies or choose the members of cabinet, they are unlikely 
to create an accounting profession based on the principle of 
full and fair disclosure.  For example Uwalomwa (1988; p.16) 
commenting on political factors noted that the degree of 
political freedom in a given country is generally assumed to 
depend on the degree of civil liberties, political system and 
political rights. 
 
Citation of the Sources of a Quotation 
 
Citation of the source of a quotation may be done while 
introducing the quoted material or in parentheses after the 
quotation.  In mid-sentence, the source should be cited in 
parentheses after the quotation marks.  Also, at the end  of a 
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block quote, the quoted source should be cited after the 
punctuation mark. 
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21 
REFERENCING PROCESS 
  
 
21.1 Introduction 
 
This chapter summarizes the action steps to be taken in 
referencing our work. In fact, it will help you to construct 
bibliography at the end of your work. Take time to study each 
case very thoroughly. 
 
21.2 Action Steps 
Step 1:  All references which you have used or accessed in 

your journal article should be shown on an entirely 
separate new page called reference Page in your 
paper. 

Step 2:  Ensure that the references are listed in alphabetical 
order. 

Step 3:  Make sure that the references are double-spaced. 
Step 4: All the references must be complete to enable 

interested persons to easily access the cited works on 
their own. 

Step 5:  Ensure that all referenced materials are cited in the 
text or body of the Report or essay. 

Step 6:  Similarly, you must ensure that all citations are 
shown on the reference list in your report. 



Other Major Points Commonly Overlooked by the Students 

 
155 

21.3 How to Reference Materials Used in Your Article 
 We shall now examine in detail how the following 

materials used in the body of the text are to be shown on the 
reference page: 
(i)  Periodicals with only one author. 
(ii)  Periodicals with two authors 
(iii)  Books 
(iv)  Forthcoming articles/books 
(v)  Edited books. 
(vi)  Article in an edited book 
(vii)  Unpublished manuscripts 
(viii)  Weekly publications (e.g. newspapers) 
(ix)  Monthly magazines 
(x)  Personal communications (Letters, lectures, seminars, 

interviews etc) 
(xi)  Unpublished reference paper 
(xii)  ERIC documents 
(xiii)  Group authors or Bodies 
(xiv)  Working Papers 
(xv)  Where an author has two or more references 
(xvi)   Bulletins 
(xvii)  United Nations Publications 
(xviii)  Publications by government/agencies etc. 
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(i)  Periodicals with Only One Author:  
Generally, begin with the author’s name and initials and 
year of publication in bracket. This should normally be 
followed by the Title of the Article, Journal Title, (to be 
underlined or bolded or italicized), Volume of Journal, 
issue number in parenthesis if journal pagination  begins 
on page 1. If there is no publication  date given, then 
simply indicate “n.d” in parenthesis in the place of 
publication date. Let us now give some examples.  
If the APA style is adopted; this should be shown as 
follows: 

 (a)   Osaze, B.E. (2001) “Challenges of 
Diversification” Journal of Financial Economics Vol. 
5, No. 2 pages 12-26. or  

 (b)   Osaze, B. E. (2001) “Challenges of 
Diversification” Journal of Financial Economics 5(2), 
12-26. 

(1) Where the journal does not number pages 
consecutively, throughout the year. Assuming you are 
dealing with an article from a journal which uses an 
issue number instead of volume number and that the 
journal begins its numbering at page 1 for each issue.  
If you are using APA (American Psychological 
Association Style), this should be shown as follows: 
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(i)  Anao, A.R. (2000) “Employment and Labour Cost 
in Nigerian Universities” Accounting Journal 4, 
No. 3 pages 130-41  

 Whenever, you are using the AAEA or AJAE or 
RAE styles which tend to follow the University of 
Chicago Manual style (14th Edition) this will be 
shown as follows: 

(ii)  Anao, A.R. “Employment and Labour Cost in 
Nigerian Universities” Accountancy Journal 4 No. 
3 (2000): 130-41.  You will observe now that the 
year is placed differently. 

