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FOREWORD 

These guidelines were created for the expressed purpose of facilitating the 
publication and distribution of Southern Plains Transportation Center (SPTC) final 
reports in a consistent format.  The SPTC team acknowledges the use of Oklahoma 
Department of Transportation (ODOT) materials; however, this document does not 
reflect the views or rules of the ODOT. They should not be construed as 
specifications but only as written counsel to report writers. The information contained 
herein should be adhered to as closely as is prudent for the timely dissemination of 
applicable documents.  Further, this document has been prepared to meet the 
Oklahoma Electronic and Information Technology Accessibility statute, effective 
2005 standards as well as federal accessibility standards a reasonable exercise.  

The complete ODOT report writing instructions are found at (Verified August 20, 2015) 
http://www.okladot.state.ok.us/hqdiv/p-r-div/spr-rip/spr-pdf/guidelines.pdf 

 
Report authors are also referred to the Communications Reference Guide (FHWA-
RD-03-074) for further examples and other information such as list of preferred 
terminology and abbreviations and a list of preferred acronyms. A standard 
reference The Gregg Reference Manual by William A. Sabin is available in several 
versions and editions at, e.g., www.amazon.com. 

Proof readers should bear in mind, although uniformity is desirable, content is 
paramount. Some documents, by either design or oversight, may not strictly conform 
to the guidelines and should not be required to do so; however, deviations from the 
outline presented here must be justified by the project Principal Investigator.  

The goal is to have excellent content as well as a quality appearing document.  

This document has been distributed for use as well as for comments. Please 
address comments and suggestions to: 

 
Dominique M. Pittenger 
SPTC Technical Director 
dominiquep@ou.edu 

 
 

  

http://www.okladot.state.ok.us/hqdiv/p-r-div/spr-rip/spr-pdf/guidelines.pdf
http://www.amazon.com/exec/obidos/search-handle-url?_encoding=UTF8&search-type=ss&index=books&field-author=William%20A.%20Sabin
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INTRODUCTION  

VISION  
The Southern Plains Transportation Center envisions being a diverse and inclusive 
regionally-based, nationally-recognized research, education and outreach center 
dedicated to solving pressing transportation and freight infrastructure problems and 
producing highly trained transportation professionals. We particularly focus on under-
represented professionals – Hispanic, Native Americans, African Americans, Women 
and first-in-family-to-attend-college — capable of leading public-and private-sector 
efforts that are aimed at providing U.S. citizens with a sustainable and resilient 
transportation system. 
 

MISSION  
The Southern Plains Transportation Center mission is twofold: to develop 
comprehensive, cost- effective and imminently implementable solutions to critical 
infrastructure-related issues facing the transportation systems of the region and the 
nation, and to prepare transportation professionals for leadership roles in professional 
and research careers in support of the nation’s transportation systems. 

SPTC THEME  
“A Regional University Transportation Center Focused on  

Climate Adaptive Transportation and Freight Infrastructure” 
 
In the United States, climate extremes and severe weather—including tornadoes, 
hurricanes, winter storms, flash floods, hailstorms, and high-intensity wind events—not 
only result in hundreds of fatalities each year, but also cause the greatest economic and 
societal disruption. Freight movements across modes – including highways, rail, and 
inland waterways -- are significantly impacted by weather extremes.  
 
To develop severe weather-resilient transportation infrastructure, a designer must 
include the effect of day-to-day as well as long-term weather variability in estimating 
design forces, selecting structure type, materials, and construction methods, and 
devising maintenance and preservation measures. Consequently, Climate Adaptive 
Transportation and Freight Infrastructure is the primary focus of the SPTC’s 
research, education and workforce enhancement goals. 

PROCESS 
The SPTC assists in these endeavors by providing quality research, teaching, and 
outreach in areas that will serve the needs of the transportation community. The SPTC 
reports are an important part of disseminating information by informing the reader of 
new and experimental technology, presenting research results, information, and 
discussing implementation. It is important that progress and work accomplished be 
documented in a way that is clear, concise, informative and well organized.  
 
This document was developed to be used as an aid in the writing of report documents.  
These guidelines were established: (1) to present writers with distinct guidelines to 
follow when composing and transcribing documents and (2) to define terms and types of 
documents used by SPTC for reporting. 
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TYPES OF REPORTS  

QUARTERLY REPORTS 
Specific Quarterly Report format instructions are provided in the SPTC Quarterly 
Progress Report template. Where applicable this document applies to Quarterly reports. 

