References checklist

Use the following checklist to find the most common citation errors in your paper and correct them using the examples provided. The examples are based on the APA citation style and do not apply to other citation styles.
Completing and uploading this checklist is a prerequisite for applying to the WeCheck your references service. The service will start in the 2nd half of April; for a precise date, check our homepage.
The questions have been formulated so that the expected answer can be inferred; in most cases, it is ‘yes’. Where this is not the case, supplementary questions provide guidance.
General questions
	
	Yes
	No

	I used the same style throughout the paper.
	☐	☐
	I only cited sources whose full texts I had read.
	☐	☐
	My own ideas are in the majority, not the referenced texts.
	☐	☐
	It is clear which text is mine and which comes from an external source.
	☐	☐

Correct your paper if you answered ‘no’ to any of the questions above.

In-text citations
	In-text citation (for paraphrases)
	Yes
	No

	The work has a single author; I cited it as follows: (Kornai, 2022)	
	☐	☐
	The work has two authors; I cited it as follows: (Smith & Taylor, 2021)
	☐	☐
	The work has 2+ authors, I cited it as follows: (Smith et al., 2019)
	☐	☐
	I cited group authors when they first appear as follows: (International Monetary Fund [IMF], 2025)
	☐	☐
	I cited group authors when they appear further as follows: (IMF, 2025)
	☐	☐


	Narrative citation (for paraphrases)
	Yes
	No

	The work has a single author; I cited it as follows: Kornai (2022)	
	☐	☐
	The work has two authors; I cited it as follows: Smith and Taylor (2021)
	☐	☐
	The work has 2+ authors; I cited it as follows: Smith et al. (2019)
	☐	☐
	I cited group authors when they first appear as follows: International Monetary Fund (IMF, 2025)
	☐	☐
	I cited group authors when they appear further as follows: IMF (2015)
	☐	☐

Correct your paper if you answered ‘no’ to any of the questions above.


	
	
	Yes
	No

	I cited more than one publication in the same place.
	
	☐	☐
	
	If yes, I listed the sources in alphabetical order, e.g. as follows: (Smith, 2021; Taylor, 2010)
	☐	☐
	I have sentences that mix narrative and parenthetical citations.
	
	☐	☐
	
	If yes, correct them; the sentence should contain either one or the other.
	
	

	I have cited several different works by the same author in the same place.
	
	☐	☐
	
	If yes, I listed them in ascending order by year, as follows: (Smith, 2019, 2021, 2023)
	☐	☐
	I have cited different works by the same author that were published in the same year.
	
	☐	☐
	
	If yes, I used them as follows: (Smith, 2021a, 2021b). 
	☐	☐

AI tools, AI-generated citations
	
	
	Yes
	No

	I have used AI tools
	
	☐	☐
	
	If yes, I indicated these, e.g., using the template at the end of the AI policy. 
	☐	☐
	I have used a source recommended by the AI tool.
	

	☐	☐
	
	If yes, I checked if the specified source existed and that its details were correct.
	☐	☐



Verbatim citation
	
	
	Yes
	No

	I cited verbatim
	
	☐	☐
	If yes:
	
	
	

	
	I did it because I quoted a definition, an interview excerpt, a legal text, or another text where accuracy is essential.
	☐	☐
	
	I did it because the quotation was concise and suited the text in both content and wording.
	☐	☐
	
	I added quotation marks.
	☐	☐
	
	The quotation marks are at the beginning and the end of the quoted text. The sentence closing punctuation is behind the reference, as in this sentence: “An in-text citation is a short acknowledgement you include whenever you quote or take information from a source in
academic writing. It points the reader to the source so they can see where you got your information” (Jackson, 2005, p. 16).

	☐	☐
	
	I indicated the page number as in the previous example.
	☐	☐
	
	My citation is less than 40 words long.
	☐	☐
	
	My reference is longer than 40 words, so I cited it as a block quotation.
	☐	☐


Paraphrase
	
	
	
	Yes
	No

	I created paraphrases.
	
	
	☐	☐
	If yes:
	
	
	
	

	
	I replaced individual words with synonyms and/or swapped parts of the sentence.
	
	☐	☐
	
	
	If yes, it is called a false paraphrase; modify it.
	
	

	
	I summarised the original work in my own words.
	
	☐	☐




Other in-text citation issues
	
	
	Yes
	No

	I used multiple external sources in the same chapter.
	
	☐	☐
	
	If not, rewrite it; cite multiple sources within a single chapter.
	
	

	I have chapters or paragraphs that contain no original ideas, yet the sentences are copied from external sources (a form of "patchwork writing").
	
	☐	☐
	
	If so, amend them.
	
