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REFERENCING

When writing a paper in APA 6" cdition style, therc are two specific ways to cite the
information that is used: within the text and in the reference list at the end of the paper.
Citations are utilized when a phrase, a piece of specific information, ora s e of sentences
is drawn from an outside source. To meet APA requirements specified fo
responses, one must include text citations and a reference list (pp. 3-7) if any outside sources
(e.g., textbook, internet site, journal, etc.) are used. For formal papers (e.g., research papers,
article critiques, ete.), follow all guidelines listed in this handout.

Citations in Text

= A textcitation should be used when a phrase, a picee of specific information, or a
sequence of sentences is drawn from an outside source.

» Textcitations are also required when putting the author’s information in your own words
(paraphrasing).

» (iting helps to prevent plagiarism, and it acknowledges the original author of the
information used.

= Everything cited in text must appear on the refergnce page; likewise, everything cited on
the reference page must appear within the text.

=  APA uses the author-year method of citation.

= It is standard practice for the period at the end of the sentence to be placed after the last
parentheses of the text citation. An exception is made if inserting a direct quote that
contains more than 40 words; in this instance, the period is placed directly before the text
citation.

Paraphrased Information

When paraphrasing, surnmarizing, or quoting a source, provide the author’s last name and year
of publication (separated by a comma). While it is not required for paraphrased passages,
providing a page number in addition to the author and year is encouraged, as it might help the
reader locate the relevant information.

Dircet Quotations

If utilizing a direct quote, the speeific page number is always required. If there is no pape
number for the source you are using, as this is the case for many ¢lectronic sources, provide the
paragraph number in its place. Use the abbreviation para.

Examples of text citations:

Reference Source Examples of text citations

‘Paraphrased - " It'has been found ... can be concluded: (S1mpson 2007).
itfbrmation: frmh\onc | Mecdbdingto Sumpmn (2007)) 1. cant cause ‘problems.

author Lo | Otherpeople,say... based on Simpson (2007).

Paraplirased There are ... at this point (Stemmer & Tisdale, 2008).
information from two | Stemmer and Tisdale (2008) mention .... a sct of styles.
authors Fhis plan will ..... according to Stemmer and Tisdale (2008).
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Paraphrased '

information fromi,
three to five authors

|+ A fter the ﬁ#&; citation is used, § Sharten to first author's last name et al,

can be tasted (Brown Collins, & Makel, 2001).

A mealy,. ‘

Opee decidéd!: yoan be taught'(Brown.gt al., 2001).

Paraphrased

or morc authors

information from six

EFor more !hanﬂvc anthors, use first author's last name et ol each me.
When stating.... can be located (Padgett et al., 2004).
adgett et al. (2004) cxplains...is further noted.

Dlrect quotaticpn luss" 0
R

“Tt is amazing, w1ﬂ1 conﬁdenca“ (OSHA, 2010, p. 121).

author listed

information with no

aqw“40 words W Accordmg 1 IS&WS jand’ Dudley (2005) “Weg are....to save” (para. 5)
(i Ly || “What'islost.:.come at alll! i(Ingram et al., 2001, pp. 8-9).
Pamphraa.ed When using data .... can be seen (“Title ofDocument," 2003).

If information is ... was conquered (“Driving and Talking,” 2004).
According to “Teadership versus Management” (2001), ... is an art form.

Information from a
secondary source’

According 10 Stémmer’s work (as.cited in Pratt, 2008), it can be found.,
*eddd the page mimber ta the and if Stammisr 's wark is a direct guole.
It can be found ... in Stemmer’s work (as cited in Prait, 2008, p. 65).

Information via
personal
communication

**Personal c‘ommzmimlion shauld only be listed in the text, not on the reference lst.
J. M. Newsome (personal communication, May 30, 2008) expressed ...
..of time (V. P. DeLuca, personal communication, November 9, 2007).

‘Information found in
classical works

*'*Classmai wcvrk.s should arly be listed in the text, not on the reference list.
Lwill hewe t:vcrlastmg life (John 3:16 New Reviscd Standard Version).
‘u i aspread in the Bible in John 3: 16 (New Revised Standard Version).