ANNUAL REPORTS 
Specific Annual Report format instructions are found in the SPTC Annual Technical 
Progress Report template. Where applicable this document applies to Annual reports. 

FINAL REPORTS 
Final reports are written by the team leader during the project study and must contain all 
standard report elements (see “Elements” section). Style and format guidelines for final 
reports are described in the “Document Styles and Format” section of this document. 
Education/Outreach/Diversity projects/Equipment projects follow the same general 
outline and style with modifications to show the accomplishments of the project with 
respect to the goals of the original approved project. 

All electronic publications, to the extent feasible, must be made accessible to people 
with disabilities. Universities are subject to the State of Oklahoma HB2197 (2004); 
Sections 504 and 508 of the U. S. Rehabilitation Act of 1973, as amended; the 
Americans with Disabilities Act; and university non-discrimination policies. Additional 
information on HB2197 can be found 
at http://www.ok.gov/abletech/IT_Access/HB_2197.html. Section 508 and HB2197 are 
only a minimum standard for accessibility. Each state has their related statute. Authors 
are encouraged to go beyond the minimum whenever possible. 

The Oklahoma statute requires meaningful alt text for figures, tables, charts, and 
graphs. For example, repeating the figure caption is not what is needed. The alt text 
needs to describe the figure’s concept to direct the impaired reader’s attention to the 
meaning of the figure. An easier task is to include suitable text in the paragraph 
immediately above or below the item. Then the alt text can note this availability. 

The SPTC receives the Word and Acrobat versions of the report. Typically the 
conversion of the Word file to Acrobat version is not perfect. The author may have to 
insert alt text into the Acrobat version that was not automatically transferred. Further, 
some accessibility issues are better handled by the author in Acrobat. The author is 
encouraged to use Acrobat Pro XI (Acrobat sells several versions that are equivalent 
such as cloud based as well as desktop versions) or higher to prepare the document. 
The Acrobat Pro XI accessibility checker provides helpful information to assist the 
author. However, there is an Acrobat disclaimer since the checker does not read alt text 
or test charts for the improper use of color. The SPTC checks accessibility by a 
combination of using the Acrobat checker, spot checking pages in Acrobat including 
using the Acrobat TOUCH UP READING ORDER TOOL and by listening to the text 
read by an electronic reader. This reading is especially important for tables. 

 

http://www.ok.gov/abletech/IT_Access/HB_2197.html
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ELEMENTS  

Final reports must follow the structure below. Optional elements may or may not be 
included at the discretion of the author(s). The designation "if applicable" pertains to 
those elements that must be included under separate headings if they are used in the 
report.  

ARRANGEMENT OF REPORT ELEMENTS  
The elements appearing in a report will be arranged in the order:   

 Report cover (added by the SPTC) 

 SPTC/UTC Disclaimer 

 Technical Report Documentation Page (TRDP)  

 Metric Conversion Page  

 Acknowledgments (Optional)  

 Title Page  

 Table of Contents  

 List of Figures (If applicable)  

 List of Tables (If applicable)  

 Executive Summary  

 Introduction (problem, purpose, scope, objectives)   

 Body of Report   

 Analysis  

 Cost Information   

 Discussion  

 Conclusions  

 Recommendations (If applicable, may be included with recommendations)   

 Implementation/ Technology Transfer (If applicable)   

 References (If applicable)   

 Appendices (If applicable)  

REPORT COVER  
The Report Cover has no page number or designator. It is included in the page count of 
the Technical Report Documentation Page. The SPTC will prepare the cover and insert 
into the Acrobat version of the report.  

DISCLAIMER 
To meet University Transportation Center requirements the SPTC standard disclaimer 
will be fully justified and placed at the bottom of the page immediately following the 
Report Cover. If the author believes that special circumstances require additional 
information, such text shall be added following the standard text. This page will be 
numbered “i” (lower case “eye” for the numeral 1) at the bottom.  

TECHNICAL REPORT DOCUMENTATION PAGE (TRDP) 
The TRDP will conform to the Federal Highway Administration’s (FHWA) standard 
described in DOT-TST-75-97, Standards for the Preparation and Publication of DOT 
Scientific and Technical Reports. (See Appendix) Cells 1, 4, 5, 7, 9, 11, 12, 13, 15, 16, 
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17, 18, 19, 20 and 21 will always be completed. Cell 22 will be completed if applicable 
by the SPTC. The remaining cells do not currently apply to the SPTC. Include the 
Report Cover to be prepared by the SPTC sheet in the page count. This page will be 
numbered “ii” (lower case “eye” “eye” for the numeral 2) at the bottom. The SPTC is 
aware that the TRDP is undergoing revision at the federal level, we will update the form 
when the final version is released. 