(2)  Where the journal numbers pages consecutively 
throughout the year. In this situation you can adopt 
either the APA or AAEA style as demonstrated below:  
However, observe the example given below and 
compare with the previous ones: 
(i)  Akerele, B. (1999) “Human Resource 

Management in a Depressed Economy” Journal of 
Management Science 11 (June) pp. 120-135; if 
APA Style is adopted; or 

(ii)  Akerele, B. “Human Resource Management in a 
Depressed Economy” Journal of Management 
Sciences 11(June 1999): 120-135.  If the AAEA 
Style is adopted.  We now turn to periodicals with 
two authors. 
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2.  The Periodicals with Two Authors:  
There are really no significant differences. Therefore, 
such cited works should be shown as follows.  Let us 
begin with the APA style first and then the AAEA style 
thereafter. 
(i)  Agbadudu, A. B. & Dimowo, F.A. (1995), 

“Quadratic Linear programming in Portfolio 
Selection”.  Journal of Operational Research, 28, 
174-187. 

 Using the University of Chicago Style this will 
appear thus: 

(ii)  Agbadudu, A.B. & Dimowo, F.A. “Quadratic Linear 
Programming in Portfolio Selection”.  Journal of 
Operational Research 28 (April 1995): 174-187. 

3.  Books:  
Generally, the following information is required to be 
disclosed. Author’s name and initial, date of publication, 
title of the book, (to be underlined), place of publication 
and publishers. 
Examples: 
Let us begin with a single author. 
(a)  Single Author:  Izedonmi, O.I.F. (2002), 

Introduction to Auditing, Benin City: Ambik Press 
Ltd.  (If we use APA style). 
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 However, where we employ the University of 
Chicago Style, this will appear as follows: 

 Izedonmi, O.I.F. Introduction to Auditing.  Benin 
City: Ambik Press Ltd., 2002. 

(b) Where there are two (2) authors: 
 Izedonmi, O.I.F. & Ola, C.S. (2001) Introduction to 

Personal Income Tax 3rd edition, Ibadan: Macmillan 
Co. Ltd. 

 This example above complies with APA style. 
 Izedonmi, O.I.F. & Ola C.S. Introduction to 

Personal Income Tax, 3rd ed. Ibadan, Macmillan Co, 
Ltd., 2001. 

 This follows the Chicago style. 
(c)  Where we have 3 or 4 authors: Any of the above 

style could be followed. Even where we have 4 or 
more authors, you are expected to adopt the same 
approach.  Take note that in the reference section all 
the names of the authors should appear. But in the 
citations section, usually in the text or body of the 
report or essay, you use the first author followed by 
“et al”. 

4. Forthcoming Book/Articles: 



Other Major Points Commonly Overlooked by the Students 

 
160 

(a)  The only difference is in the non inclusion of the date 
of publication.  Let us feature some examples for 
clarification purposes. 

Examples: 
 Eriki, P.O. Financial Management, Benin City: Uri 

Publishers Ltd, (forthcoming), this is the case of a 
text book. 

(b)  Forthcoming Journal Article 
(i)  Okoye, E.A. “Integrated Accounting system” 

Accounting Frontier Vol. 1 No. 5 (Forthcoming) 
(ii)  Abutudu, M. “Parameters of Political 
Disintegration”.       
              Political Science Quarterly in Press. 

 You will observe in the three examples above the 
absence of date and the placement of “forthcoming” 
and “in press”. Follow these examples; please. 

5.  Edited Books (Editor as Author):  
Occasionally, you may have cause to access materials 
where many contributors are involved.  Such work may 
be edited by one or two persons.  This usually happens 
where you have a book of readings or published 
conference proceedings.  Where this exists, you should 
show it as follows: 
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(a)  Iyoha, M. (ed.) The Impact of Prices System, Benin 
City, University Press or Iyoha, M, ed. The Impact of 
Price System. Benin City, University Press 2002.   

By now you should be able to identify which is APA 
style or Chicago style in this example. 

6.  An Article Taken From an Edited Book:   
Whenever an article is cited from an edited book, this 
should be shown on the reference section as follows: 
(a)  Ilaboya, J. (1996) “Many Phases of Human 

Accounting in Izedonmi, O.I.F. & Osisioma, B. (eds) 
Human Asset Accounting. Lagos: Zik Publishers. 

