
 
 

WHEN TO USE A REFERENCE 
 
 

You MUST use a reference whenever you: 
 
 

 use a direct quotation from a source of 
information 

 
 

 paraphrase (put into your own words), 
someone else’s ideas. This is an 
alternative to using a direct quotation. 

 
 

 use a statistic drawn from a source of 
information. 

 
 
BUT there is no need to reference facts 
which are common knowledge. 
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