METRIC CONVERSION PAGE 
The two page SPTC standard metric conversion table must be included. These pages 
shall be numbered “iii” and “iv”. 

The Federal Government of the United States of America is required by Executive 
Order 122770, July 25, 1991, to convert its operations to the metric system of 
measurements. For some time the FHWA went to the inch-pound system to metric 
measurements. “State DOT’s had the option of using metric units or dual units; 
however, they abandoned metric units and reverted to sole use of inch-pound values.” 
The Oklahoma DOT uses the inch-pound system. For the SPTC reports please use the 
inch-pound system or the natural units from the measuring device as would be used in a 
TRB paper.  

ACKNOWLEDGMENTS 
When the author determines that persons and/or other entities have made significant 
contributions to the project, they will be identified on the "Acknowledgments" page. If 
possible group the acknowledgements one (1) page. They may be arranged in the form 
of a fluid paragraph or a list, but each should be brief and concise. 

TITLE PAGE  
The title page will include the following (in order of appearance):   

 Report title  

 Report type (Final, Interim, etc.)   

 Date (Month and year)  

 Author  

 Author’s title, e.g., M.Sc., Ph.D., P.E. 

 Co-author (If any)  

 Co-author's title, e.g., M.Sc., Ph.D., P.E.  

 Name and address of sponsoring agency (SPTC)   

A sample Title Page is included in the Appendix. 

TABLE OF CONTENTS  
The title of each section will appear exactly as in the text (including font style). The page 
number will be right-justified and may be preceded by a dot leader. Subheadings will 
appear in the same order and style as in the text. Include only numbered pages that 
follow the table of contents, none of the preceding (i, ii, iii, etc.) pages. Please do not 
use a mix of fonts in the Table of Contents. The Table of Contents must be prepared 
using the Word auto generate tool. 
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LIST OF FIGURES  
Each figure will be listed in the order in which it appears in the text. The list will display 
the title (Figure 1, 2, 3, etc.) followed by an optional dot leader and right-justified page 
number. Please do not use a mix of fonts in the list of Figures. The List must be prepared 
using the Word auto generate tool. 

LIST OF TABLES   
Use same format as for the “List of Figures”. The List must be prepared using the Word 
auto generate tool. 

EXECUTIVE SUMMARY 
The executive summary will be a concise overview of the entire report condensed into 
not more than two (2) pages. It will explain the purpose of the report and focus on those 
elements specifically pursuant to author's recommendations and technology transfer 
achievements. For example: The ODOT used this technology to enhance cable barriers 
and ODOT believes it will save 100 additional lives each year. Further the construction 
techniques will save $100,000 per mile of construction. 

This summary serves not only as a precursor to the full report, but also as a complete 
and separate document providing the reader with enough information to gain a useful 
understanding of the results and, if applicable, the implementation procedures. This 
section will be read by the largest audience and should be written to summarize the 
achievements of the team.  

INTRODUCTION 
The introduction will provide the information necessary for the reader’s effective 
assimilation of the material conveyed by the report. It will provide a smooth lead-in and 
put the matter in its proper perspective. In order to accomplish this, the introduction will 
be comprehensive but terse in addressing the who, what, when, where, why and how of 
the project. The following areas will be covered. 

 Problem - What is the issue? Why commit resources? 

 Background - What led to the initiation of the project? Who is responsible? 

 Objectives - What will be proven, analyzed, established, etc.? 

 Scope - What is the extent of the project? What is covered? Where and when? 

 Technology Transfer – Show the reader where technology transfer successes 
are described in the body of the report. 

 In most cases, it is necessary to describe the methodology employed in 
approaching the problem. If the section describing the methods is longer than one 
or two paragraphs, it may be separated from the introduction with a heading or 
subheading. If the chronology of the project is especially significant, it may be 
included as well. Finally, when the author(s) determine that the general order of 
the report is vital to its clear comprehension, it will be described in brief at the end 
of the introduction. 

 Cost analysis when a part of the project. 
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BODY  
This section contains several subsections in logical sequence with appropriate 
subheadings. Typically the longest section of the report, its main function is to provide 
the reader with the 'nuts and bolts' of the project. It will explain what was done (physical 
description), how it was accomplished (procedures) and what was learned from the 
investigation (results).   