 Or 
(b)  Ilaboya, J. “Many Phases of Human Accounting” 

Human Assets Accounting Izedonmi, O.I.F. and 
Osisioma, B. (eds) pp 452 – 501, Lagos: Zik 
Publishers (1999). 

(c)  Anyanwu, J.C. & Ohikhena, H.E. (1995) 
“Introduction to Econometrics” in M. Iyoha & O. T. 
Ekanem (eds) Special Topics in Econometrics  vol. 5, 
410-428 Benin City: EcoStat Publishers, 1995. 

7.  Unpublished Manuscript Cited:  
This does not pose any serious problems at all.  This 
should be shown as follows (using the typical example, 
below) to drive home the point. 
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(i)  Borst, W.U. (1999).  Guidelines for Writing in APA 
style. Unpublished manuscript, Troy State University 
of Phoenix City. 

(ii)  Ayanduba, J. O. (2002) “Complexities & 
Complacencies in Income Tax System in Nigeria.” 
Unpublished. M.Sc. Thesis submitted to Department 
of Accounting, University of Benin.  

(iii)  Donwa, P.A. “Cost and Returns to selected 
Securities” M.Phil Thesis, University of Benin, 1973. 

(iv)  Omokhudu, O. O. “Risk Return Profile of Selected 
Securities in Nigerian Stock Market”.  Ph.D. 
dissertation, University of Benin, 1989. Unpublished. 

8.  Popular Weekly Publication (Newspapers):  
Whenever you access such materials you are expected to 
show the exact date. This rule holds for all weekly 
publications as indicated below: 
(i)  Akporugo, A. (2002, April 15) “Protecting the 

Nascent Democracy in Nigeria” The Nigerian 
Guardian p. 25. 

 Or 
(ii)  Akporugo, A. “Protecting the Nascent Democracy in 

Nigeria” The Nigerian Guardian April 15, 2002, p. 
25. 

9.  Popular Monthly Magazine:  
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Where you have consulted this type of material, you are 
expected to show the month of the monthly publications 
as indicated below: 
(i)  Babarinsa, O. “The Windbag Politicians” Tell 

Magazine December 1997 (15) pp. 7-8. 
 Or 
(ii)  Babarinsa, O. (1997, December) “The Windbag 

Politicians”.  Tell Magazine, 15 pp. 7-8. 

10.  Personal Communication:  
This poses some difficulties. Personal communication 
may include letters, seminars, memos, interviews, 
telephone discussions, e-mail, and the like.  It must be 
noted that since these sources usually pose the problem of 
data recoverability and absence of evidence, we must 
avoid using them as much as possible. If used at all, they 
should only be restricted to the text (i.e. the body of the 
report).  They should never be disclosed in the reference 
list at all.  Follow this typical example when citing it, 
only in your text. For example, 
G. O. Igbinedion (personal Communication, June 19, 
2002) claimed that the cost of running the postgraduate 
programmes should be provided. As we have earlier 
pointed out, don’t include this in a reference list. 

11.  Papers Delivered at a Meeting/conference but Not 
Published:  



Other Major Points Commonly Overlooked by the Students 

 
164 

Without wasting time, the following examples can help to 
drive this point home. You are encouraged to study the 
examples very closely. 
(i)  Darbor, E. “Econometrics of Delayed National 

Budget”. Paper presented at ICAN Annual 
Conference, Abuja, August 4-8, 2001. 

 Or 
(ii)  Darbor, E. (2001). “Econometrics of Delayed 

National Budget”. Paper presented at ICAN Annual 
Conference, Abuja August 4-8. 

12.  Eric Documents:  
An example will do the magic.  Study it closely; and 
follow this disclosure method if you have really accessed 
such documents. 
Agbonifoh, B. (1996) Social Disintegration & Ethical 
Problems in Lower Niger Basin (Report No.  xx, 80-1) 

13.  Group Authors or Bodies:   
This occurs mostly within professional associations as 
shown below: 
(i)  Central Bank of Nigeria (2002) Bulletin or CBN 

Bullion.  (2001). 
(ii)  National Institute of Mental Health (1994 a) Bipola 

Disorder (Brochure) Indianapolis in Dista products. 
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(iii)  National Institute of Mental Health (1994 b) 
Depression (Brochure) Indianapolis in Diasta 
product. 

