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This page intentionally left blank. 
INTRODUCTION TO THE R&DC REPORT FORMAT GUIDE
This guide is intended for producers of United States Coast Guard (CG) Research & Development Center (R&DC) research and development reports.

The content of this guide is compliant with Microsoft® Office Word® for Windows® and refers to menus and commands in that program.  
In some instances this report format is not applicable because another reference prescribes the format (e.g., the Operational Requirements Document format prescribed in Pub 7-7) or the product is an independent analysis published by another entity.  In such instances the R&DC product may include an R&DC report cover and notice/disclaimer page on top of the product.  A Scientific and Technical Information (STINFO) marking must be applied to the cover/first page of the document. The alternative format must be approved by the R&DC Technical Director in advance. 
Available Templates

As an aid to the individuals and organizations producing reports for the R&DC, multiple online electronic templates have been created. Please adhere to the layout and formatting of the R&DC report templates as they are in accordance with direction from CG‑9 on the branding of documents and other R&DC requirements. The appropriate template will be provided to contractors as Government Furnished Information. 

The templates not only have the unique required pages of the report (Report Cover, Notice/Disclaimer Page, Technical Documentation Page), but also provide the paragraph and heading level styles recommended for ease of formatting the report. 

Should you decide not to make use of the available templates, a list of style specifications has been provided in Appendix A.

Unclassified Report Templates

Internal/Coast Guard Report Template - used for unclassified non-public reports that are internal to the CG. 

External Report Template - used for unclassified public (blue cover) reports and reports that are not available to the public, but will be distributed outside of the CG. 
Certain reports, such as those marked For Official Use Only (FOUO), Sensitive Security Information (SSI), or Procurement Sensitive Information (PSI), require additional protection against disclosure.  The following templates have been modified to include proper markings and distribution limitation placeholders. Refer to the next section for additional information.
For Official Use Only Report Template – used for reports containing FOUO information. 

Sensitive Security Information Report Template – used for reports containing SSI.  
Procurement Sensitive Information Report Template – used for reports containing PSI.
Note: PSI markings can be applied in addition to SSI/FOUO markings.
Additional Guidance on Sensitive Materials
The following information is intended to provide guidance on accessing, handling, marking, safeguarding, and disclosing Sensitive information. R&DC Project Managers are responsible for determining the classification of their documents and ensuring that the appropriate markings/notifications are applied. Project Mangers should refer to the R&DC Contacts indentified below for additional information. 
Safeguarding Sensitive But Unclassified (For Official Use Only) Information 
DHS Management Directive of 06 Jan 2005, MD Number 11042.1 
Guidelines for Handling Sensitive Security Information 
Navigation and Vessel Inspection Circular 10-04 of 20 Aug 2004, COMDTPUB 16700.4 
DHS Acquisition Planning Requirements
26 October 2004, Version 1.0
Procurement Sensitive Information
Provided by R&DC Attorney 
Management of Scientific and Technical Information (STINFO)
COMDTINST M5260.4 of 24 Nov 2009
The Coast Guard Freedom of Information and Privacy Acts Manual
COMDTINST M5260.3 of 13 Jun 2003
R&DC Contacts
Classified Material Control Officer (CMCO)
Contact for additional information about unclassified/classified document markings including SSI. 

STINFO Reviewer

Contact for additional information about STINFO.

Public Affairs Officer (PAO)

Contact for additional information about public release of R&DC documents.
Freedom of Information Act (FOIA) Official

Contact for additional information about FOUO markings and FOIA. 





Operational Security (OpSec) Coordinator

Contact for additional information about insuring operational security (Critical Information List) concerns have been met about public release of information.
Additional Formatting Guidance

A report formatting check list has been provided in Appendix B as a quick guide to double check a report being prepared for the R&DC. 

Follow the American Psychological Association (APA) guidelines for references and the U.S. Government Printing Office (GPO) guidelines where style is not addressed in this guide.
APA: http://www.apastyle.org/learn/faqs/index.aspx (Frequently Asked Questions.)


http://flash1r.apa.org/apastyle/basics/index.htm (Searchable online reference book.)
GPO: http://www.gpoaccess.gov/stylemanual/browse.html (Online reference book.)
BASIC FORMATTING INSTRUCTIONS
General

Paper
Stock must be 8.5 inches x 11 inches, white, recycled paper.

Printing
Double-sided printing on a laser or letter-quality printer is recommended. Dot matrix print is not acceptable.
Advertising

No advertising displays of any kind, including contractor logos, can appear in the report.

Volume Requirements

If a report exceeds 400 pages of reproduction copy, it must be divided into two or more volumes.
Each volume will be assigned the same R&DC number and publication number separated by a Roman numeral (Volume I, Volume II, etc.)

The abstract of the Technical Report Documentation Page must state that the report is separated into volumes and indicate the subtitle of each volume.

The title and subtitle must appear on the report cover and Technical Report Documentation Page of each volume.

Converting File Formats

Electronic text files shall be created to be compatible with Microsoft® Office Word® (version to be stipulated by the Contracting Officer’s Technical Representative (COTR)).

Non-text files (e.g., presentations, spreadsheets, artwork and imagery) must be included in the programs of origin, so that these files can be modified or corrected if necessary and re-imported into the full text document. These files must be produced in a program that can export an interchange file format that can be imported into the full text document. 

If the report involves links to external documents, refer to the COTR for specific instructions. If a file contains unusual formatting or hidden macros, etc., the contractor should document these for the COTR. 
Page Layout

Page Size

Page size will be 8.5” x 11”.

Page Margins

The set up for page margins will be:

· Top: 0.5”

· Bottom: 1.0”

· Left: 0.75”

· Right: 0.5”
Page Orientation

The page orientation shall be portrait except in those instances where the information cannot reasonably fit in portrait mode and must be oriented in landscape mode.

Figure 1.  Page setup dialogue box.

Page Numbering
Consecutively number all pages throughout a report at the bottom center of each page (footer). Page numbers should stand alone; do not include dashes or special characters on either side of the number.  

