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Quick Citation Guide 
 
Rules for References  
• Every publicly available document cited in the text must appear in the reference list. 
• Every document in the reference list must be cited in the text. If you wish to include supplementary titles, do 

so in a bibliography or as "additional reading." 
• Materials not properly authorized for release cannot be deemed publicly available and, therefore, cannot be 

cited. 
• Consistency is key. No matter what format you decide to follow, follow it faithfully throughout your document. 
• The client rules. Follow your client’s referencing requirements, giving them priority over those in this guide but 

not to the extent of compromising sensitive document issues. 
 

Frequently Cited References  
and How to List Them 

 
 Citation in Text Citation in Reference List Note 

The Basics  (Author Year) Author.  Year.  Title.  Publisher, City, State. PNNL style is to omit 
the comma between 
author and year in the 
text citation. 

If the publication you’re citing has…  
No named 
authors  

Cite the publisher and 
date.  For example, 
(NRC 2001) or (U.S. 
News and World 
Report 1988) 

NRC - US Nuclear Regulatory Commission.  2001.  
“Procedural Guidance for Preparing Environmental 
Assessments and Considering Environmental Issues.”  
LIC-203, Washington, DC. 
 
U.S. News and World Report. July 4, 1988. "Lessons from 
the Killing Fields." 105(1):44-46. 

 



Identical text 
citations 
(Option 1) 

Cite by document 
number.  For example, 
instead of using (DOE 
2000) use (DOE/RL-
00-01) 

DOE/RL-00-01 rev 1.  2000.  Hanford Site History.  TE 
Marceau, MS Gerber, DW Harvey, GT Kirk, and DC 
Stapp, U.S. Department of Energy, Richland, Washington.  

 

Use this system when 
you’re generating a 
reference list 
manually. 

Identical text 
citations 
(Option 2)  

Distinguish citations 
using a, b, c (Smith 
1964a, 1964b)  

Smith RJ. 1964a. Devonian Stratigraphy . . . . 

Smith RJ. 1964b. Pleistocene Fauna in the Horse Heaven 
Hills . . . . 

Use this system when 
you’re using reference 
manager software. 

Identical text 
citations 
(Option 3) 

Distinguish citations 
by adding the 
publication month 
(RHO Feb 1985) 
 
 
 
 
(RHO Jul 1985) 

RHO - Rockwell Hanford Operations.  Feb 1985.  
Chemical Processing Programs, Monthly Status Report, 
February 1985.  RHO-PB-SR-10-B-CP, Richland, 
Washington. 

 
RHO - Rockwell Hanford Operations.  Jul 1985.  Chemical 
Processing Programs, Monthly Status Report, July 1985.  
RHO-PB-SR-10-B-CP, Richland, Washington. 

 

Identical text 
citations 
(Option 4) 

Distinguish citations 
by volume number (Du 
Pont 1945 vol 1) 
 
(Du Pont 1945 vol 2) 

Du Pont - E. I. Du Pont de Nemours and Company.  1945 
vol 1.  Hanford Engineering Works:  History of the 
Project, Vol I.  HAN-10970, Wilmington, Delaware. 
 
Du Pont - E.I. Du Pont de Nemours and Company.  1945 
vol 2.  Hanford Engineering Works: History of the 
Project, Vol. II.  HAN-10970, Richland, Washington.  

 

Two Authors (Stapp and Marceau 
1996) 

Stapp DC, and TE Marceau.  1996.  The Hanford Site N 
Reactor Buildings Task, Identification and Evaluation of 
Historic Properties. BHI-00627, Rev. 0, Bechtel 
Hanford, Inc., Richland, Washington. 
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Three or more 
Authors  

(Kincaid et al. 2003) Kincaid CT, RW Bryce, and JW Buck.  2003.  Technical 
Scope and Approach for the 2004 Composite Analysis of 
Low-Level Waste Disposal at the Hanford Site.  PNNL-
14372, Pacific Northwest National Laboratory, Richland, 
Washington. 

 

Page Numbers 
noted in Text 

(Findlay and Hevly 
1995, p. 1) 

Findlay, J.M., and B. Hevly. 1995.  Nuclear Technologies 
and Nuclear Communities: A History of Hanford and the 
Tri-Cities, 1943-1993.  The Hanford History Project, 
Center for the Study of the Pacific Northwest, 
University of Washington, Seattle, Washington. 

