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P R O J E C T S O U  I D

REPORTING PROCED URES

INTRODUCT ION

Research investigators supported by the Government are contractually

j required to make known the results of their research to the sponsor and

to other interested scientists and engineers . This manual sets forth the

procedures by which participants in the Project SQUID Program may dis-

charge their reporting obligations.

There are four kinds of reports which Project SQUID investigators must

write . They are (1) Two Progress Reports , one in March and the other in

September each year , (2) One Status Report in October each year , (3) Tech-

nical Reports, and (4) Final Report . Each of these has a particular

function which determines its structure , content, method of reproduction

and distribution . The followi ng pages comprise a set of instructions

for the preparation of each type of report.

In regard to publication of results of research other than as Tech-

nical Reports , for example in a journal article , some guidelines have

been established and they are also described at the end of this outline

of reporting procedures.

I ~ If any author has any questions which are not answered by these

instructions, he is urged to call on SQUID Headquarters for help.

I
:
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I. SEMI-ANNUAL PROGRESS REPORTS

A consolidated report of progress in the entire SQUID Program is

distri buted every six months to a mailing list of about two hundred fi fty

names. The nominal distribution dates are 1 Apri l and 1 October. In

order to achieve rapid reproduction and distributi on , the Semi -Annual

Progress Report is prepared by multi lith offset printing directly from

di rect image paper plates. There is no editing or retyping. It is

imperative that the component sections of the report be neat and be sub-

mitted promptly. Both author and typist are urged to follow explicitly

the instructions below .

A. Due Date
• One Report is due by March 15 and the other is due by Sep~ember 15

each year.

B. Procedure

The multilith plates (10 x 15½ inches) should be sent to Project

SQUID Headquarters at Purdue University . The plates are due on 15 March

and 15 September , respectively, for the 1 April and 1 October reports .

Normally, a reminder letter will be sent out well in advance, but do not

wait for it. It is extremely important that the copy be received on time

so that the consolidated report can be prepared and distributed promptly.

If you have any questions or need any help, do not hesitate to get in

touch with SQUID Headquarters.

C. Content (Instructions for Author )

The consolidated SQUID Progress Report accounts for over twenty

separate investigations. It is primarily directed at readers who have

2
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only a general interest in what is going on. Therefore, each component

part should be brief and to the point. Three to fi ve pages should

usually suffice to descri be the significant results and progress during

the reporting period. Under exceptional circumstances more space may be

required. The Progress Report should comprise what you might say in a

few minutes to a casua l visitor. It should not serve as a catch-all for

preliminary data , random ideas, or accounts of mechanical difficulties .

(By the same token , a Progress Report is not a proper reference to previous

work. Technical Reports are the appropriate respositories for data and

results.) Drawings and pictures are generally o~it of place and should be

elimi nated. Put any data necessary for illustrative purposes in tables .

If figures or photographs are absolutely required , the layout work , in-

cluding appropriate spacing and scaling of the figures , must be done by

the contractor. (See “Technical Reports ,” paragraph III.C.3). No re- -

duction or enlargement can be done by the printer.

The following i tems should be included in each component report. —

Details on arrangement will be found in the following section on format.

1. Identification: A separate rerort should be prepared for each

Subcontract. The first page of each such report should begin V

by showing the descriptive title of the research. the name of

the Laboratory , Subcontract number , and name(s) of the Chief

Investigator and other participants in the program.

2. Introduction: The body of the report should commence with a

paragraph entitled “Introduction. ” This paragraph is for the

purpose of orienting the reader and should be a brief summary

of the background and objecti ves of the investigation .

-
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3. Discussion: The second section of the report should be

entitled “Discussio n ,” and should contain the actua l report

of progress. If the research effort has been broken down into

severa l problems , the titles may be inserted as subheadings in

this section.

4. Notes and References: The last section of the report is

entitled “Notes and References.” It should contain whatever

references to other work or publ ications it was necessary to

include in the discussion . In addition , any remarks which might

normally be found in footnotes should be included.

D. Format (Instructions for Typist) - ‘

Please follow these instructions closely so that the consolidated

report will have a uniform and pleasing appea rance. If in doubt on any

po int , refer to a previous issue of the Progress Report or write SQUID

Headquarte rs.