Preliminary Pages 

Number preliminary pages (pages before the body of the report) in lower case roman numerals: i, ii, iii, etc. The report cover is page (i), but the number is not placed in the footer. The Notice page will be begin with page (ii).

Body of the Report
Number the body of the report (pages after the preliminary pages and before the appendices) in Arabic numerals: 1, 2, 3, etc.

Report Appendices
Number the report appendices using an alphanumeric system: A-1, A-2, B-1, B-2, etc.

Report Header
The document header must contain the following items (example shown in Figure 2):

· The title of the report left-aligned, Verdana, 12 pt, bold, and dark teal in color.

· A ¾ pt dark teal line, stretching from the left margin to the right margin, positioned just below the title.
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Methods for Measuring Day/Night Transition of Self-Contained Aid-to-
Navigation Lanterns in the Laboratory

1 Introduction

With the advent of Light Emitting Diode (LED) technology manufacturers of marine navigation
lanterns have been able to package all of the components necessary to construct a navigation beacon
into one package called a Self Contained (3-C) lantern. One aspect of a lantern that s of particular
concern to the CG is the ability for the lantern to come on at dusk and turn off at dawn; at specified
ambient light levels. It is important that the lantern transition at specified light levels in order to
conserve battery power and insure that it will continue operating during extended periods of overcast
weather.

Legacy lantems rely on a Daglight Control (DLC) ciruit to <ffect the on and off transitions. This
cireuit consists of a calibrated sensor that is connected to a device that controls the operation of the
light, called a “Solid State Flasher”. The sensor is calibrated in accordance with CG specification G-
SEC-234E to have a particular responsc when exposed to International Commission on Ilumination
(CIE) “Standard Tluminant D65”. The calibration of the sensor is independent of the lantem and the
Solid State Flasher/controller and therefore lanters do not require individual calibration or
verification.

Because of the self-contained nature of $-C lanterns they do not use a calibrated sensor. Instead, the
lantern is calibrated in accordance with (IAW) CG Specification G-SEC 4984, section 3.5.4 Daylight
Control, which specifies the ambient light level at which the lantemn is required to transition on or off
In order to verify that the lanterns are transitioning at the correet levels, a method of providing
illumination in accordance with the specification is needed.

2 Methods Investigated
Prior to conducting the experiments a baseline illuminance value (ambient light level) for the upper
(off) and lower (on) transition points was established for cach lantemn being used in the experiment.
This was done by placing the lantern outside in an open space with a clear view of the sky, and using
an illuminance meter (lux meter) to measure the ambient illumination on the horizontal plane (level
ground) corresponding to the on and off transitions of the lantemn. The same illuminance meter was
used in the subsequent experiments. A summary table of the data obtained in the experiments is
included as appendix 1.

Several methods to measure the DLC transition levels were investigated. In the i

tial cxperiments an
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Figure 2.  Sample R&DC report header. 

Report Footer
The document footer must contain the following items (example shown in Figure 3):
· 1 ½ pt red line, stretching from the left margin to the right margin, positioned just below the bottom margin.  

· Acquisition Directorate logo, just below the red line, aligned to the left margin.

· An information line, just below the red line, right aligned, Times New Roman, 9 pt, and Gray-50% in color. The information must include the following items in the order listed each separated by a vertical line:
· Marking – UNCLAS, UNCLAS//FOUO, UNCLAS//SSI, etc.
· Office – CG-926 R&DC.
· Author – First initial/rank and last name of the primary author. If there is more than one author use the first initial/rank and last name of the primary author, et al. 
· Audience – Corresponds to the STINFO marking; Public,  U.S. Government Agencies Only, etc.
· Date – The month and year of delivery. 
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Figure 3.  Sample R&DC report footer.

Blank Pages
The Executive Summary, Table of Contents, Report Body, Reference List, and Appendices need to begin on odd pages and end on even pages. Insert a blank page when necessary to ensure proper layout of the report. The blank page should contain the report header and footer and be numbered according to the previous section. Centered horizontally and vertically on the page, insert the phrase “This page intentionally left blank.” in Times New Roman, 14-pt, bold. 
BREAKDOWN OF REPORT ELEMENTS
R&DC reports must be organized in the following order:
· Front Matter

· Report Cover
· Notice/Disclaimer Page
· Technical Documentation Page
· Acknowledgements (optional)

· Executive Summary

· Table of Contents

· List of Illustrations

· List of Tables

· List of Acronyms/Abbreviations/Symbols (as required)

· Report Body

· Reference List 
· Appendices
· Index (optional)

FRONT MATTER
Report Cover 
Two report cover page templates, as shown in Figure 4, are available. Use the cover page from the Internal Report Template for non-public reports and the cover page from the External Report Template for public (blue cover) reports. The layout, formatting, branding elements, colors, and images of your cover page must match exactly with the cover page in the template. You may copy it from the template and paste it into your report.

	


	




Figure 4.  Sample R&DC non-public report cover page (left) and public report cover page (right).
Title

Insert the report title. The title should be relatively short, ideally one or two lines. If clarity requires more length than is available, use the subtitle. If you don’t need the subtitle, delete the placeholder. 
Scientific and Technical Information (STINFO) Marking  Note: Refer to the Management of Scientific and Technical Information (STINFO) Commandant Instruction (24 Nov 2009) for an in-depth review of STINFO. The R&DC recommends producers of R&DC reports review and understand the Instruction in its entirety.  The information in this section was obtained/summarized from the guide identified above; if you require additional information or clarification see the R&DC STINFO Reviewer. 