Any material that is a 
direct quotation 
requires the page 
number in the citation.  

Page Numbers 
in the 
Reference List 

(Ahearne 1989) Ahearne, J.F.  1989.  “Fixing the Nation’s Nuclear-
Weapons Plant.”  Technology Review, July 1989, pp. 24-
29. 

Include page numbers 
in the reference list 
for journal articles, 
magazines, and book 
chapters. 

Reference 
Within a 
Reference 

(Matthias, in Marceau 
et al. 2002) or 

"Matthias (in Marceau 
et al. 2002) states 
that . . . .” 

Marceau TE, DW Harvey, DC Stapp. 2002.  Hanford Site 
Historic District,  Battelle Press, Columbus, Ohio. 

List the primary 
reference but use and 
reference primary 
sources whenever 
possible.  

Unpublished – 
Accepted 
Paper 

(Kaiser and Fryer, in 
press) 

Kaiser G, and L Fryer.  In Press.  "Modeling Airborne 
Radioactivity." New Scientist.  

Only cite an 
unpublished paper if it 
has been cleared for 
release from PNNL in 
ERICA.  Cite as 
indicated here if 
accepted for 
publication by a 
journal but not yet 
published. 
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http://erica.pnl.gov/erica/default.asp


Unpublished – 
Cleared Paper 

(Kaiser and Fryer 
2000) 

Kaiser G, and L Fryer. 2000. Modeling Airborne 
Radioactivity. PNNL-SA-12345, Pacific Northwest 
National Laboratory, Richland, Washington. 

 

Only cite an 
unpublished paper if it 
has been cleared for 
release from PNNL in 
ERICA.  Make it 
available by giving the 
Hanford Technical 
Library a copy or 
posting it. 

Unpublished – 
Conference 
Paper or Book 
Chapter 

(Cearlock, in press) Cearlock DB.  In Press.  "Transport Analysis - Basic 
Predictive Approach of the Movement of Pollutants 
Through Soils." In Proceedings of the 31st Industrial 
Waste Conference, University of Washington, Seattle, 
Washington. 

 

Unpublished E-
Mail Messages, 
Letters, Phone 
Calls 

(Kelly 1998) Kelly, L.  1998.  Telephone call to Lynn Kelly (DynCorp 
Engineer, Site Utilities) from Joy Keating (Pacific 
Northwest National Laboratory), “Hanford Site 
Security,” July 14, 1998, Richland, Washington.  Copy of 
notes on file at the Library of the U.S. Department of 
Energy’s Hanford Cultural Resources Laboratory, 
Richland, Washington.  

Be sure to document 
such information, for 
example, by taking 
notes of a telephone 
conversation, and 
indicate in the citation 
where the notes are 
archived. 

If you are referencing… 
A Book (Gephart 2003) Gephart RE.  2003.  Hanford:  A Conversation about 

Nuclear Waste and Cleanup.  Battelle Press, Columbus, 
Ohio. 

 

A Book 
Chapter 

(Durbin 1973) Durbin PW.  1973.  "Metabolism and Biological Effects of 
the Transplutonium Elements."  Chapter 18 in Handbook 
of Experimental Pharmacology, vol 36, eds HC Hodge, JN 
Stannard, and JB Hursh, Springer-Verlag, New York. 
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http://erica.pnl.gov/erica/default.asp


Electronic 
Media-
websites  

(EPA 2003) EPA – U.S. Environmental Protection Agency.  2003.  
Comprehensive Procurement Guidelines.  Accessed 
January 12, 2004 at http://www.epa.gov/epaoswer/non-
hw/procure/products.htm (last updated December 10, 
2003). 

 

Electronic 
Media – 
Webpage (also 
Published as 
hard copy) 

(Bechtel 1999) Bechtel - Bechtel Hanford Inc.  1999.  
Groundwater/Vadose Zone Integration Project:  
Preliminary System Assessment Capability Concepts for 
Architecture, Platform and Data Management.  Richland, 
Washington.  Accessed December 11, 2003 at 
http://www.hanford.gov/cp/gpp/modeling/sacarchive.cfm 
(last updated January 11, 2003). 