(iv)  American Psychiatric Association (4th ed), 
Washington, DC. 

(v)  American Psychological Association (1994) 
Publication manual of the American Psychological 
Association (4th ed.) Washington DC. 

14.  Working Papers:   
Sometimes, you may have accessed such materials in 
your report.  Again, few, examples will help out here.  
Readers are advised to study the examples very closely. 
(a)  Fishbourne, N and Geagh, B. (1974). “Food Policies 

and Social Supply”.  Working Papers.  Dept. of 
Agric Econs, University of California. 

 Or 
(b)  Fishbourne, N. and B. Geagh: “Food Policies and 

Social Supply” Working Paper, Dept. of Agric Econ. 
University of California. 

15.  Two or More References with Same Author and Same 
Year (Books and Journal Articles):  
Occasionally, you may have cause to access two or more 
sources/materials written by the same person(s) which are 
published the same year.  They could be text books, 
journal articles or a combination of both.  The examples 
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given below should be closely studied and method 
adopted by students. 
Under APA, you can differentiate the works by using 
a,b,c, etc after the year:  Now examine the underlisted 
examples very closely. 
(i)  Osaze, B.E. (1995a), Financial Decision Analysis 

Benin City: UPL 
(ii)  Osaze, B.E. (1995b), Business Decision Analysis, 

Ibadan: El Fazek publishers. 
(iii)  Osaze B.E. (1995c) “Matrix of Business 

Decision” Journal of Financial Decision Vol. 5 No. 
3, pp. 26-37. 

Alternatively, if we were to present these items under the 
University of Chicago style, we simply list them in 
alphabetical and not chronological order.  We can then 
use 2m dash e.g. 
(i)  Osaze, B.E. Business Decision Analysis, Ibadan: El 

Fazek Publishers, 1995. 
(ii)  Financial Decision Analysis, Benin City: UPL. 1995. 
(iii)  “Matrix of Business Decision”. Journal of 

Financial Decision Vol. 5 No. 3  pp. 26-37. 1995 
You will have observed by now that what matters most 
under this second style is not the chronological order but 
the alphabetical order presentation of the materials as 
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“Business” comes before “Financial” & “Matrix” in that 
order. 

16.  Bulletins:  
(a)  Accessed bulletins by a University, or an institution 

or a body, follow this example below when shown in 
the reference section. 
(i)  Enahoro, P. “Curbing Cultism Among Students” 

University of Benin, Bulletin No. 27, May 2000 
 Or 
(ii)  Enahoro, P. (2000, May 27). “Curbing Cultism 

Among Students”. University of Benin, Bulletin 
No. 27 

(b)  Departmental Bulletin 
(i)  Eboh, N.S. (2002, Aug.) Staff-Student 

Relationship in Accounting. Department of 
Accounting Bulletin No. 20, Igbinedion 
University, Okada 

 Or 
(ii)  Eboh, N. S. “Staff-Student Relationship in 

Accounting.” Dept of Accounting Bulletin No. 
20, Igbinedion University, Okada Aug 2002. 

17.  United Nations Publications:   
The following two examples may help to drive the point 
home better: 
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(i)  United Nations.  Yearbook of National Accounts 
Statistics, 1963 New York, 1964 

(ii)  United Nations, Food and Agriculture Organization. 
Agricultural Commodities, Projections for 1970.  
Rome 1962. 

18.  Publications by Government or Government  
 Agency 
(i)  Federal Office of Statistics Economic Survey 1985 

Lagos: Government Printing 1986. 
(ii)  Companies and Allied Matters Act (CAMA) 1990 

Lagos: Government Printers. 
(iii)  Constitution of the Federal Republic of Nigeria 

(1999), Lagos: Government Printers. 

REVIEW QUESTIONS (FOR CHAPTERS 18 – 21) 
1.  What do we mean by referencing?  Indicate what it 

entails. Differentiate between citation and referencing. 
2.  How would you disclose an idea or information taken 

from an article in published and unpublished sources 
such as textbooks, journals, magazines and newspapers 
written by: 
(i)  a Single author 
(ii)  Two authors 
(iii)  Three authors 
(iv)  Four authors 
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(a)  In the Main Body (text) of Literature Review? 
(b)  In the reference section at the end of each 

chapter? 
(c)  In the bibliography section? 

