
Documentation checklist 
 
Documentation checklist  
When you have used an author’s exact words, have you put 
“quotation marks” around the quotation and named (cited) the 
original writer? 
 
(If you indent your quotation(s), quotation marks are not needed, 
but the author must still be cited; have you cited your indented 
quotations?) 

 

When you put someone else’s thoughts and ideas in your own 
words, have you still named (cited) the original author(s)? 

 

When you use someone else’s words or work, is it clear where 
such use starts—and where it finishes? 

 

Have you included full references for all borrowed images, tables, 
graphs, maps, and so on? 

 

Print material: Have you included the page number(s) of print 
material you have used (especially important with exact 
quotations)? 

 

Internet material: Have you included both the date on which the 
material was posted and the date of your last visit to the web page 
or site? 

 

Internet material: Have you included the URL or the DOI?  
For each citation in the text, is there a full reference in your list of 
references (works cited/bibliography) at the end? 
 
Is the citation a direct link to the first word(s) of the reference? 

 

For each reference in the list of references (works 
cited/bibliography) at the end, is there a citation in the text? 
 
Do(es) the first word(s) of the reference link directly to the citation 
as used? 

 

Is your list of references (works cited/bibliography) in alphabetical 
order, with the last name of the author first? 

 

	
	
	
	
Adapted from the IB publication, Effective citing and referencing, 
https://ibpublishing.ibo.org/server2/rest/app/tsm.xql?doc=g_0_malpr_sup_1408_2b_e&p
art=1&chapter=1, accessed April 2016. 