Direct Quotarions more than 40 words:

Block quotations (quotes that arc 40 words or more) are formatted differently, as they have no
quotation marks. In formal writing, block quotations are acceptable, although their use should
not be in excess. While block quoles are accepted in formal writing, the usc of them in cssay
responses is not encouraged duc to the length of the assignment. Block quotations arc indented
an additional .3” and double spaced (the example below is not double spaced due to formatling
purposes). As previously mentioned, the period is placed before the citation. Here is an example:

\‘C!'I‘HSL,

- The solutmns proposed by 4 nurﬁbéﬁ' o“f‘ﬁ&wbcacy group
cultural change mreport‘\eutlmed trends that, imay | havc contnbuu..d to the childhood obesity

. .
This mcludcs|"!to<|)d\‘\ﬁdwmusu1g for childten as well as a reduiction in physical education
‘classes and after-schdolMthletic programs, an increase in the availability of sodas and
snacks in ‘public sch@ols the growth i in the nufmber of fast-food outlets, and the

increasing number Bf hmg}‘xly plrouuesﬁed hi gh calorie and hlgh -fat grocery products.
(Kaiser, 2004, pp. 1-2) S HL Moo,

s underscore this interest in political and

Reference List

T'he reference list is of the utrnost importance, as it allows the reader to access the sources cited
in the text and enablcs the student writer to give credit where credit is due. For this reason, the
references should contain accurate information, as well as proper punctuation and spelling.
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References will follow the conclusion of any APA document, including cssay responses. For
cach reference listed, there should be at least one corresponding text citation in the document. To
sce example formats for each type of reference, see page 6.

General Reference List Information

* When listing the author on the reference list, the last name should be {irst, followed by
the author’s [irst and middle (if applicable) initials. Ex: Smith, J. R.

= References should be placed in alphabetical order by the first author’s last name, by
associates (if the work is authorized by an organization), or by anonymous. Anonymous
should only be listed as the author if it is signed as such.

» If'aparticular person did not create the document being cited, use the organization that
created the document.

* The document title can be substituted as the author if no author is provided. In this case,
the first word of the title will dictate the alphabetical placement (a, an, and the
notwithstanding).

» The letters *“n.d.” (no date) can be utilized if the source listed has no listed date.
substitute “n.d.” where the date would normally go. Ex: Smith, R, T. (n.d.)...

» Prolessional credentials should not be used on the reference page (i.c., Ph.D.).

+ References beginning with numecrals should have the numerals spelled out.

¢  When listing the location of the publisher, states should be identified with their two letter
abbreviations (e.g., AL, MS, and NY).

Cities and countries outside the United States should be spelled out,

¢ There is no need to tnclude a retrieval date with cach individual reference uniess the

source material may change over time (e.g., Wikis).

Books

* For book titles listed on the reference list, only capitalize the first word of the title,
proper nouns, and the first word after a colon or dash. Ex: Addiction and environmental
change: A study in New Zealand.

+ Books only require the listing of the year, rather than the entire date.

* Book titles should be italicized within the reference list.

= Place information about the edition, it applicable, in parcntheses followng the title, with
the period after the parentheses. Ex: /mroduction to success (4™ ed.).

Periodicals: Journals, magazines, and newspaper articles

» For the title of the actual journal, magazine, ot newspaper, use standard title
capitalization. Capitalize all words with the exception of conjunctions, articles, and short
prepositions; however, captialize all words that have four letters or more,

» Periodical titles should be italicized within the reference list.

» For a journal, magazine, and newspaper article title on the reference list, only capitalize
the first word of the title, proper nouns, and the first word after a colon or dash.

¢  Magazine articles, newsletters, and newspaper articles require the listing of the entire
date {month or month and day). Ex: (2001, May) or (2001, May 2)
Journal articles only require the year,

+ For joumal articles, there is no need to write out the words volume, issue, p., or pp.
Providing the actual numbers in correet order will suffice.
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Pcrsonal conversations, emails, interviews, and letters

Duc to retrieval inability, personal conversations, emails, interviews, and letters should

not be listed on the reference page. Instead, cite personal communication in the text. For
an example, see the chart on page 4 (information via personal communication),

Websites

For intemet sources that end with a URL, do not add a period after the URL. Otherwise,

the period might be mistaken as part of the URL,

Examples of reference list entries:

