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Hanging indent – use a .5” hanging indent for all reference list citations. Not sure how? This handout has directions.  

Author – for agency authored reports, list the most specific agency as the author. Do not abbreviate an agency’s name in the 

reference list. 

Date – use the specific publication date of the report.  

Title – capitalize the first word of the report title, first word of a subtitle (usually after a colon “:”), and proper nouns.  

Report number – if there is a report or publication number, provide it directly after the report title.  

Parent agencies – if present, list the multiple layers of government agencies. The larger parent body precedes the subdivision. 

Web address (URL) – provide the URL for the report. Omit the words “Retrieved from”. 
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