Insert the standardized STINFO marking just below the title. A standardized STINFO marking consists of a Distribution Statement, Export-Control Warning (if applicable) and a Destruction Notice. A FOUO statement will also need to be included if the document contains information exempt from mandatory disclosure under the FOIA.
Distribution Statement: (defined on p. 17, statements provided on p. 29, and reason examples provided on p. 35 of the Instruction)
Fill in the distribution statement with one of the options below. Choose the one that is most applicable to your report. 
Public Access/Unlimited
Distribution Statement A: Approved for public release; distribution is unlimited.
U.S. Government Agencies Only
Distribution Statement B: Distribution authorized to U.S. Government Agencies only (fill in reason*) (date of determination). Other requests for this document shall be referred to (insert controlling CG/DoD Office**).
U.S. Government Agencies and their Contractors
Distribution Statement C: Distribution authorized to U.S. Government Agencies and their contractors (fill in reason*) (date of determination). Other requests shall be referred to (insert controlling CG/DoD Office**). 
DHS/CG/DoD/and their Contractors
Distribution Statement D: Distribution authorized to the DHS/CG/DoD and their contractors (fill in reason*) (date of determination). Other requests shall be referred to (insert controlling CG/DoD Office**).

CG.DoD Only
Distribution Statement E: Distribution authorized to the CG/DoD only (fill in reason*) (date of determination). Other requests shall be referred to (insert controlling CG/DoD Office**).
Further dissemination required from the controlling office (Originator)
Distribution Statement F: Further dissemination only as directed by (insert controlling CG/DoD Office**) (date of determination) or higher CG/DoD authority. 

* 
Access a list of reason examples on p. 35 of the Management of Scientific and Technical Information (STINFO) Commandant Instruction (24 Nov 2009).
**
Insert the controlling office/sponsor of the document. If the document was funded with the R8D Center’s RDT&E funds then insert
“the Technical Director, USCG R&D Center, New London, CT 06320.”
Export-Controlled STINFO: (defined on p. 11 of the Instruction)

In addition to the appropriate distribution statement, all STINFO subject to export-control laws must be marked with the standard Export-Control Warning Statement. 
Export-Control Warning
Export-Control Warning: WARNING – This document contains technical data whose export is restricted by the Arms Export-Control Act (Title 22, U.S.C., Sec 2751, et seq.) or the Export Administration Act of 1979, as amended, Title 50, U.S.C. App 2401, et. seq. Violations of these export laws are subject to severe criminal penalties. Disseminate in accordance with provisions of DoD Directive 5230.25. 

In addition to the appropriate distribution statement and standard Export-Control Warning Statement, all STINFO disseminated outside the U.S. Government must contain the Full Export-Control Warning Statement, as shown in Figure 5, as a separate cover sheet. 
FULL EXPORT-CONTROL WARNING STATEMENT 
	NOTICE TO ACCOMPANY THE DISSEMINATION OF EXPORT-CONTROLLED TECHNICAL DATA 
Export of the attached information which includes, in some circumstances, release to foreign nationals within the United States, without first obtaining approval or license from the Department of State for items controlled by the International Traffic in Arms Regulations (ITAR) or the Department of Commerce for controlled by the Export Administration Regulations (EAR), may constitute a violation of the law. 

Under 22 U.S.C. 2778, the penalty for unlawful export of items or information controlled under the ITAR is up to 2 years imprisonment, or a fine of $100,000 or both. Under U.S.C., Appendix 2410, the penalty for unlawful export of items or information controlled under the EAR is a fine of up to $1,000,000, or five times the value of the exports, whichever is greater, or for an individual, imprisonment of up to 10 years, or a fine of up to $250,000, or both. 

In accordance with your certification that establishes you as a “qualified U.S. contractor,” unauthorized dissemination of this information is prohibited and may result in your disqualification as a qualified U.S. contractor, and may be considered in determining your eligibility for future contract with the Department of Defense. 

The U.S. Government assumes no liability for direct patent infringement, contributory patent infringement, or misuse of technical data. 

The U.S. Government does not warrant the adequacy, accuracy, currency, or completeness of the technical data. 

The U.S. Government assumes no liability for loss, damage, or injury, resulting from the manufacture or use for any purpose of any product, article, system, or material involving reliance upon any or all technical data furnished in response to the request for technical data. 

If the technical data furnished by the Government will be used for commercial manufacturing or other profit potential, a license for such use may be necessary. Any payments made in support of the request for data do not include or involve any license rights. 

A copy of this notice shall be provided with any partial or complete reproduction of these data that are provided to qualified U.S. contractors. 


Figure 5.  Full export-control warning statement.
Destruction Notice: (defined on p. 12 of the Instruction)
All STINFO, except for documents marked Public Access/Unlimited (Distribution Statement A), must include a destruction notice.

Unclassified, Limited Documents
Destruction Notice:  Destroy by any method that will prevent disclosure of contents or reconstruction of the document.

FOUO STINFO: (discussed on p. 19 of the Instruction)
In addition to the appropriate distribution statement, all STINFO documents containing information exempt from mandatory disclosure under the FOIA must be marked with the FOUO statement. The FOUO statement requires reference to one of nine allowed exemptions listed in Chapter 8, WITHOLDING OF RECORDS UNDER THE FOIA, of The Coast Guard Freedom of Information and Privacy Acts Manual.
For Official Use Only
This document contains information EXEMPT FROM MANDATORY DISCLOSURE under the FOIA. Exemption(s) *____________ apply/applies. *Use the link above to access a list of allowed exemptions. 
Delivery Date

Fill in the month and year of delivery. 

Notice/Disclaimer Page

The content, layout, formatting, branding elements, colors, and images of your notice/disclaimer page must match exactly with the notice/disclaimer page in the template. You may copy if from a template and paste it into your report.
In the designated location, insert the first and last name of the approval authority and their title just below. The approval authority is determined based on the project’s tier level, assigned by the R&DC. Tier 3 products are released by the Branch Chief, Tier 2 by the Technical Director, and Tier 1 by the Executive Director. This information will be provided by the R&DC COTR upon request. 
Technical Documentation Page
The Technical Documentation Page has 22 numbered blocks that need to be populated based on the information provided below. You may copy if from a template and paste it into your report.
The following guidelines provide specific instruction on what information you should include:

1. Report No.


Leave Blank. 

2. Government Accession Number


Leave Blank. 

3. Recipient’s Catalog No.

Leave Blank. 

4. Title and Subtitle

Same as the title and subtitle on the cover page. 