To ensure accuracy, the direct URL should always be tested prior to submission.

publication, title of page,
and retricval infornmation
(including direct URL)

Source What to include Reference Example
Book Atthor(s), date of "1 1 | Dusnwa]d"u"ll\/l +[Ronald, ‘R.P., & Smith, . W. (2004).
y “ publlcatl‘gn book fifle, e Hadiction cmd environmenial change. Boston,
il | city and State ofy " fMA Pcarsdm Educatmn
‘publication,and " Wl L,
" | publisher NI Norman DL, (2002) The cat in the hat:
T Psycholbgical process of younglings (2™ ed.).
: , New York, NY: Gramble & Grumble.
Online Author(s), date of Smith, J. E. (2003). Addiction and environmental
journal publication, article title, change. .Jowrnal of Personality and Social
from a journal title, volume Psychology, 66(3), 47-68. Retricved from
database (issug), page numbers, Business Source Complcte database.
and doi or retrieval
information Geller, F., & Frank, P. T, (2005). North land iccbergs.
Science Weekly, 5(8), 55-70. doi:
. 10.1123/3.2354-6970.2005.29384.x
Journal IAuthor(ab“”\‘Haﬁ& of \u ) Stanton G.C. (ZOOIS) Education in the minds of
;s pﬂg‘ ucatlon, article mleu. ” M” mllllons”Educa”nmn Quarrer!y, 5(13), 567-580,
jouerabhitls, Volume Y . -
| (13:-11&) and ps‘i‘ée A ﬁf“\‘}}‘w T e
, "1 | nimbers - T Y
Wely Site Author(s), date oi Cain, A., & Burris, M. (1999). Investigation of the use

of mobile phones while driving. Retrieved from
hitp/iwww.cutr.eng.usfedu/its
/mobile_phone_text.litm

*If there is nat an awthor listed, you can nse the company that
created the website,

Occupational Safety & Health Administration. (2004).
OSHA directorate of training and education.
Retrieved from http://www.osha.gov/index html
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"‘POWerHolin't Al.llh(}l(b) date'of & Sprott ItC. (2000) Ts'global warming for real?
‘slidess, il pubhcatmn, title of' 'y [Powerlf'lomt shdes] Retrieved from .
Lo i shda.shc:w "orm dﬂ\\of.| |y htpd/s f’/ "'M;tt ﬁhys:lcs wise. edt/lcetures. ppt

", documcn”t and rctnc&“’él R L

I
. ‘”‘[ thepe is no' author, list & u'le o) .(h«:’ do ¢ first.
JH‘ fo , ation . A f Lml"' i lis hez f cruent firy.

LT || Howto succeed jin business [PowerPomt slides]. (n.d.).
| Retrieved from

‘‘‘‘‘ ' - ll[y_gjcp.ffonl ine.columbiasouthern.edu/webapps.jsp
Newspaper | Author(s), cxacldate of | Schwartz, I. (1993, September 30). Obesity affects
publication, title of economic social status. The Washington Post,
article, nowspaper title, pp. Al, A4,
and page number

s Ifthere is a digital object identifier (DOI) available, include that in the reference. The
DOl is precisely used to give the reader information about where the document can be
found on the Internet. The DOI is typically located near the copyright notice on the first
page of the electronic journal article. In the case that there is no DOI, provide the name of
the database or homepage URL of the web page where you found the article, Note on the
example on page 6 that the doi is not capitalized when listed on the reference list.

= Multiple citations containing the same author and year should be listed alphabetically by
the title of the book or article. A lowercase a, b, ¢, ctc. should be placed after the year to
distinguish between the entries. This is also used in the text citations. For example:

Munson, R. (2006a). Human psychology at home. Chicago, [L: Hawthomne Press.

