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June 2nd, 2022

Basic Rules for Citation in Reports

In writing reports including writing assignments/comment papers in each
class and term-paper in your course, you will be expected to read the literature
and materials of others, and summarize what you have learned. The process
of collecting and reading much of the pertinent literature and materials
(including figures and tables) of others is an important part of writing your
report and is necessary in improving the quality of your report.

However, when you incorporate information from other people's literature or
materials into your report, you must "cite" the information from the other
people’s works. If you do not "cite" and include in your report the writings and
1deas of others as if they were your own, you are "plagiarizing”.

Citation (acknowledging that you used the idea of others or information from
others’ works) refers to the act of including in a report or other work written
by another person or person's ideas in order to reinforce one's own ideas in the
report or other work. When you cite, please be sure to fully understand the
following rules and methods of citation before preparing your report.

1. Rules for Citations

When you cite, you must meet all five of the following requirements.

(1) There is a need to cite
When you use citations, make sure that it is truly necessary to cite text,
figures, tables written by others, and that the scope of the citation is the
minimum necessary.

(2) Maintain a master-subordinate relationship
You need to adhere to the relationship that your own writing is "primary"
and the text being cited is "secondary," in terms of both quantity and
quality.

(3) Clearly distinguish the cited portion from others
You need to clearly distinguish between your writing and the cited part.

(4) Indicate the source in the body of the text
You must be explicit in the text about which literature or material you
are citing from.

(5) Prepare a list of references (bibliography) at the end of the report
You must clearly indicate the details of the source content (name of the
author of the text and where it appears) for the literature and materials
you have cited at the end of your report or other documents as a list of
references (bibliography).
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2. Types and methods of in-text citations
There are two methods of citation. The method of notation of citations may
vary depending on the field of study, but the basic rules are as follows
(1)Direct quotation
It is a method of using text written by others without altering a single
word.
[ Quotation Method]
Insert a summary of the source content (author's name and location of
the text) in parentheses at the end of the quotation. At the end of the
report, provide a list of references and a detailed description of the source.
[How to indicate quotations]
For short quotations:
You bracket the quoted portion and embed the quoted portion within
the body of the text.
For long quotations:
You open one line before and after the quoted portion and open (lower)
two characters on the left side of the quoted portion.

(2) Indirect citation
A method in which you summarize and use your own version of a text
written by another person. Be careful not to change the author's intention
by summarizing.
[ Citation Method]
Insert a summary of the source content in parentheses at the end of the
citation. At the end of the report, provide a list of references and a
detailed description of the source.
[Example of cited part notation]

Example 1: Taro Shizuoka (2022) reports + + = =« - :
Example 2: « « + « - is noted (Taro Shizuoka, 2022).
<References>
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3. How to write a list of references (bibliography)

The literature and materials you cite/quote in your report must always be
clearly indicated at the end of the report as a list of references (bibliography).
The format of the Works cited/quoted (References) list varies depending on the
field of study, but the general format is as follows.

(1) In the case of a book
(For a single book)
Author Name. Book title. Edition name, publisher, year of publication,
total number of pages.
(For a specific page of the book)
Author Name. Book title. Edition number, publisher, year of publication,
page numbers cited.
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(2) For journals (academic papers, general journals)
Author Name. Journal name of the article. Year of publication, volume
(issue), first page - last page.

(3) For newspaper articles in print media
Article title. Newspaper name. Date of publication, morning/evening
edition, edition, and page.

(4) For Web site
Author Name. “Title of Web page”. Name of Web site. Date updated.
Source (URL), (date of reference).
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