5. Report Date


Same as the month and year on the cover page. 
6. Performing Organization Code

Enter the assigned R&DC project number, for example “1013.” The R&DC COTR will provide this information to contractors who are preparing reports. 

7. Author(s)


List the name(s) of the report author(s), without titles or degrees. 

8. Performing Report No.

Enter the R&DC UDI number. The R&DC COTR will provide this information to contractors who are preparing reports. 

9. Performing Organization Name and Address

Enter the R&DC name and address (provided below). If the report is prepared by a contractor, include their information as well. 

U.S. Coast Guard

Research and Development Center

1 Chelsea Street
New London, CT 06320
10. Work Unit No. (TRAIS)

Leave Blank. 

11. Contract or Grant No.


If applicable, enter the contract or grant number under which the report was prepared. 
12. Sponsoring Organization Name and Address


Enter the sponsoring organization name and address (example provided below). 

U.S. Department of Homeland Security

United States Coast Guard

[ADD SPONSOR’S OFFICE HERE] (Information provided by COTR.)

Washington, DC 20593‑0001

13. Type of Report & Period Covered


Enter “Interim” or “Final” as appropriate.

14. Sponsoring Agency Code


Type the Coast Guard sponsor’s name and address.

Commandant (CG‑   )

U.S. Coast Guard Headquarters

Washington, DC 20593‑0001

If the Coast Guard sponsor is a Headquarters element, provide office designation with sponsor’s 3 or 4- number designation, for example “Commandant (CG-926) or Commandant (CG-5224).”
For reports prepared by contractors, this will be supplied by the R&DC COTR.

15. Supplementary Notes


Include the following:
The R&D Center’s technical point of contact is _____

Phone: 860‑271‑____, email: _____@uscg.mil

For reports prepared by contractors, this will be supplied by the R&DC COTR.

16. Abstract (MAXIMUM 200 WORDS)

In your abstract, include a factual summary of the most important information contained in your report. State your purpose, methods, results, and conclusions.

Purpose: Make a statement of your goals (objectives, aims).

Methods: Describe the techniques by which the results were obtained.

Results: Describe the findings, such as new and verified events, findings of permanent value, significant findings which contradict previous theories, or findings which the author knows are relevant to a practical problem.

Conclusions: Describe the implications of the findings and how they tie in with studies in related fields.

When a report consists of a number of volumes, include the title of each of the other volumes in each abstract.

Do not restate information word‑for‑word in the abstract from the introduction or executive summary (nor virtually word‑for‑word with slight paraphrasing).
17. Key Words

Type key words that describe your report, such as you might enter in an internet search engine in order to locate your report. Use specific and precise terms or short phrases that identify the principal subjects covered in the report. Separate the terms or phrases with commas.

Key words should conform to standard terminology, such as that given in the Defense Technical Information Center (DTIC) Thesaurus, October 2000, ADA378274. Use DTIC’s online resource (http://www.dtic.mil/dtic/search/tr/str/thesaurus.html) for assistance in developing key words. 

18. Distribution Statement

Same as the distribution statement on the cover page. 

19. Security Class (This Report)

Most reports will be “UNCLAS.” Classified material (Confidential, Secret, Top Secret) will require additional markings giving security and downgrading information as specified by the sponsoring element. Classified material is only allowed on APPROVED SYSTEMS. At the R&DC, this means the SIPRNET. Refer to R&DC COTR for specific instructions. R&DC COTRs should see the Classified Material Control Officer for specific instructions. 

20. Security Class (This Page)

Most Technical Report Documentation pages will be “UNCLAS,” if possible, because it may be used in preparing announcements, bibliographies, and databases. Classified material (Confidential, Secret, Top Secret) will require additional markings giving security and downgrading information as specified by the sponsoring element. Classified material is only allowed on APPROVED SYSTEMS. At the R&DC, this means the SIPRNET. Refer to R&DC COTR for specific instructions. R&DC COTRs should see the Classified Material Control Officer for specific instructions. 
21. No of Pages

Type the total number of pages in the report. 

22. Price


Leave Blank.

Acknowledgements

The optional Acknowledgments page can be used to list individuals/groups that were of particular help. See the Trade Names and Manufacturer’s Names section to avoid the appearance of endorsing a commercial product, commodity or service. For additional guidance in this area speak with the R&DC Attorney or Chief of Contracting. 
Executive Summary

There are two Executive Summary options available. R&DC reports typically use Option One; however, Option Two can be used if preferred. 

If it is within the scope of your report, explain the background information that is non-technical or easy to understand. Write this section so that it can be understood by the lay person, who does not know any of the following:

· The purpose of conducting the study

· The technical areas being discussed, including research, methods, or equipment

· The history or present state of the location, situation, people or groups involved

· The implications of the results

Do not paraphrase or restate information word-for-word from the abstract or introduction. 

Option One
This section should be one to three pages in length and start on an odd numbered page. If necessary, insert a blank page before this section. 
This section centers on the advantages and limitations of the findings and focuses on a non-technical overview of the problem statement, recommendations, and conclusions. Do not use illustrations and tables in this section. 

Option One Example – this option is reflected in the R&DC templates.

Option Two
Option Two is the U.S. Government Accountability Office style. This section is one page in length in a two column format and should start on an odd numbered page. If necessary, insert a blank page before this section. 
This section centers on three main areas: why the study was done, what was found, and what is being recommended. Do not use tables in this section. 

Option Two Example – to use this option change the page to a two-column format. There is no requirement for column width and spacing. 
Table of Contents

A Table of Contents (TOC) is required for reports of 10 pages or more and should start on an odd numbered page. If necessary, insert a blank page before this section.

Generate the TOC using the automated feature in Microsoft® Office Word®. Headings, formatting, and page numbers listed in the TOC need to accurately match the body of the report. Using an automated TOC will allow you to easily update the list at any time.

The TOC must start with the Executive Summary and list section titles (excluding Table of Contents), report body headings (level 1, 2, and 3 only), and appendix titles (Heading 7 of the template only). Do not include any additional breakdown of appendices in the TOC. 