CONCLUSIONS AND RECOMMENDATIONS 
Because of the interrelationship between conclusions and recommendations, they are 
often discussed in tandem. However, when circumstances dictate or as a matter of 
personal style, they may be presented under separate headings. In either case, it is 
important to remember that conclusions represent the opinions of the author(s). This 
fact intrinsically allows more freedom of interpretation. Therefore, the author(s) must be 
acutely aware of the correlation between "results" and conclusions. The data analysis 
must offer clear and logical support for the conclusions on which the recommendations 
are founded. Some research will arrive at conclusions that do not engender specific 
recommendations. In these cases, the conclusions may be either discussed in the 
"Results" section or given the separate heading, "Conclusions." 

IMPLEMENTATION AND TECHNOLOGY TRANSFER 
In general, implementation refers to actions taken to bring the research to fruition, 
and/or changes in previously established conventions. For example, the Oklahoma 
Department of Transportation is incorporating the results in a specification, or a 
company is building a bridge using the results of the research. This section will profile 
any programs, projects or other actions designed to expedite the implementation of the 
practices, methods, procedures, etc., described in the recommendations. The potential 
benefits of taking the recommended actions should be clearly described. The action 
taken may initiate a new project, standard, specification, special provision or some 
combination of these. Since Patent Letter applications are public information in most 
cases it should be possible to craft a statement that includes publically available 
information.  

REFERENCES 
References will be numbered 1, 2, 3, etc. and appear in the order in which they are 
called out in the text. Each reference to a publication will include the corporate or 
individual author or editor, the title, publisher or performing organization, their location, 
the date (year) published and if applicable, the volume and issue, or report number. 
References to personal contacts should be noted where they are used in the text and 
not included on the “References” page. (Refer to the "Bibliographies" section of The 
Gregg Reference Manual.) 

In the text, a reference will be called out by a bracketed Arabic numeral immediately 
following its use. Subsequent referrals to the same reference will use the same number. 
References to personal contacts should be noted where they are used in the text and 
not included on the "References" page. 

The style above provides general information. Authors may use any single style guide 
that is recognized in the discipline as being of high quality where the authors would 
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publish peer reviewed print manuscripts, e.g., the Transportation Research Board or the 
American Chemical Society. 

Never use “et al.” when preparing the reference list. All authors are important and junior 
authors quickly become senior authors as they establish their own groups or teams.  

APPENDICES   
Supplemental material will appear in the appendices at the end of the document. Each 
appendix will begin with an unnumbered title page headed “APPENDIX A.” The heading 
will be placed about one-fourth of the way down the page with the title beneath, also in 
upper case letters and reflecting the font style of the report. Subsequent appendices will 
be headed APPENDIX B...C...D...and so on.  The pages after the title page will be 
numbered A-1, A-2, A-3, and so on.  Similarly, the pages of subsequent appendices 
(not including title pages) will be numbered B-1, B-2, B-3, then C-1, C-2, C-3, etc. The 
major appendix in this document does not use this numbering system since the 
appendix is set to show the Final Report numbering style.  

DOCUMENT STYLES AND FORMAT 

FONT 
The primary fonts that should be used when composing documents are Sans-serif fonts 
such as Arial, Verdana or Helvetica. The literature contains many arguments about 
whether Serif or Sans-serif fonts are the most readable. The TRB Instructions for 
Authors requires Times New Roman fonts and the NSF requires “Arial, Helvetica, 
Palatino Linotype, or Georgia” fonts for proposals, of course, the notice is printed in 
Times New Roman. Font styles in documents should be consistent throughout the text. 
For clarity and easy reading, the font should at least be eleven (11) point. The body font 
size used in this document is twelve (12) point. In reports, major headings and 
subheadings use a larger font size and highlighted text styles so that major sections are 
readily identified. For major headings, the text should be bold and typed in capital 
letters. A common font size used for major headings is 16 point (Heading 1). 
Subheadings should be typed in the same fashion, but the font size should be smaller, 
in this document 12 point type was used (Heading 2). Subsequent levels within major 
sections should be typed in bold face text using the primary font used throughout the 
document with only major words in the title capitalized.  

For the title page typically use: TITLE OF THE REPORT: 18 pt., bold, all 

caps; Type of Report & Date: 14 pt.,bold; Authors Name(s), Job Title: 12 pt., 

bold; and SPTC Address Block: 12 pt., bold.. 