Munson, R, (2006b). Human socialization af work. Chicago, IL: Hawthorne Press,

Sclecting Appropriate Research Sources

In academic writing, certain types of resources are considered acceptable. All sources mentioned
in this guide arc sources that are considered to be academic sources. If you have any questions

reparding acceptable and unacceptable sources or how differ es of sources (¢.g., databascs,
Journals, geer reviews, etc.) can be used, please contact the&. Additional information
about thbe found on page 14 of this guide.
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FORMATTING

When writing any type of formal paper (e.g., research papers, articles critiques, case studies,
etc.), the document should have text citations and a refercnce list and should be formatted in
accordance to APA format. If working with a program other than Microsoft Word, contact the
Success Center for additional assistance. The following are specific instructions on how to set up
a document in APA format using Microsoft Word:

Margins

All margins (top, bottom, and sides) should be set at one inch, Microsoft Word allows the user o
set the margin at a default of one inch on all sides. To do so, follow these guidelines:

Microsoft Word 2003:
1. Under File, select Page Sctup.
2. Select the Margins tab and type 1™ at Top, Bottom, Left, and Right boxes. Click OK.

Microsoft Word 2007/2010:
I. Under Page Lavout, select the Margins icon with the drop down menu.
2. Click on Normal,

Alignment/ Line Spacing

All documents following APA guidelines are required to be flush left and double-spaced
throughout the entire document. Additional spacing should not be used between headings and
paragraphs. To sct the delault, follow these guidelines:

Microsoft Word 2003:
1. Before beginning your writing assignment, place the cursor at the start of the document
and select Format.
Under Format, sclect Paragraph.
Under Paragraph, sct Alignment to Left.
Under Paragraph, sct Line Spucing to Double. Click OK.
If the paper has already been typed up, highlight all text and then follow steps 2-5.

Microsoft Word 2007/2010:

1. Under Home, select the Paragraph window (by clicking the icon to the right of the word
paragraph).

2. Under Alignment, sclect Left.

3. Under Line Spacing, select Double,

4. Under Spacing, set Before and After to 0 pt. or simply click Dor 't add space between
paragraphs of the same style.

5. Click OK.

el

Font Tyvpe and Size

The preferred font type is Times New Roman. Additionally, APA requires the font size to be 12
point. To set the font size and style using Microsoft Word, do the following:

Microsoft Word 2003:
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1. Under Format, sclect Font.
2. Under Font, select Times New Roman.
3. Under Size, select 12,

Microsoft Word 2007/2010:
1. Under Home, select the Font window (by clicking the icon to the right of the word Fonr).
2. Select Times New Roman,
3. Select Bize of 12, Click OK,

Paragraph Indention

All papers typed in APA format require the (irst line of each paragraph to be indented .5”. This
can easily be done by striking TAB on the keyboard. To sct tab to the one-hall inch default, do
the following:

Microsoft Word 2003:
1. Under Format, sclect Paragraph.
2. Under Paragraph, select Tabs at the bottom of the dialogue box.
3. Under Tabs, set Default tab stops at .5”.

Microsoft Word 2007/2010:
1. Under Home, select the Paragraph window (by clicking the icon to the right of the word
paragraph).
2. Under Paragraph, sclect Tabs at the bottom of the dialogue box.
3. Under Tabs, sgt Defanlt tab stops at .5,

Page Header (Running head)

The page header should be found at the top of cach page of the APA document. The page header
consists of both the running head and the page number. The running head should be Mush left
and one-half inch from the top margin. The title page should consist of the words Running head
(italics would not be used in the actual document) followed by a colon and the title of the paper
in all capital letters. All subsequent pages should include only the title in all capital letters (sce
page 9 for an example). The maximum number of characters (including spaces) afler the colon is
50. Only the major words should be used if the title cxceeds the standard 50 character limit. The
page number should also be included on the same line as the running head but should be flush
right. To set up the running head and page number, do the following:

Microsoft Word 2003:

1. Under File, select Page Setup.

2. Under Page Setup, select the Layout tab,

3. Under Headers and Footers, select Different First Page.

4. Click OK.

5. Under View, select Header and Footer. The cursor will appear flush left in the header
box.

6. Type “Running head: TITLE OF YOUR PAPER"™.

7. Tab until your cursor is moved to the right aligned position to insert the page number (the

amount of times you click tab can depend on your computer, but is usuvally 1-3 times).
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8. Select the # icon in the Header and Footer box.

9. Select Close.

T . e e e e e

r-=

Firsh Bage Header ____ _ ______

it Bt

Rurming head: SAMPLE PAPER,

10. Go to the second page of document, and place cursor on that page.

[1, Under View, select Header and Footer. The cursor will appear flush left in the header

box.