List of Figures
A List of Figures must be included if one or more figures are used throughout the report body and/or report appendices. Include the figure number, title, and page number of each figure. Abbreviate lengthy titles. Using an automated List of Illustrations will allow you to easily update the list at any time. 

List of Tables

A List of Tables must be included if one or more tables are used throughout the report body and/or report appendices. Include the table number, title, and page number of each figure. Abbreviate lengthy titles. Using an automated List of Tables will allow you to easily update the list at any time. 

List of Acronyms/Abbreviations/Symbols

You must include this section in your report if your report uses abbreviations, acronyms, or symbols.

Abbreviations, acronyms, and symbols all share the same list, but if one of the three types is not used in your report and therefore not present in the list, you can omit that type’s name from the title of this section, for example, “LIST OF ACRONYMS AND SYMBOLS” would be appropriate if your report contains acronyms and symbols but not abbreviations.

The left column of your list must contain the abbreviations, acronyms, and symbols and the right column must contain the meanings. The left column must be alphabetized, which puts all the symbols at the top, but leaves the abbreviations and acronyms intermixed. The right column should start with a capital letter. Multiple word definitions should begin with a capital letter but subsequent words should not be capitalized. Company and proper names should be capitalized. Symbols in the definitions should be spelled out. 
REPORT BODY
The report body is the main area where the core of the report is recorded. Start this section on an odd numbered page and end on an even-numbered page. If necessary, insert a blank page before this section. 

The contents and organization of the report body shall be determined by the nature of the work. Typically, it includes four sections: Introduction, Main Text, Conclusions, and Recommendations. The introduction generally contains work objectives and background information. The main text contains work procedures, apparatus/equipment involved, tests performed, test results, or similar material depending on your particular report topic. The conclusions drawn from the information presented in the main text is the next section followed by recommendations based on the concisions.  
Font

Font Faces
Arial or Times New Roman are allowable. Verdana should be used on the cover page and in the document header.
Font Sizes
12-point font is required apart from heading styles and cover page text.

Font Color
Black font is most appropriate. White font (external/public document) or teal blue font (internal document) should be used on the cover page and in the document header.

Special Font Attributes

Strikethrough, superscript, italic, and other unusual font attributes are allowable if needed, but these special attributes must be used sparingly.

Paragraphs
Spacing
Paragraphs must be single spaced with a double space between paragraphs. For body text, use the style “Body Text” in the template. 

Indentation
Do not use indented block paragraphs except for large blocks of quoted material.

Alignment
Align paragraphs to the left margin. Do not use justified alignment.

Columns
Do not use dual column layout. Only single column layout will be accepted.

Sentences
One or two spaces after sentences are acceptable, as long as it is consistent throughout the document.

In-text Citation of References 

References must be cited according to APA guidelines: http://www.apastyle.org/learn/faqs/index.aspx References cited in text must be included in the Reference List.
Give reference to the origins, facts, and ideas used in your report which cannot be entirely attributed to yourself or to common knowledge. Reference quotations, references to other people’s research, and other people’s novel concepts that you used in your report. When in doubt as to whether or not to record something as a reference, it may be a good idea to err on the side of caution and record it.

Headings
Use headings to announce report sections, not separate title pages. Each heading level must consistently use a distinctive formatting style, such as all capitals, bold, underlining, etc. Number headings only when needed for clarity or for when extensive cross-references are used. The first three heading levels should match that of the template exactly; specific formatting shown in examples provided below. 
HEADING 1

Times New Roman, 14 pt, bold, left aligned, 1.5 line spacing, 18 pts space after, type in all capitals. For heading 1, use the style “Heading 1” in the template. 

Heading 2

Times New Roman, 14 pt, bold, 18 pts space before, 12 pts space after. For heading 2, use the style “Heading 2” in the template. 

Heading 3
Times New Roman, 12 pt, bold, 12 pts space before, 12 pts space after. For heading 3, use the style “Heading 3” in the template. 

Figures and Tables

Figures are photos, drawings, and other illustrations. Tables are information laid out in a grid-like format with row and column headings. If the report contains figures and tables you must include a section in which to list them called List of Figures and List of Tables, respectively. 
Layout and Placement

· Figures and tables must be placed directly before or after the first text reference made to them. Exceptions will be made in special cases such as when a report contains only a few text pages and many figures; in such cases, place the figures in numerical sequence at the back of the report.

· Figures and tables must be centered on lines of their own. Do not include text or other content to the left or right of figures or tables. For figure, use the style “Figure” in the template. 
· Format figures and tables so that they are discernable when printed in color and/or black and white. 

· The meaning of each figure or table must be clear without reference to the text.

· Figures and tables must always include a title (see below for additional guidance).

· It is preferable that figures/tables be placed so that they may be viewed without turning the page sideways; however, if necessary orient it so that the top is at the left side of the page. 
· The width of a figure or table should be set for no larger than the margin width of the page.

· Resize figures appropriately before inserting them into the report. Resolution of all images should be set at 300 dpi. 
· Figures and tables may have boxes within them as content, but must not be entirely contained within a box with visible borders.
Titles
· Title text must be centered horizontally below figures and above tables. For figure titles, use the style “Figure Title” in the template. For table titles, use the style “Table Title” in the template.
· The title must be editable text, not a part of the image.

· Format titles as you would a sentence. Do not capitalize every word.
· Titles must briefly and accurately describe the figure or table without reference to the text.

· Use a sequential identifying Arabic numerals (separate sequences for tables and for figures) followed by title text.

· If the title is too long to fit on one line, the wrapped text must be left aligned with the first line’s title text.
Figure/Table Cross Reference in Text

Use cross-referencing to refer to figures and tables in text as “Table 1,” “Figure 1,” and similar. Do not use “Fig. 1” or any other variation.
Alternative Text (Alt Text) for Figures
Figures should include Alt Text so they can be read by a screen reader. Alt text for reports must be 125 characters or less, including spaces. (See Section 508 information online.)
To add Alt Text (using Microsoft® Office Word®): Right-click the picture, select Format Picture, select the Web tab, enter the Alt Text, then hit OK. 

