Report Format and Bibliography

Your report should be typed, double-spaced, 12 pt. font.  Print on one side only, with 3 cm margins on left and right, and 2.5 cm top and bottom for comments.  (If you do not leave a margin you cannot expect the reader to make comments.)  The title page must give the title, the assignment number, class, due date, and your name.

The bibliography (list of references) should be a complete citation of references appearing in the text, and should appear at the end of your work.  Each entry should be listed alphabetically in ascending order (a-z).  Do not use footnotes to give bibliographic details.  The bibliography should contain no entries which are not referred to in the text, and there must be no textual citation which does not appear in the bibliography.  

Authors' Names

Their Last Name first, then put a comma, then their First Name, then a period.  In entries with multiple authors, state the Last Name of the first author, then put a comma, then the First name of the first author, then the word "and" (do not substitute the word "and" with the "&" character, i.e. the "et" sign!), then First and Last Names of the second author.  If there are more than three authors, state the first author as above and then add the italicized Latin abbreviation "et al." (meaning, "and others").

1. Book with one author or editor: 
Puzo, Mario. The Family: A Novel. Completed by Carol Gino. New York: Harper, 2001.

2. Book with two authors or editors:

Bohlman, Herbert M., and Mary Jane Dundas. The Legal, Ethical and International Environment of Business. 5th ed. Cincinnati, OH: West, 2002.

3. Book with three authors or editors: 

Suzuki, David, Amanda McConnell, and Maria DeCambra. The Sacred Balance: A Visual Celebration of Our Place in Nature. Vancouver: Greystone, 2002. 

4. Book with more than three authors or editors:

Blanchard, Kenneth H., et al. High Five! The Magic of Working Together. New York: Harper, 2001.
 

Date

Following the author's name put a period, then the year of publishing.  For a monthly or quarterly publication use month and year, or season and year.  For the months May, June, and July, spell out the months, for all other months with five or more letters, use abbreviations: Jan., Feb., Mar., Apr., Aug., Sept., Oct., Nov., and Dec.  Note that there is no period after the month.  For instance, the period after Jan. is for the abbreviation of January only.  Use the most recent Copyright year if two or more years are listed, e.g., ©1988, 1990, 2002. Use 2002.  

Book Titles

Must be italicized.  Capitalize the initial letters for all important words in English titles, except for articles, prepositions, and conjunctions.  In titles which have subtitles, put a colon after the title and capitalize the initial letters of all its words, including the first word of the subtitle, even if it is an article ("the, a, an").

Article Titles 

Must be put in Quotation Marks and in Regular Font (no italics!).  If the Article Title contains italicized or foreign words which do not begin with capitalized initials, or any other example contrary to English standard, leave these words as they appear in the original.  After the Journal Title, and in Arabic Numerals (not Roman!), state the Volume Number, followed by the Issue Number in parentheses, then put a colon and give the Page Numbers of the quoted article.

Journal Article
Adis, Joachim, et al. "Gladiators: A New Order of Insects." Scientific American Nov. 2002: 60-65.

Editions, Book Series and Its Number, Editors, Publishers

After the Book Title state the Edition (e.g., Reprint, Fifth Edition, etc.), Name of the Series in which the book appeared, the Number in the Series, and the Editor(s)' Name(s), Place(s) of Publishing, followed by a colon and one character space, Name(s) of the Publisher(s). Choose the first city or town listed if more than one Place of Publication are indicated in the book.  If the city is well known, it is not necessary to add the State or Province after it.  Be sure you write down the Publisher, NOT the Printer.  No need to indicate Publisher for encyclopedias, magazines, journals, and newspapers.  

Encyclopedia

To cite an article from a well-known encyclopedia, such as Americana, Britannica, or World Book, you need not indicate the editor, place of publication, publisher, or number of volumes in the set.  If there is an author, cite the author.  If no author is stated, begin the citation with the title of the article.  Underline the title of the encyclopedia and provide the year of edition.

Internet
1) Author. 

2) "Title of Article, Web page or site" in quotation marks. 

3) Title of Magazine, Journal, Newspaper, Newsletter, Book, Encyclopedia, or Project, underlined. 

4) Editor of Project. 

5) Indicate type of material, e.g. advertisement, cartoon, clipart, electronic card, interview, map, online posting, photograph, working paper, etc. if not obvious. 

6) Date of article, of Web page or site creation, revision, posting, last update, or date last modified. 

7) Group, association, name of forum, sponsor responsible for Web page or Web site. 

8) Access date (the date you accessed the Web page or site). 

9) URL, placed in < >

Generally, a minimum of three items are required for an Internet citation: Title, Access Date, and URL.

Internet citation for an article from an online encyclopedia:

"Ho Chi Minh." Microsoft Encarta Online Encyclopedia 2002
          1997-2002. Microsoft. 13 Oct. 2002 <http://encarta.msn.com>. 

Internet citation for an article from an online database, magazine, journal, periodical, newsletter, or newspaper with one or more authors stated:

English, John. "Sir Robert Laird Borden." World Book Encyclopedia. 1 Jan. 2002. 
        bigchalk Canada Library. 18 Apr. 2002 <http://library.bigchalk.ca>. 