12. Type the TITLE OF YOUR PAPER,

13. Tab until your cursor is moved to the right aligned position.

14, Sclect the # icon in the Header and Footer box.

15, Select Close. It should look like the picture below when finished.

I ) B e et 11 T e g

- H=ader
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Microsoft Word 2007/2010;
1. Under Insert, select Header,
2. Select the first header option, entitled Blank.
T m.ummr! Mim:mh W¢r1
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Onee you click on che "Inser tab,” click on the Header drop down menu, Iowill
give you a list of options, chooss the Brst one o3 it is sunple and in accordanee
with APA style wribng.

[aala Baars: Cuddry o Kiler?

Ioshoa Smith

3. Before typing in your running head, check the box Different First Page undcr Design.
4. Type Running head: TITLE OF YOUR PAPER
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Before vou byfae 1o the Runmng head, make sure the format 13 setup corrmedly that it wal atlow ven o
farmar the suggeeding pages correctly, To do thus chek on "Thiferent First Page™ as highlighted in the hox

il uwarst Lualidly oo Kbt
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5. Tab twice to move to the right aligned position.

6. Select Page Number oplion under Design.

7. Select Current Position and use the Plain Number format.

8. Select Close Header and Footer.

9. Go to the second page of document, and place cursor on that page.

10, Select Inscrt and Header, just like steps 1-3.

11. Enter the title of your paper in all caps, with only the first 50 characters showing.
12. Tab twice to move to the right aligned position.

13. Select Page Number option under Design.

14, Select Current Position and use the Plain Number format.
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Title Page

The title page of the document can be thought of as the paper’s first impression. For this reason,
it is important to pay attention to the format required by APA,

¢ The running head is flush left; the page number is flush right. Both of these should be .5
from the top of the page.
= In the center of the page should be the title, student’s name, and name of school.

Abstract

The abstract tells the audience why they should care about the presented topic. In addition, it
provides the methods that will be utilized in order to get the results. Abstracts (if applicable) will
begin with the word Absrract (italics would not be used in the actual document) centered and one
inch from the top of the page. The abstract itself should be flush left and should not be indented.
The abstract should be an accurate and concise reflection of the document’s content. Typically,
the abstract should only be one paragraph (150-250 words) in length with no direct quotations. It
should be on a page of its own directly after the title page.

Headings

Headings are titles of different sections of a formal written assignment. They can be used Lo add
structure, organize ideas, and tell the reader what content to expect. The following headings
should be used when required:

o v I.FV‘FﬂHONE‘ i, “‘”‘\ ,;;',;, o .

i||l|||||'|"|i| T
Wi, exle eredumoldfﬂq‘ > ?pcrcase and Lowercase headmgs
W, e || |||" ‘HH

: .'|I |||'|| w“hl;;w KT
L. . LEVEL TWO i

Flush cht Boldface, Uppercase and: Lowercmc headings
\H‘W i I. it ‘ o
Jii "y ||| \ H ! |||I||||I||||I|| H‘\ ”” ILEVEL THREF

Indented, boldfam, lko‘c‘”r‘case paragraph headmg endmg

Wl
w1thape:rmd S \H .

N \‘ ”\ i o IIFWI FOUW II \;\I: ! i ‘
.lii“:;w " \ || |I|| m . ity gy g
Initen '"“ 'I mﬂm{d{ace, rtahcrzec{,“ Ialwercase Lamgr‘ > ‘h hhk;admg
‘ enﬁi;pg wgh a pern:‘:“ |H H‘"“ o ‘I'H.hl' :

o ”“”m . \““m\“”m\ ¥k muww —LFVEL FWE Lo e
S o m\‘fndenéeqa’ ?m!tc;zed loWercme’ paragraph he'admg ending,with
PE"”GQT il K H‘ ey : ‘ (Y ‘w‘ Wt

NOTE: In levels thrcu four, and I-IVL c.dpltallze only tha first lettf:r ofthc first word.