1. Multilith Plates: The m u lt ilith paper plates should be medium

run , 10 x 15½ inches , pinbar or slotted . The m ulti lith paper

plates must be prepared wi th a typewriter ribbon specified for

that purpose. These are available for all types of machines

I 
I from your regular ribbon dealer. The recommended ribbon to be

used with the mult ilith p lates is either the mylar or the carbon

ribbon. If your machine is not designed to use this type of

ribbon , a silk or nylon multilith ribbon will be satisfactory .

The first line of type, the Descriptive Title, should start

opposite the number 7 on the left and right hand edges of the

plate. The last line of type should not fall below line 56 on

4
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the plate. NO NOT EXCEED THESE LIMITS . Left and right hand

margins should be located 1½ inches from the outside , dotted ,

verticle lines on the plate (maximum width of text not to

exceed 6 inches.

2. ]pjj~~: Sing le spacing should be used with double spacing

between paragraphs. The typewriter used should have elite type ,

if at all possible. (This is the smaller of the two kinds

normally encountered , the larger being known as pica.) The

ribbon should be new and the type clean so that clear black

impressions will be made . A few minutes spent in preparing the

typewriter will pay big dividends in final appearance. A

uniform touch should be used in typing which is sufficient to

deposit a clear , unbroken image. The type pressure should not

be so great that “hollowing out” of the center of the letters

occurs . Minor corrections can be made by using the special

eraser made by the manufacturer of your plates . Erasures should

be made with a lifting stroke, lifting out the deposited carbon ,

and not with a scrubbing motion. The typed portions being

erased need not be made completely invisible; only the carbon

J 

which has been deposited must be removed when making a

correction. Corrections should not be made by the use of opaque

or by pasting the correction to the paper plates . Plates which

are corrected in either manner are not reproducible on the off-

set printing machine. Reproducible pencils are to be used for

any line work while nonreproducible pencils may be be used for

proofreading marks. In general , it is wise to follow the

• “Instructions for the Typist” which come in each box of

multilith plates. DO NOT NUMBER THE PAGES.‘I

V 
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3. Spacing :

(a) Descriptive Title - Capitals, centered , single spaced (if more

than one line) starting on line 7.

(b) Name of Laboratory - Lower case , centered , four spaces below

last line of title , followed colinearly by the Subcontract

number.

(c) Personnel - Names of investigators , Chief Investigator , fi rst,

lower case, centered , single spaced if more than one line , be-

ginning four spaces below name of Laboratory .

(d) Introd~iction - Title should be centered , underscored , l ower

case, six spaces below last line of Personnel. Firs t line

indented five spaces beginning four lines below Title. Remain-

ing lines double spaced.

(e) Discussion - Title should be centered , underscored , l ower case,

six lines below last line of Introduction. First line indented

five spaces beginning four lines below Title. Succeeding lines

double spaced. Subheadings start at left-hand margin , lower

case, unde rscored , with subsequent text starting imediately

on same line.

(f) Notes and References - Title should be centered , underscored ,

lower case, six lines below last line of Discussion . first

i tem four lines below Title. Sing le space between lines of

same item, double space between items. Each item should be

• 
- numbered with an Arabic numera l relating to the identical

numeral , colinear and in parentheses , at the appropriate place

• 
- in body of t c~Xt .

There is a sample first page following for your convenience. Please

follow it explicitly. 