LINE SPACING 
Lines of text in final reports should be spaced one or one and a half. While single-
spacing in reports is acceptable, one and one-half line spacing is preferred for ease 
when reading reports.  

When writing reports, breaking a sentence or paragraph between pages often disrupts 
the flow of the text; the author should avoid this whenever possible. Many word 
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processing applications allow the user to "force" words on a page without significantly 
altering the font size. 

MARGINS 
The margins should be 25.4 mm (1 in) for all reports. Page numbers are the only items 
that may violate the margin; details on page numbering are in the Page Numbering 
Section. 

ABBREVIATIONS, ACRONYMS AND SYMBOLS 
These items should be defined the first time that they are used and redefined in major 
sections. However, another style is to use the item for subsequent appearances in the 
text without explanation. Certain sections of the research report, such as the Executive 
Summary and the Technical Report Documentation Page stand alone so acronyms 
should be defined when first used in these pages. This rule also applies when using 
symbols and uncommon abbreviations that may be unfamiliar to the reader. An example 
of proper acronym use is shown here: 

The Oklahoma Department of Transportation (ODOT) has been using computer 
technology to design roadways since 1974. This technology has been a success 
to ODOT in planning and in construction. 

Should questions arise regarding correct use of an acronym, abbreviation or symbol the 
author should consult the latest version of The Gregg Reference Manual. 

PAGE NUMBERING 

Numbered Pages 
Page numbers should be included in the body of reports. They should be placed at the 
bottom of the page. Page numbers are the only items that may violate the margins of 
the page if the author desires. In general page numbers should be placed in the bottom 
center of the page. 

Unnumbered Pages 
Generally, numbered pages begin with the page that contains the introduction. The 
pages preceding that page are unnumbered and presented in the order below or 
preferably placed in order by lower case Roman numerals to demarcate them from the 
rest of the report. These pages are: 

 Disclaimer (i) 

 Technical Report Documentation Page (ii) 

 Metric Conversion Pages (iii and iv) 

 Title Page (v) 

 Acknowledgment Page (optional) 

 Table of Contents 

 List of Figures  

 List of Tables 

 Executive Summary 
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SINGLE AND DOUBLE SIDED PAGES 
 Electronic versions of the reports will be single-sided and numbered accordingly.  

 Printed Reports of 60 or less total pages exclusive of the covers will be printed 
single-sided.  

 Printed Reports of 61 or more total pages will have a combination of single-sided 
pages and double-sided pages.  
 
o The unnumbered pages noted above will be printed single-sided.  
o The report body will be double sided. Major sections (chapters) look and read 

best when they begin on a right hand page with an odd page number. When 
the beginning page of a major section (chapter) has an even number, add text 
or a figure to the previous section to carry it over to an even page number, 
thus forcing the major section to begin on an odd numbered page. The 
alternative is to place a numbered page with “This page is intentionally blank” 
typed on it to force the section to begin with an odd numbered page.  

o Appendices also read best when they begin with an odd page number on a 
right hand page. The report author is guided by above report body 
instructions. 

GRAPHICS 
Graphics are used to visually enhance key points and important, relevant aspects of the 
report. Clarity, correct placement and labeling of tables and figures are essential to 
guiding the reader through the report without confusion. In each case, visuals and 
tables should support the point being discussed and supplement information given in 
the text. Refer the reader to figures and tables, before explaining them in the text. Alt 
tags must be fully descriptive of the graphic presented. These are used in addition to 
the caption. It is possible to overwhelm the reader with too much visual information on 
one page. Visual aids and tables should be limited to two (2) items per page.  

In general, photographs should be embedded as figures with Alt tags fully descriptive of 
the captions. Photos can be placed along the short edge of a page (portrait) or along 
the long edge of a page (landscape). Appendix I shows examples of portrait and 
landscape page orientation. The digital images should be used at not less than 300 dpi. 
If photographs are required that cannot be embedded contact the Technical Director. 

Visual aids such as, photographs, charts, graphs, illustrations, maps and the like should 
be referred to as figures and listed in numerical order in the List of Figures or List of 
Illustrations immediately following the Table of Contents. Tables are listed in sequential 
order in the “List of Tables” section following the “List of Figures” section. The words 
"figure" and "table" should be spelled out and capitalized each time they are used in the 
text. When figures and tables are referred to in parentheses they may be abbreviated. 
Use the following examples as guides. Use of caption, header, footer, alt, title and 
summary will be used as necessary. 