NOTE: In levels three, four, and five, the paragraph begins on the same line as the heading.
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Yormatting the Reference Page

At the end of each APA document, there should be a reference page (on a separate page)
containing the sources used within the paper. Every reference cited in text should be listed on the
reference page(s), and every reference listed on the reference page(s) should be cited in the text.
The exceptions to this are personal communication, classical works, and secondary sources. With
secondary sources, only the original source should be cited on the reference page. References are
of the utmost importance, as they allow the reader to access the sources cited in text, and they
enable the author of the document to give credit where credit is due. For this reason, the
reference should contain accurate information, as well as proper punctuation and spelling.
References will accompany the conclusion of any APA document. For each refercnce listed,
there should be at least one corrgsponding text citation in the document.

General 6" edition APA guidelines for the reference page(s) include:

+« All margins should be one inch.

e The word References should be used as the heading; it should be centered.

¢ Double spacing should be used.

* There should be no underlining used on the reference page.

*  With the exception of the first line of each reference, all lines arc indented .5”. This is
called a hanging indention. The instructions below explain how to format this:

Microsoft Word 2003:
|. Highlight your reference.
Under Format, selcct Paragraph,
Click the drop down menu below Special until you see Hanging.
After pressing Hanging, click QK.

RN

Microsoft Word 2007/2010:
1. Highlight your relerence.
2. Under Home, sclcct the Paragraph window (by clicking the icon to the right of the word
paragraph).
3. Click the drop down menu below Special until you see Hanging,
4. After pressing Hanging, click OK.
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LIBRARY RESOURCES AND SERVICES FOR CSU STUDENTS

The —available to assi—l any research

needed to complete their course work. To reach a member of the library staff, a student may
o S
Students may navigate to the (—al or the course

menu in each of their courses in Blackboard,

The library resources include:

s Online databases thal contain journal, magazine, and newspaper articles; articles from
academic reference works and other scholarly nonfiction; and special reports such as
SWOT analyses and market profiles.

A collection of over 50,000 online academic books, the ebrary.

Electronic journal subscriptions in specialized ficlds of study.

Links to other online resources such as general reference information, APA instruction,
and subject-specific tutoring sites.

L ]

Learning how to search the library databascs.
« Tdentifying the best resources and search strategy for a specific topic.
+ Locating assigned readings or appropriate research materials for wriling assignments,
cither in the library resources or online via the Internet,
Creating accurate APA citations for a student’s chosen rescarch materials, (For more
extensive APA guidance, students should contact the Success Center.)

To view the hours of operation for the Library or to get additional information about Library

=

Students may also communicate with an individual member of the library staff through the
contact information provided on the library webpage.
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“Meodaling the way™ smbodiss the basic cherrotmristios of landership that includwe
intagrity, humility, trothful commmunications, and selfles sacts of service (Rowmes & Poamer,
2007, Small cracks in oma’s leadership armercan define foture actions, leading to significantly
i negative perceptions of leaderhip ability and genuine resporse. While ne cpeis periect, one
must strive to maintain the image of true laadership modaeling, while evaluating and analyzingall
aetions to ansnre errors or mistakes in judgrment ave guickly eormeted. According to
Kooz tenbaum (2002, “Individuals seeking to avoid reslity face the concept of self-deceptionand
emal that may lead to & breach of integrity, loss of profes sional good =il and public
ion™ {p. 29).

-
- I"‘"““MS leader ofa large nrpanization, an author faced multinle situations whers sserdn she
; fent Y ™ ol indizeretions and unintentions] behaviors were scceptahls. However, thesa actions

L appeared to dravw attention to one’ s fnability to consistently set wAth inteprity sud bacamae

Direct
quotations il lunacceptable, The conrdinator called late in the afternpon at the end ofthe financial quarterto
require the "; ansure the matching-grant applications were finalized. Knnwing the applications ware not
‘ listing of the |completad., the author stated the forms were completed, with 41l intentions of complating the

: proces s before the and of the day, The next moming, the anthor realized the applications were

:.If netprocessed, The process was then quickly completed, Sincethe application s wars camplated
B befoce 7 AM, the grants did count and the cvordingtor supassedthe goal A full confession and
[} ap nlo g ware delivered to the asspoiate, whe gracicusly accepted the apolepy, understanding the

[l |'
..|,'i nesd to fully disclosa this apse in jud gmant,

author(s), wear
of pubiication,
and the page
number.