Lists

Lists should be bulleted. A numbered list can be used for clarity or if the sequence of items is required. For bulleted lists, use the style “List Bullet” in the template. For numbered lists, use the style “List Number” in the template. 

Abbreviations, Acronyms, and Symbols

You must spell out the first use of each acronym, abbreviation, and symbol before its first usage in the abstract, report body, executive summary, and each appendix. If your report uses abbreviations, acronyms, or symbols then you must include a section in which to list them called List of Abbreviations, Acronyms, and Symbols.

Acronyms that have become common and accepted words in general use in their own right, such as “laser”, do not need to be explained or included in a List of Acronyms, unless you use them in their capitalized acronym form, such as “LASER”.

Equations

If the report contains equations you must include a section in which to list the symbols used in equations called List of Abbreviations, Acronyms, and Symbols. This list should exclude simple mathematical symbols for addition, subtraction, multiplication, and division.

Parentheses: Opening and closing parentheses “( )”, brackets “[ ]”, and braces “{ }” must be the same height as the tallest expression they enclose.
Complex division format: If a complex numerator and denominator are used, separate them with a horizontal line as long as the longer of the two. Center both numerator and denominator horizontally along the line. 
Short equations: Equations shorter than half a line of text may be placed within a line of text, as long as they are not part of a series or taller than the line’s height.

Long equations: Center a longer equation on its own line, immediately following the sentence containing the first text reference to the equation.

Wrapped equations: If a long equation must be wrapped onto a second line, break the equation before an equal, plus, or multiplication sign if possible.
Series: For equations that are part of a series or extensively referenced in the text, left align the equation and right align a sequential Arabic numeral enclosed in parentheses on the last line of each equation to identify the equation. Number equations within appendices in a manner consistent with the appendix letter, such as (A-1), (B-2), etc.

Equation Cross-reference in text: Use cross-referencing to refer to equations in the text as Equation (1), Equation (2), Equation (3), etc. at the beginning of a sentence and as Eq. (1), Eq. (2), Eq. (3), etc. elsewhere in a sentence.
Immediately following the equation, identify all elements in the equation that have not been previously identified. Example: The area of a circle (A) is found by the equation A = πr2 where π = pi and r = radius of the circle.

Reference List
The reference list must include all references cited in text to provide the reader enough information to retrieve the original source if necessary. Start this section on an odd numbered page. If necessary, insert a blank page before this section. 

Format the reference list according to APA guidelines: http://www.apastyle.org/learn/faqs/index.aspx.
APPENDICES
Appendices are optional sections at the end of a report to hold information which is not essential to the understanding of the report, but may provide supporting material and documentation to the reader should they want it. Start each Appendix on an odd numbered page. If necessary, insert a blank page before this section. If the report contains appendices they must be included in the Table of Contents.  

Items to Include in an Appendix:
Appendices should be treated as stand alone documents apart from the report; it is therefore very important to never place anything essential in an appendix.  Any data, tables, graphs, lists of nomenclature, names, addresses, etc. that are needed to justify or understand the content of the report should be contained in the report and not in an appendix. If you are confused as to whether to include information in the report or in the appendix, imagine circulating the report without the appendix. If it can be done, the information can go in the appendix; if it cannot be done, you must find a place for that information in the main body of the report.

· Raw data.  Most readers of a report will not need the raw data, but the person who picks up the project after you leave it will be very interested in the raw data. Also, you may wish to have an archive of the raw data, and including it in the appendix of a report is a good way of organizing such an archive. 

· Equipment instructions. A report typically gives a general description of methods used and also detailed discussions and interpretations of the results. It is not necessary in a report to give step-by-step instructions on how to operate a particular piece of equipment. Having step-by-step instructions would, however, be very useful for your own records in case you need to go back to that equipment, and it would be quite useful to the person who takes up the work after you. It may be helpful to include such instructions in an appendix. 

· Derivations.  A technical report should be as short as possible. In the service of this goal, detailed derivations are often not included in the body of the report. In preparing the report you may have spent a great deal of effort in tracking down a particular derivation, however, and you may wish to be sure that you can find and comprehend the derivation some time in the future. You can make sure that you (and your readers) have access to such derivations if you include them in the appendix. If the derivation is easily accessed in a published source, however, it is better to cite the derivation rather than repeat it. 

Appendix Formatting 
For the most part, appendices should be formatted like the report body. The same font, paragraph, in-text citation of references, lists, and equations rules apply. 
If extensive abbreviations/acronyms/symbols are used, it is recommended that a list of abbreviations/acronyms/symbols be placed at the front of each appendix; however, it is not required if they are defined in the main list at the front on the report. 

If extensive in-text referencing is used, it is recommended that a Reference list be placed at the end of each appendix; however, it is not required if they are provided in the main list at the end of the report body.

Appendix Headings
APPENDIX A.  HEADING 7
Times New Roman, 14 pt, bold, center aligned, 1.5 line spacing, 12 pts space after, type in all capitals, page break before. For appendix headings, use the style “Heading 7” in the template. 
· If there is only one appendix, call it the Appendix, not Appendix A.

· If there are multiple appendices, designate them by letter (e.g., Appendix A, Appendix B, etc.).

· Do not use a separate page to announce an appendix. Begin an appendix directly below its title.

Appendix Figures and Tables
Primarily, the same rules for the report body Figures and Tables apply for the Appendix Figures and Tables. Some exceptions follow: 
· Use a sequential identifying alphanumeric system (separate sequences for tables and for figures) followed by title text, such as Figure A-1, Table A-1, etc.
· Use cross-referencing to refer to appendix figures and tables in text as “Table A-1,” “Figure A-1,” and similar. Do not use “Fig. A-1” or any other variation.

