REFERENCE AND BIBLIOGRAPHY

When you write a report, you often need to use information from other
sources. These sources may include encyclopedias, dictionaries, books
on the same subject, periodicals, newspapers and so on. Since you are
borrowing data or using materials from these sources, you should
acknowledge them. There are several ways of acknowledging these
sources. Of them the two important ones are: footnotes and
bibliography.

When and how to acknowledge the information/material you have used
in your writing is the subject matter of this unit.
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UNIT-9

Lesson-1: Technique of writing footnotes

After reading this lesson you will be able to:

e say what a footnote is,
e recognise a footnote,
e describe the techniques of writing footnotes, and

e write footnotes.

Introduction

The footnote is a traditional method of acknowledging sources in a piece
of writing, It provides additional comments and information which
support the facts and proposals contained in the text. It indicates different
points of view expressed by different experts in a field. It can also
encourage readers to do further study on the source materials referred to.

The techniques

The book entry

The reference is placed at the bottom of the page and keyed with the text
material.

Example :

Text: The grammar of a language can be defined as a device that
specifies sets of sentences' ...........

Footnote :

! Noam Chomsky, Definition of grammar, Current Issues in Linguistic

Theory, The Hague: Mouton, 1964, p.9.

If you look at the example you will find:

(1) A superscript (a raised Arabic number) i.e. / is common in both
the text and the footnote. This is how the reference (i.e. footnote) is
keyed with the text material with the help of a number.

(2) The author's name (i.e. Noam Chomsky is written in normal
order.

(3)  After the author's name comes the chapter name i.e. Definition of
grammar. The chapter name has been mentioned because the
chapter title is likely to help the readers find the source. However,
the chapter name is not always necessary to mention.

(4) The book title i.e. Current Issues in Linguistic Theory is written in
italics. Sometimes the book title is indicated with underscoring,.
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(5) The publishing company i.e. Mouton is written with the location
of the publisher, i.e., the Hague.

(6) The year of publication, i.e., /964 mentioned as the publication
date of the book. But if a book is revised, the year of the latest
revision should be mentioned. e.g. 1975, 3rd edition.

(7) Finally the page, i.e., p.9 is mentioned. If more than one page
contain the reference they should be mentioned in this way: pp.
37-42.

There are certain other important things which you should
remember while writing footnotes:

. Footnotes are written single spaced just like the text.

. The superscripts should be sequenced by page, by chapter or
by the whole work. In our example there is only one
number. But if there are three superscripts, the numbers will
be in regular order, i.e., 1 2 3; and the footnotes also will
come in the same order and on the same page. If the next
page is part of the same unit/chapter the superscript numbers
may continue from the previous page i.e., .............. 4,5
(etc.) or fresh numbers starting from 1 may be used. This is
how the numbering is sequenced by page, by chapter or by
the whole work.

The periodical/newspaper article entry

Periodical/newspaper article entries slightly differ from those of the book
entries. Notice the differences:

(1) Sometimes the author's name is not given. In that case you can
either put anonymous or just mention the agency/source or the
type of the article, for example, Reuter, Associated Press, Editorial
etc.

(2) Give the Article title within inverted commas, followed by the
periodical/newspaper title.

(3) Inthe case of periodical, give the volume number.
Examples

Periodical

1 lain Macklilliam, "Video and language comprehension", FLT
Jjournal, Vol. 40/2, April 1986, pp. 131 - 135.

Newspaper

2 Reuter, "Ulysses flies over both Poles of the Sun", The Bangladesh
Observer, August 10, 1995, p.10.

Abbreviated footnotes

(1)  An abbreviated footnote contains the author's last name and the
year of publication in brackets immediately after the text material
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referred to. However, page numbers may be placed after the date
of publication.

Example:
(Blundell, 1983)
Or (Blundell, 1983, p. 171)
(2) If there are two or three authors put only their last names.

Example:

(Lesikar and Pettit, 1994)

(3) If there are more than three authors put the last name of the first
author followed by et al (which means and others) or and others

For example:, "A Grammar of Contemporary English" is written by
Randalph Quirk, Sidney Greenbaum, Geoffrey Leech,
Jan Svartvik in 1972.

Instead of writing all the four names write only : (Quirk et al, 1972)

(4) If a footnote with a superscript, say 7, is followed by another
footnote, the superscript being 8, and if both the superscripts refer
to the same book but different pages, you do not have to write the
name of the author, the name of the book, publisher etc. in the
footnote entry 8. Instead, you can write Ibid and the page
number(s).

Example:

"Wilga Rivers, "Talking of the Top of their Heads," TESOL
Quarterly, Vol. 6/1, March 1972, pp. 71-81.

*Ibid., p. 76.
However, the abbreviated footnotes should be used with a

bibliography that usually comes at the end of a report. (See
Bibliography in the following lesson)

Abbreviation used in footnotes
The following abbreviations are commonly used in the footnote entries.

Abbreviation Full form

ed edition/editor

1,11 line, lines

MS, MSS manuscript, manuscripts
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n.d. no date

n.nm. no name

n.p. no place

p-> pp. page, pages

Vol., Vols. Volume, Volumes
ACTIVITY

1. What are the techniques of writing footnotes? What are the

differences between traditional and abbreviated footnotes?
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Lesson-2: Bibliography and the difference between
footnote and bibliography

After reading this lesson you will be able to:

e say what a bibliography is,
e distinguish between footnote and bibliography,
e describe the techniques of writing a bibliography, and

e write bibliographies.

The traditional bibliography

A bibliography is a list of the books and journals that are referred to in a
particular book or paper. The list is orderly and covers references on the
subject of the book or paper.

A bibliography is usually placed at the end of a book or paper. Under the
title Bibliography the publications (i.e., books, journals etc.) are
mentioned in alphabetical order. The list is divided into such groupings
as Books, Periodicals, Reports, etc.

The techniques

The techniques followed in bibliographical entries are, by and large,
similar to those followed in footnote entries. However, note the
following exceptions:

(1) To make the list in alphabetical order the surname (i.e., the last
name) of the author is placed first.

(2) The second and following lines of an entry are placed five spaces
to the right of the beginning of the first line. This technique makes
the alphabetised first line more prominent.

(3) A bibliographic entry does not mention any single page or a
number of pages or a passage or chapter etc. Instead, it gives the
total number of pages of the whole publication.

(4) Subsequent entries of publication of the same author are indicated
by a line as shown in the example below.

Example
BIBLIOGRAPHY

Doff, A., Teach English, Teacher's workbook, Cambridge: Cambridge
University Press, 1988, p. 139.

— Teach English, Trainer's Handbook, Cambridge:
Cambridge University Press, 1988, p. 286.
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The annotated bibliography

An annotated bibliography contains a brief comment on the content and
value of the entry. It is used mainly in scholarly writing.

Example

Hadfield, J., Classroom Dynamics, Oxford : Oxford University Press,
1990, p. 180.

Designed to help teachers overcome one of their most
difficult problems: how to establish a good working
relationship with noncooperative classes. In the present-day
EFL classroom, where pair work and group work are
increasingly the norm, harmonious relationships in the
classroom have become fundamental to the success of
courses.

ACTIVITY

1. How does a traditional bibliography differ from an annotated one?
Choose any three textbooks from the courses you are doing at BOU
and then write annotated bibliographical entries for them.

Unit-9 Page-188