 Give two hypothetical examples for each case to buttress 
your point. 

3.  What is the major difference between the Harvard system 
and the European system of referencing? 

4.  Explain the meaning of the following terms and how each 
is used in referencing or footnotes. 

 (i)     Ibid 
 (ii)   Op. cit. 
5. What is a footnote?  What purpose(s) does it serve in a 

project or thesis report? 
6.  Differentiate between the Taurabian footnote (Chicago) 

and the the APA (American Psychological Association) 
styles. 

7) Using the APA style, give an example of how the 
following will appear  in your reference list. 

 (a)  
  i) Edited work by single editor. 
  ii) Edited work by multiple editor. 
 (b) Chapter in a book. 
 (c) Source cited by someone else. 



Other Major Points Commonly Overlooked by the Students 

 
170 

 (d) Newspaper 
 (e) Conference Paper 
 (f) Law Report 
 (g) Theses/Project/Dissertations. 
 (h) Unpublished works. 
 (i) Accepted Works. 
 (j) Corporate Authors. 
 (k) Unknown publications with 
  i) No date 
  ii) No place 
  iii) No publisher 
  iv) Unknown Author/Corporate author. 
 (l) World Wide Web (WWW) 

8) How can plagiarism be avoided 
9) What are the 2 sources of Citation? 
10) With the aid of an example in each case, explain the 

following: 
 a) When to quote within a text. 
 b) When to indent and block a quotation. 
11) How can a word or words be emphasized in a quoted 

material? 
12) When are single and double quotation marks used? 
13) What is quotation? 
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14) How can plagiarism be avoided in quotation? 
15.  What do we mean by citations in the text of an article?  

Outline the expected action steps as presented in this 
chapter. 

16.  What do we mean by ellipsis?  How do you use it in a 
journal report? 

17.  What do we mean by Sic? Explain how it is used. 
18.  Explain with an example in each case how you would 

cite the following in the first and subsequent paragraphs 
in your report. 

  Single author 
  Two authors 
  Three to five authors 
  Six or more authors 
  A group as authors 
19. How would you cite the following sources in your journal 

article report?  And show how each will appear in the 
reference list: 

 A secondary source, that is, where you are referring to a 
source cited by another person and in which case you are 
unable to lay hands on that original source. 

 Where a work has no author. 
 Where a work is designated as “Anonymous”.    
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20.  What do we mean by referencing? Differentiate between 
references and bibliographies. 

21.  What are the expected action steps in referencing as 
presented in this chapter? 

22.  Differentiate between the American psychological 
Association (APA) style and the University of Chicago 
Style. Give an example each by using the following 
sources to highlight their differences. 

  Periodicals 
  Books 
  Forthcoming book 
  Forthcoming journal article 
  An edited book 
  An article in an edited book 
  Unpublished manuscripts 
  Monthly magazines 
  Weekly publication. 
23.  Using the APA style, give an example each of how you 

would reference the following sources which you have 
accessed in your literature review: 

 (a)  Periodical with one or two authors. 
 (b)  (i)  A journal article where the journal numbers the 

pages consecu-                       tively throughout the year 
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       (ii) A Journal article taken from a journal which 
does not number its pages consecutively throughout the 
year. 

   (iii)  A forthcoming journal article. 
 (c)  A text book with: 
  (i)     Single author 
  (ii)    Two authors 
  (iii)   Three or four authors 
  (iv)   Forthcoming book 
24.  Using the University of Chicago style, indicate how you 

would show the above sources in Q9 above in the 
reference section of your paper. 

25.  How would you reference the following sources? 
 (a)   Personal communication 
 (b)   Conference Papers (unpublished) 
 (c)   Conference Papers (published) 
26.  Illustrate with two examples each how three references 

with the same author and same year of journal or books, 
are shown under the reference section of a well written 
paper, using the: 

 (a)  APA style 
 (b)  Chicago style 
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