	



Cross-reference
	
	
	
	Yes
	No

	I have cited a work I have not read, but which is referenced in another work (a cross-reference).
	
	
	☐	☐
	If so:
	
	
	
	

	
	I have cited both works in the in-text reference, e.g.: (Rabbitt, 1982, cited in Lyon et al., 2014)
	
	☐	☐
	
	In the reference list, I included the one I have read.
	
	☐	☐
	
	
	If not, delete the one you have not read.
	
	





Translation
	
	
	
	Yes
	No

	I translated external sources and added them to my paper.
	
	
	☐	☐
	If yes:
	
	
	
	

	
	I cited the original work in the in-text reference.
	
	☐	☐
	
	I included the page number (although it is considered a paraphrase, it is worth including).
	
	☐	☐
	
	I presented myself as the translator.
	
	☐	☐
	
	
	If so, delete it; it is unnecessary.
	
	

	
	I listed the original work in the reference list.
	
	☐	☐
	I used sources written in non-Latin characters.
	
	
	☐	☐
	If yes:
	I used transliteration (the conversion of non-Latin script into Latin) both in the in-text citation and the reference list.
	
	☐	☐
	If not:
	transliterate them, e.g. by using this source.
	
	
	




Reference list
	
	
	Yes
	No

	I used numbering or bullet points before the reference entries.
	
	☐	☐
	
	If yes, delete it.
	
	

	I listed the sources in alphabetical order by the authors’ surnames.
	
	☐	☐
	There are documents that lack an author (e.g., a statute).
	
	☐	☐
	
	If yes, I listed them alphabetically by title.
	☐	☐
	All in-text references appear in the reference list.
	
	☐	☐
	I cited all bibliographic entries at least once in the text.
	
	☐	☐
	I cited the same work several times in the text.
	
	☐	☐
	
	If yes, I added it only once in the reference list.
	☐	☐
	I added only the initial of the authors’ first names, e.g. Smith, J.
	
	☐	☐
	For 2 authors, I separated them with a comma and an ampersand (&), e.g., Smith, J., & Taylor, T.
	
	☐	☐
	For multiple authors, I separated them with commas and placed an ampersand before the last one, e.g., Smith, J., Taylor, T., & Bean, M.
	
	☐	☐
	I listed all the authors of a work (up to 20 authors).
	
	☐	☐
	I listed the authors in the order in which they appear in the document.
	
	☐	☐
	I presented the full name of a group author, e.g. International Monetary Fund.
	
	☐	☐
	For electronic documents, I included the DOI or the URL.
	
	☐	☐
	I have references that include the terms ‘download/downloaded’ or ‘access/access date’.
	
	☐	☐
	
	If yes, delete them; they are not required.
	
	

	I placed the year after the author(s)’ name(s).
	
	☐	☐





In this part, we highlight typical errors for three document types. If you have used other document types, refer to this guide or the APA website.
Journal articles
General format: Author’s surname, initial of first name. (Year). Article title. Journal title, volume(issue), page numbers. DOI or URL

	
	
	Yes
	No

	I wrote the journal titles in italic.
	
	☐	☐
	I wrote the volume number in italic.
	
	☐	☐
	I placed the issue number in brackets.
	
	☐	☐
	The page number appears on its own (without p. or pp.)
	
	☐	☐
	I added the full journal title.
	
	☐	☐

If you answered ‘no’ to any of these questions, amend them in your paper.
(E)-book
General format: Author’s surname, initial of first name. (Year of publication).  Title (Edition). Publisher’s name.
	
	
	Yes
	No

	I wrote the title of the (E)-book in italic.
	
	☐	☐
	I indicated the place of publication.
	
	☐	☐
	
	If so, delete it.
	
	

	For e-books, I included the DOI or URL.
	
	☐	☐

Book chapter
Author’s surname, initial of first name. (Year of publication). Title of the article. In the Editor’s surname, the initial of the first name. (Eds.), Title (pp. from-to). Publisher’s name.

	
	
	Yes
	No

	I cited a book chapter where the author(s) of the chapter were (partially) different from the book’s editor.
	
	☐	☐
	
	If not, correct it. If the same person wrote the book and the chapters, cite it as a book.
	
	

	I listed the editor(s)’ name in this order: initial of first name, surname, e.g. J. Smith
	
	☐	☐
	The abbreviation (Ed./Eds.) is included after the editor(s)’ name(s).
	
	☐	☐
	I did not place any punctuation mark after the 'In'.
	
	☐	☐
	
	If not, correct it.
	
	

	The chapter has a page number.
	
	
	

	
	I indicated the chapter’s page number as follows (pp. 345–359).
	☐	☐


If you are still unsure about the accuracy of your references and want to apply for the WeCheck service, upload this document as well.