Because electronic 
media are often 
updated, include the 
date you accessed a 
webpage on the 
reference list. 

Electronic 
Media – E-Mail 

(Eslinger 2001) Eslinger PW.  2001.  “Unplanned Release Sites for SAC 
Rev. 0.”  E-mail message from Paul W. Eslinger (Pacific 
Northwest National Laboratory, System Assessment 
Capability Software Development Lead) to Bob W. Bryce 
et al. (Pacific Northwest National Laboratory, System 
Assessment Capability Project Manager), January 25, 
2001, Richland, Washington.   Copy on file in the System 
Assessment Capability Project Records.  

It’s a good idea to 
include people’s 
affiliations and/or 
role to help the reader 
understand why the 
information is 
credible. 

Legal – Code of 
Federal 
Regulations 

(40 CFR 247.2000) 40 CFR 247. 2000. "Comprehensive Guideline for 
Procurement of Products Containing Recovered 
Materials." U.S. Environmental Protection Agency, Code 
of Federal Regulations. 

 

Legal – Acts of 
Congress 

(42 USC 7401 as 
amended) 

42 USC 7401 et seq.  1986.  Clean Air Act.  Public Law 
88-206, as amended. 

 

Legal – DOE 
Orders 

(DOE Order 5480.4) DOE Order 5480.4.  1993. "Environment, Safety and 
Health Program for Department of Energy Operations."  
U.S. Department of Energy, Washington, D.C. 
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http://www.epa.gov/epaoswer/non-hw/procure/products.htm
http://www.epa.gov/epaoswer/non-hw/procure/products.htm
http://www.hanford.gov/cp/gpp/modeling/sacarchive.cfm


Legal – Federal 
Register 

(54 FR 26828-26829) 54 FR 26828-26829. June 26, 1989. "Waste Isolation 
Pilot Plant; Draft Supplement to the Environmental 
Impact Statement; Additional Public Hearing and 
Extension of the Public Comment Period." U.S. 
Department of Energy, Federal Register. 

 

Legal - State (WAC 173-303) WAC 173-303.  1984.  “Dangerous Waste Regulations.”  
Washington Administrative Code, Olympia, Washington. 

 

Technical 
Articles 

(Kaiser and Fryer 
1978) 

Kaiser G, and L Fryer. 1978. "Modeling Airborne 
Radioactivity." New Scientist 8(1130):612-613. 

 

Technical 
Articles - 
Abstracts 

(Willard and Park 
1970)  

Willard DH, and JF Park. 1970. "Comparative Dispersion 
of Inhaled 238PuO2 in Dogs." Health Phys. 20(7):345 
(Abstract). 

 

Technical 
Articles in 
Published 
Proceedings 

(Cearlock 1966) Cearlock DB. 1966. "Transport Analysis - Basic Predictive 
Approach of the Movement of Pollutants Through Soils." 
In Proceedings of the 21st Industrial Waste Conference, 
pp. 516-526. Purdue University, Lafayette, Indiana. 

 

Technical 
Reports by 
Author 

(Knepp 2002) Knepp AJ.  2002.  Field Investigation Report for Waste 
Management Area S-SX; Volume 1, Main Text and 
Appendices A - C; Volume 2, Appendices D – I.    RPP-
7884 Rev 0, CH2M HILL Hanford Group Inc., Richland, 
Washington. 

 

Tech Reports 
by Doc No. 

(DOE/RL-00-01) DOE/RL-00-01 rev 1.  2000.  Hanford Site History.  TE 
Marceau, MS Gerber, DW Harvey, GT Kirk, and DC 
Stapp, U.S. Department of Energy, Richland, Washington. 

 

Tech Reports 
by Publisher 

(NRC 2001) NRC - US Nuclear Regulatory Commission.  2001.  
“Procedural Guidance for Preparing Environmental 
Assessments and Considering Environmental Issues.”  
Washington, DC. 

 

 
Resources for References 
• Hanford Technical Library (mailto:pnl.techlib@pnl.gov) 
• Reference Section of Author’s Guide (http://www.pnl.gov/ag/refs/refs.html) 
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