· Appendices are often tables of data. The Appendix should be readily usable by the reader. Thus symbols and abbreviations should be spelled out in the title or be incorporated into the tables. Table and figure titles should fully explain what is being presented.
INDEX
If your report is unwieldy due to length, you must use an index. Otherwise this section is optional.
COPYRIGHTS, TRADEMARKS, & USE RESTRICTIONS
THE FOLLOWING ARE MODIFIED EXCERPTS FROM DEPARTMENT OF TRANSPORTATION (DOT) ORDER 1700.18B, APPENDIX DOT‑TST‑75‑97/PB 245400 DATED MAY 1975

Copyright

No copyrighted material may be incorporated into a report unless written permission of the copyright owner has been obtained. Prior use of copyrighted material in another Government publication does not necessarily constitute permission to use it in a DHS publication. Where permission has been obtained and the material is used in a report, it shall be identified by a statement substantially as follows:

Reprinted from [title of publication] by [name of author] by permission of [name of copyright owner]. Year of first publication ____________.

Courtesy

Courtesy requires that acknowledgement or credit be given (by footnote, bibliographic reference, or a statement in the text) for the use of the material contributed or assistance rendered by someone else though no copyright is involved.

Unpublished Work

An unpublished work may be protected under common law or equity even though there is no copyright notice. Problems relating to the protection given to unpublished work will be referred to the appropriate legal counsel before its use/publication.

Privately Owned Information

To avoid restriction on availability of reports, every effort should be made to avoid the use of proprietary information. Such proprietary information will be used only if it is essential to the understanding of a report and only after obtaining prior written approval from the entity the proprietary information belongs to. Reports containing such proprietary information will bear a statement restricting availability and handling, as required (see Data Use Restriction below).

Data Use Restriction

In the event that the Contractor furnishes any information or data which the Contractor considers to be proprietary under the terms of the contract, the Contractor shall affix the following use restriction legend to such proprietary data, shall mark such data with the number of the prime contract, and subcontract, if applicable; and shall deliver such proprietary data directly to the Government. No other legend is authorized and the Government will thereafter treat the data in accordance with such legend.

Limited Rights Notice (June 1987)

(a) These data are submitted with limited rights under Government Contract No. _____ (and subcontract ______, if appropriate). These data may be reproduced and used by the Government with the express limitation that they will not, without written permission of the Contractor, be used for purposes of manufacture nor disclosed outside the Government; except that the Government may disclose these data outside the Government for the following purposes, if any; provided that the Government makes such disclosure subject to prohibition against further use and disclosure: [Agencies may list additional purposes as set forth in 27.404(d)(1) or if none, so state.] 

(b) This Notice shall be marked on any reproduction of these data, in whole or in part.

(End of notice)

Trademarks

The term “trademark” includes any word, name, symbol, device or any combination thereof, adopted and used by a manufacturer or merchant to identify his goods and distinguish them from those manufactured and/or sold by others. It is improper to use a “trademark” to identify goods not manufactured or sold by the owner of a trademark or his licensee. In general, the use of trademarks is discouraged. Where feasible, goods should be identified by a type designation or a structural feature that distinguishes them from other goods.

Trade Names and Manufacturer’s Names

Particularly to be avoided is the appearance of endorsing or favoring a commercial product, commodity or service. Do not include trade names or the names of manufacturers in your report unless the report will not contain meaningful information without them.

APPENDIX A. LIST OF STYLES
· In the list below, “navy blue” refers to a color with RGB values of 9, 37, and 101.

· “No attributes” means there must be a lack of font attributes such as bold, italic, underline, etc.

· The items listed below are generally in the order encountered in the template.
Table A-1.  List of styles.
	Description
	Name in Template
	Specifications

	Report title on the cover page
	Cover - Title
	Times New Roman, 40-pt, bold, navy blue for internal report, white for external report

	Report subtitle on the cover page
	Cover - Subtitle
	Times New Roman, 20-pt, bold, navy blue for internal report, white for external report

	Distribution Statement on the cover page
	Cover - Distribution Statement Text
	Verdana, 11-pt, no attributes, navy blue for internal report, white for external report

	Month and Year of the report on the cover page
	Cover - Month and Year
	Verdana, 14-pt, no attributes, navy blue for internal report, white for external report

	Page header
	Header
	Verdana, 12-pt, bold, navy blue

	Page number in the page footer
	Footer - Page Number
	Times New Roman, 12-pt, center aligned, navy blue

	General report info in the page footer
	Footer - Report Info
	Times New Roman, 9-pt, grey (50%), right aligned

	General text of the Notice/Disclaimer page
	Notice Text
	Times New Roman, 16‑pt, indent 0.19 inch, full justified

	Section headings
	Section Title
	Times New Roman, 14‑pt, bold, black, type in all capitals

	General text of the Technical Documentation Page
	Tech. Doc. Page Answer Text
	Times New Roman, 10‑pt, no attributes *

	General text of the report
	Body Text
	Times New Roman, 12‑pt, generally no attributes, 12-pt space after

	1st heading level in main body
	Heading 1
	Times New Roman, 14‑pt, bold, left aligned, 1.5 line spacing, 18-pt space after, type in all capitals

	2nd heading level in main body
	Heading 2
	Times New Roman, 14‑pt, bold, 18-pt space before, 12-pt space after

	3rd heading level in main body
	Heading 3
	Times New Roman, 12‑pt, bold, 12-pt space before and after

	4th heading level in main body
	Heading 4
	Times New Roman, 12‑pt, italic, 12-pt space before, 3-pt space after

	5th heading level in main body
	Heading 5
	Times New Roman, 13‑pt, bold, italic, 12-pt space before, 3-pt space after

	6th heading level in main body
	Heading 6
	Times New Roman, 11‑pt, bold, 12-pt space before, 3-pt space after

	1st heading level in Appendix
	Heading 7
	Times New Roman, 14‑pt, bold, left  aligned, type in all capitals

	2nd heading level in Appendix 
	Heading 8
	Times New Roman, 14‑pt, bold

	3rd heading level in Appendix
	Heading 9
	Times New Roman, 12‑pt, bold

	Titles below figures
	Figure Title
	Times New Roman, 12‑pt, no font attributes, center aligned, 6‑pt spacing before, 12‑pt spacing after

	Titles above tables
	Table Title
	Times New Roman, 12‑pt, no font attributes, center aligned, 6‑pt spacing before and after


* If information cannot fit in the block using 10-pt font, then 8-pt font may be used.