Clerity of purpose and conte] of one’ s smoetion: can overoome small saps n leadership
behavior, leadingto a proater level of self-control, self- managemant, and ralf-awarnass
@{Gnlmmm. Bowatzis, & Mclws, 2002}, Through this experience, the guthor learned honastyis
alweays thabest policy, regardless of the consequences of being truthful. Tha relationdhip

When . batween this suthor and the cpordinator was strengthensd throngh this axperisses The

information is | coordinater received an offer for 2 manazement position through the display of laadership skills
i| paraphrased, [in excesdingthis goal and modaling the way Sor fellow sommunity coerdinaters,
; the citations in |
i et b purkd
' _in n_:lude the i References
? isting of the ||" Goldman, ., Boyatzis, K., & McKee, A, (2002), Prinwd leadership. Realizing the poweraf
.! au?g;(rsgfnd I\H\ emanonal imalligance. Boston, NA: Harvard Business Renview Press.

publication.

! |||| Koestanbaum, P, (2002). Leadership. The inner wide af greamess. A philazaphy for leadsys San

Franeisec, CA: Jossey-Bass.

. Hovzes, I M., & Posner B. Z.(2007). Thie leaderzhip challenge {4th o4 ). San Franeisco, CA:
Jossey-Dass.

This i& an sxamphe of 8 reference list, All text ‘
citations must have a corresponding entry on the §

reference list.
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i ‘ Laadarshtp is n;e.ither mgp:a.l ner ::ly:tiﬂﬂﬂi, yatappearsto exeaps Mphlﬂ 'DV pl.-m:ula: |

individuals seeking tv promote self before othets. Trus leaderskip consists of basic practices that ;
portray the importance of meving individuals and organizations to naw hsights of performance !
and rasults, Within mestentities, leadership squates power, end the utilization of this power |
demonstrates ethical hahavier, humility, renerostty, and selflass pursuits {Keesteobamm, 2002).

Pasitional autharity senecelly accompanies power, allowing individuals in leadership positonsto

pursue parsonal and professionl goals and ohjectives within a stroctursd orpanizational visiem,

“Laadership goals and ohjeetives aos achisvable by following the Five Practices of |
Examplary Leadarshipthat ineluda modeling the wey, inspiringa shered vision, challanging the |
process, sngbling others to set, and sucouraging the beast” (Fouzes & Posner, 2007, p. 27). |
Thise tenants follew the three core values of this anther’s pravious smploves that promoeted
striving for axcellence, respect for the individual, and serdos to the sustemer. Peesponal values
lead profassional pecforrnance and pive volcs to alsader’ s behavior and expectations (Fonzes &

Posner, 2007). In addition, effactive leaders allow tha use of emotions to participate in deeision-

making proces se5, building a followership ofindividuals seaking acknowledgement, approval,

iy olvement, and ultimate persomal and professional sueeess{Goldman Boyatzis, & McKea,

2002

This i= an exarnnle of a citation in taxt

o el e

Through obrervationof numeros exemplace lead 205 and rola mada
experierosd trus laadarship that smbraced s elf-sacrifice, service to others, and true respect for [
the individusl, Thaseleadars developemotional connections and ralations kip s with team
mambery, crsating high pecformsanes teamns nnequalad in talent, eifielaney, and profitabiity,

Leaders following the rasonant lasd4rship moedal find unique and interesting methods to involve

P.O1E
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organizabion, vet alwass appadred to rnplemnentan action plan born from collaborative eforts
that included ideas from even the lowest ranking taarn members (K eestenbanen, 2002). This
action transformad prgpmizatiomal vision and values into realitias, alevatiog others to increasing
lewals of cespoasibility, compensation, and professional developmant. Through the action of
thaseleaders, this author's leadership philosophy began to devalop into an actionable and

affactive prectice. This prachice included wision development task dalegation, personel inteerity,

and effective time manarernent. g This is a [svel ONE
heading. See page 12 far
Parsonal Leaderabip Philosepby for Excellence addidonal infermatisn,

that valued precesses and procedures over individual development. This practice neglectad the
gecomplishment and valus of tagern rembers, concantrating on the expectations of performanee
rather than profes sional developmant of individuals, Completing tasks triwnped profasdonal
development, creatinga frastrating work snvironment for boththis author and all tsam membears,

Reading leadership roxwcial, attending conterencas, #od speaking to suceessfil loaders, the

practice of creating 2nd commuzicatinga vision was found absent.