Placement of Visual Aids 
Visual aids should be placed as close as possible to the discussion of the contents in 
the text, normally immediately after they are referenced. Figures, like photographs, can 
be placed in either portrait or landscape orientation. Further, the photograph may or 
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may not have borders. The same rules for consistency using borders apply. Figures and 
tables should be separated from the text by at least three single blank lines on both the 
top and the bottom. As with photographs, when placing figures in portrait or landscape, 
certain guidelines apply: 

 In landscape, the visual is placed so that the reader must turn the page clockwise 
to read or interpret it. 

 Figures and borders if used, must fit within the margin. 

 Font size must be 11 pt or larger to ensure legibility. 

Labeling Figures and Tables 
Photographs, charts, graphs, illustrations and other visuals should be numbered in the 
order that they are presented in the text. Figures and tables should always be referred 
to in the text. These visual aids should also have labels so they are easy to locate. All 
tables and figures are labeled using the font size and style that are prevalent in the text. 

 Figures should have a title or caption describing the contents of the visual. 
Figures should be labeled at the bottom of the figure. The word "Figure" and 
corresponding Arabic numeral should be typed in bold text followed by a period. 
The first letter of the word "figure" should be capitalized. Figures should also 
have a title, commonly referred to as a caption or concise explanation describing 
what the figure is about. The caption should not introduce new information that 
was not included in the text.  
 

 Tables should be labeled at the top of the table and numbered in the order in 
which they are presented. Similar to figures, the heading and Arabic numeral 
should be typed in bold text followed by a period with the first letter of the word 
"Table" capitalized. Each table should have a title listed either as part of the table 
caption or clearly above the table separate from the heading "Table." (Example: 
Table 5. Construction Costs) 
 

 Tables and Figures must have meaningful alt text. For accessibility use simple 
Tables. The TRDP is a complex table because the rows and columns split and 
reform, see boxes 4-6. Simple Tables will be easier for the author to make 
accessible in tables, charts, and graphs do not use color to distinguish data. Use 
symbols such as solid and broken lines or different symbols in graphs. For tables 
use different symbols to identify special items. Color and, e.g., bold font do not 
assist the signet impaired reader. Tables, charts and graphs must not be inserted 
as images. The alt text will essentially have to repeat all of the information in the 
image, whereas when a properly formatted table, chart or graph is inserted into 
the document the screen reader will work. This is a complex topic and the report 
authors will need to seek assistance from their university accessibility office. 

Wrapping Text around Visuals 
Many software programs allow the user to incorporate visuals directly in the middle of 
the page with the text wrapped around or on both sides of the visual support. Wrapping 
text around visuals in the middle of a page is not standard practice in formal writing and 
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will not be used in reports. While this can be effective when used carefully and 
sparingly, it can cause a break in the flow of the text and distract the reader. 

FORMAT FOR APPENDICES 

In the event that appendices are needed in a report, each appendix will have a title 
page. The title for the appendix will be placed approximately one-quarter of the page 
length down from the top of the page. The title of the appendix will be centered in bold 
type, 18 point font, with all letters capitalized. A descriptive title of the contents of each 
appendix will be typed on the next line centered with a normal 14 point font and all 
letters capitalized. In formal reports, appendices will be numbered consecutively using 
the alphanumeric character associated with the appendix followed by an Arabic 
numeral. The letter and number will be separated by a dash (-) and centered at the 
bottom of the page similar to the rest of the document. (Example: A-1, A-2, A-3...B-1, B-
2, B-3...) 

EDITORIAL AND TECHNICAL REVIEW 

Proofreading must be done by the author of the report before submittal for editorial 
review. The document should then be proofread by another qualified person at the 
request of the author. The reviewer should check grammar, punctuation, and spelling, 
as well as adherence to this guide and standards of the discipline. After review, the 
document is returned to the author for correction and then submitted for technical 
review by persons considered knowledgeable in the subject matter of the report. This 
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avoid confusion with the required lower case Roman usage in the front pages of the 
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Sample Cover 
The SPTC will prepare the report cover using information from the Technical Report 
Data Page (TRDP) and the Title Page. The cover is unnumbered and counted as a 
report page.in the TRDP. This is a sample cover as prepared by the SPTC. This 
insert serves as an example where the content is not accessible since it has been 
inserted as an image, even though it has an alt tag.  
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Centers Program, in the interest of information exchange. The U.S. Government assumes 
no liability for the contents or use thereof. 
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