This page intentionally left blank.

APPENDIX B. TECHNICAL REPORT CHECK LIST
This is a quick check list for individuals preparing technical reports for the R&DC. Please refer to the other sections of this document for specific guidance and/or call the COTR.
Sections of the Report

· General 

· The correct margins have been set
· Page numbers are correct

· Headers and Footers are filled in according to directions and are consistent throughout the document
· Report Cover use the internal or external cover as appropriate
· Report title/sub-title
· STINFO marking
· Report date (month/year)
· Notice/Disclaimer Page is included and has the first and last name of the approval authority and their title just below
· Technical Report Documentation Page is filled in according to the directions
· Executive Summary 
· Begins on an odd numbered page
· Includes synopsis

· Does not exceed 3 pages

· Does not include tables and/or figures

· Does not restate word-for-word sections of the Abstract or Introduction
· Table of Contents is included if necessary
· Begins on an odd numbered page
· Includes section titles (excluding Table of Contents) and  heading levels 1, 2, and 3 of the main body

·  Includes Appendix titles only (heading 7 of the template)
· List of Figures is included if necessary.

· List of Tables is included if necessary.

· List of Abbreviations, Acronyms, and Symbols is included if necessary.
· Body of Report
· Begins on an odd numbered page
· Paragraphs are single spaced with 12 pt space after and left-aligned
· Introduction does not restate word-for-word sections of the Abstract or Executive Summary 

· Includes Introduction, Main Body, Conclusions, Recommendations, and Reference List 
· Headings
· 
Stand out from text with relative importance apparent
· Heading numbers are used only when essential for clarity or when extensive cross-references are used
· Figures
· Figures are treated consistently throughout report
· Figures are located directly before or after the text reference made to them

· Figures are centered on lines of their own and do not exceed the margins of the page
· Figures are formatted so that they are discernable when printed in color and/or black and white
· Each figure includes a descriptive title following the figure number

· Figure titles are centered horizontally just below the figure

· Cross-referencing was used to refer to figures in text
· Multi-part figures are clearly labeled 
· Captions sufficiently describe figure (if used in report)
· Each figure includes Alt Text
· Tables
· Tables are treated consistently throughout report

· Tables are located directly before or after the text reference made to them

· Tables are centered on lines of their own and do not exceed the margins of the page
· Tables are formatted so that they are discernable when printed in color and/or black and white
· Each table includes a descriptive title following the figure number

· Table titles are centered horizontally just above the table

· Tables are designed to be as simple as possible so that the reader can easily grasp the meaning of the data.

· Headings/Columns: Give repetitive unit of measure or degree in the column headings of tables. Do not repeat in columns.

· Abbreviations used in tables are defined

· Cross-referencing was used to refer to tables in text
· Captions sufficiently describe table (if used in report)

· References
· 
Begins on an odd numbered page

· References cited in text are formatted according to APA guidelines
· References are alphabetized by author
· Appendices
· Each appendix begins on an odd numbered page

· Page numbers use an alpha-numeric system: A-1, B-1, C-1, etc. 
· Table/figure titles use an alpha-numeric system: Table A-1, Table B-1, Table C-1, etc. 
Miscellaneous Topics
· Decorative features, company logos, and advertising of any kind do not appear in the report.

· Periods and commas are placed inside quotation marks. Semicolons are placed outside quotation marks.

· Percent should be spelled out in the text. The percent symbol (%) may be used in figures and tables.

· When referring to the Federal Government, the words “Federal” and “Government” are capitalized.

· Numbers one through nine are spelled out. For numbers 10 and above, use numerals. When a sentence contains numbers above and below 10, numerals are used for each number. When used in sentences, numbers from one through nine, however, are spelled out unless referring specifically to a numeral established elsewhere (such as with chapters) or unless referring to an adjective compound, for example:

· Nine chapters require a spelled out reference to follow the rule.

· 10 chapters require a numeric reference to follow the rule.

· Chapter 9 is a numeral established elsewhere, so it’s an exception to the rule.

· 9-footer is an adjective compound, so it’s an exception to the rule.

· Put a hyphen between the elements of compound numbers (e.g., twenty-one to ninety-nine) and in adjective compounds with a numerical first element, for example:
· Twenty-one
· 9-footer

· 24-inch ruler

· 10-minute delay

· 4-to-5 vote

· Two-sided question

· Numbers, units of measurement, or words that depend on each other for meaning should be kept together on the same line of type, for example:

· Figure 1

· 45 percent

· Chapter 7

· 30 mm

· five minutes

Final Steps in Preparing the Document for Delivery

· Accept all changes (if approved).
· Make sure “Track Changes” is off.
· Make sure auto-hyphen is not enabled in the document. 

· Check the spelling in the document.
· Check the spelling of footnotes/endnotes manually if the spell checking tool does not.

· Make sure there are no orphan headings, split tables, etc.
· Make sure there are no splits at the end of the lines, such as dashes.

· Make sure the page numbering is correct.

· Make sure the Executive Summary, Table of Contents, Body of the Report, and each Appendix, start on odd numbered pages.

· Update the Table of Contents, List of Figures, and List of Tables.

· Make sure the List of Abbreviations, Acronyms, and Symbols is complete.
· Make sure appropriate headers are on the continuation pages for automatic lists (Table of Contents, List of Figures, List of Tables, and List of Abbreviations, Acronyms, and Symbols).

· Make sure cross-references and numbers have updated correctly. Note how many of each there are, what should appear in the lists, and makes sure each is referenced in the text. 
· Make sure page numbers in the automatic lists (Table of Contents, List of Figures, List of Tables, and List of Abbreviations, Acronyms, and Symbols) match the page numbers in the document.

· Make sure the number of pages entered on the Technical Report Documentation Page in Block 21 is still correct.

· Save the document.
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