A MR 1 1 el D L

ya¥ 0f S11CCRss ang the roadmap to raach goals end

objectives, grounded in persomal conviction and professional commitment to the ormnization
and development of others. Effactve leaders ingd oaw methedsto sccormplizh the task whils

building a team that can improveeach step, eompleting the circle of true leadership. Creative
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leaders craatathe iraposyible from tha improbable. True leaders ralaass the ey to tha process
witheout losing the attenticn of the team, maintyining sn wvir-growing ntarestin success of sack

individual and the proup 25 a whols, Creating and communicating a vision breathe: /e into &

proup o funmotivaed individualste accomplichmors than thes balieve is possible, Iz addition

this action allows the individuals to gein 4 senss of personal sccomplishment. This is an axamplbe of Row
to chte 3 direct ouotation.
Task Delegation

Delegating tazks to individuals creatas confidence and feelings of salida.ri‘t}'w
' obstacles and separataness blocked individual acsomplishments, profassional excellenss, and i
personal pride. Aceordingto Kanzes end Posner (2007), “Effactiv 2 bead ership consistently l
saarchas beyond parsmal abilities and seelrs greater talant in pthers, areating opportunity for '
development of sxpertise and prowth ofpacsonal confidenca™ fp_ 81, Arsimningtacls to
individunls aregtes o risk-rovard amvirorment allewwing leaders to show confidencs in others and \
tenrn marmbers to highlisht their expertise, skills, and talents. Delegation should releasa the
powsr and authority to ct, wet ratain the ultimate sccountability farrasnlts. As aleader, this
author utilizad this aspect of laadsrship to accomplish greater results, zain efficiency and
| effactivaness, and overcoms the fear of allowring others to act without dirget involvement,
s Personal Integrity

Teleadership steeps frompersenal and professiomal integrily, separating individuals
whe are pas sionate about doing what is right and searching for the truth in all situations fTom
thogathat only seak personal guin atany costs, Ethical behavior offers no variation from
: rerponding to all avents with foll integeine. This guthor has beon exposedto leaders, both ethickl
nd unsthical, and viswsd the consequancas of actlone from b oth vartapes points. When the

culture of an orpanization allows Qusationsble gotivitiseg by leaders, nepative consequencms
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alwrgys emerzs, even whan short-tarm wints appear to bethe initial rasults. Incontrast, athieal
behavior often appears to belass azeoes sive and without the fanfare of emsitement and glameur,
vat geowerelly produces long-term gains and positive results,

Imtegrity is frequently coupled to persomal values and commitments that influsncs morsl
jud rment, character, and method s wtilized when commmicating with others (Fouszes & Posner,
2007). Leaders exhibiting pers onsl values in the workplace sfuaadrive motivation, zaocale, 2nd
salf-axtesm in pthers, creating an environment of integrity, trust, and caring (Rouges & Posner
2007), This aetion devalops positive moods among eo-vworkers, achieving orpanizational goals
and objectives with reduced cust, less conflict, and greater efficiency (Goldman et al, 2002).
| Conclusion
‘ This auther' s career in the retail industry Uy olved numerous encounters with inferior
leaders that lacked the basic concepts of inteprity, lovalty, and respect. Theimpact of these
imafFective leaders inversely shaped 4 pecs onal leadership philoseply by observing what not ta
o to bis suecessful, The positive leadership sxamples rounded out the mathods to become an
aftpotive leader, The visionofothers, commmuzleated te this anthor, assisted in developing
| parsondl values and principles of lsadership, Task delegation procesded oo a slower path and
devalopasd with time and axperience, whils integrity was ingrained from cultural and family
enamples. Effsctive Hms minegement grew out of a desire to bomere efficient. Asthesabasic
principles prograssed ovar & 30 year career, a leadership philosophy developed that has bean

sueces shully shered with nuzgerous individuals maw to leadessiip positions with positive remalts.
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