6 

~*~- 



- ~~~~-~~~
-- 

~~-~ - -- V—- - -~ •- -~~~~~~~~ ~~~~~~~~~~~~~~~~~~~~~~ •~~ ~~~~

SAMPLE FIRST PAGE

Semi-Annual Progress Report

PHOTOCHEMIC AL EXCITATION AND ION IZATION AHEA D OF SHOCK WAV ES

(4 spaces)

Brown University , Providence , Rhode Island
Subcontract No. 4965-20

(4  spaces )

Professor R. A. Dobbins~, Princ
4 pal Investigator

Mr. H. Semerjian , Research Assistant
Mr. H. Gerhardt , Research Assistant

J 

(6 spaces)

Introduction

(4 spaces)

The purpose of this research is to develop spectroscopic techniques
for diagnosis of shock wave precursor effects , and to compare the experi-
mental results with the theoretical calculations to determine the dominant
processes responsible for creation of electron -ion pairs in the precursor.
Theoretical calculations indicate that at low initial pressures (‘~ 0.1
torr) direct photoionization from the ground state atoms is the domi nant
mechanism , while at higher pressures (‘

~ 10 torr) photoexcitation becomesa much stronger effect than direct photoionization , and photoioniz ation
from the excited atoms becomes the major source of ions in the precursor.
This suggests that atomic absorption spectroscopy can be used to detect
the excited atom population . This technique is a powerful tool for such
a study, since the effect of impurities is nil , which is not the case for) electron concentration measuring devices .

I -,
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I I .  STATUS REPORTS

A compreshensive report of the status of the entire SQUID program

is prepared once a year for official use only. The nominal date of

preparation of this report is November 1 , each year. In order to

achieve rapid reproduction and distribution , the Status Report is

prepared by multi lith offset printing directl y from direct image paper

plates. There is no editing or retyping. It is imperative that the

component sections of the report be neat and be submitte d promptly.

Both author and typist are urged to follow explicitly the instructions

below .

A. Due Date

• The Report is due by October 15 each year.

B. Procedure

The multi li th plates (10 x 15½ inches) should be sent to Project

SQUID Headquarters at Purdue University . The plates are due on 15 October

for the 1 November report. Normally, a reminder letter will be sent

ou t well  in a dvance , but do not wai t  for it. It i s extremely importan t

that the copy be received on time so that the consr’lidated report can be

prepa red and distributed promptly. If you have any questions or need V -

any hel p, do not hesitate to get in touch with SQUID Headquar ters .

C. Cont (lnstructions for Author )

The consoli dated SQUID Status Report accounts for over twenty

separate investigations. It is primarily directed at readers who wish

to be informed of the program objectives and progress in relation to Vr ‘‘ other programs being supported at the same time . Therefore , each

8 
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component part should be brief and to the point. One or two pages should

usually suffice to describe the significant status results and progress

during the reporting period. The Status Report should comprise what may

be recorded in an index for ready reference. Drawings and pictures are

entirely out of place and should be elimi nated.

The following i tems should be included in the report. Details on

arrangem ent will be found in the following section on format.

1. Contractor: Name and address of institution

2. Subject: Title of Proposal

3. Prinçjpal Investigator: Name

4. Support Level : (1) Total amount to date

(2) Amount for the immediate past
year

V 
5. ~~j~~tiv~: As applicable

6. ~jjflc~~~ : As applicable

• 7. ~~~ ress : A statement of progress in the
project , about 250 words

8. Future Plans: A statement of objectives of the
research program for the fol lowing
year

9. Publications: List all publications in the past) year.

D. Format (Instructions for Typistj

Please follow these instructions closely so that the consolidated

report will have a uniform and pleasing appearance. If in doubt on any
I

point , please call or write SQUID Headquarters .

I 
V ;~
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1. Mult ilith Plates: The multili th paper plates should be medium

run , 10 x l5’2, pinbar or slotted. The multilith paper plates

must be prepared with a typewriter ribbon specified for that

purpose. These are available for all types of machines from

your regular ribbon dealer. The recommended ribbon to be used

wi th the multilith plates is either the mylar or the carbon

ribbon . If your machine is not designed to use this type of

ribbon , a silk or nylon multi lith ribbon will be satisfactory .

The first line of type , the Descriptive Title , should start

opposite the number 7 on the left and right hand edges of the

plate. The last line of type should not fall below line 56 on
V 

• 

the plate. DO NOT EXCEED THESE LIMITS . Left and right hand
V margins should be located 1½ inches from the outside , dotted ,

j vertical lines on the plate (max imum width of text not to

— exceed 6 i nches.

2. Typjng: Single spacing should be used with double spacing

between paragraphs. The typewriter used should have elite type,

if at all possible. (This is the smaller of the two kinds

normally encountered , the larger being known as pica.) The

ribbon should be new and the type clean so that clear black

I 
I impressions will be made . A few minutes spent in preparing the

typewriter will pay big dividends in final appearance. A

uniform touch should be used in typing which is sufficient to

deposit a clear , unbroken image. The type pressure should not

be so great that “hollowing out” of the center of the l etters 
V

occurs . Minor corrections can be made by using the special

eraser made by the manufacturer of your plates . Erasures should

itt
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be made with a lifting stroke, lifting out the deposited

— carbon , and not with a scrubbing motion. The typed protions

- being erased need not be made completely i nv i sib le; only the

carbon which has been deposited must be removed when maki ng a

— correction . Corrections should not be made by the use of

opaque or by pasting the correction to the paper plates . Plates

which are corrected in either manner are not reproducible on the

offset printing machine. Reproducible pencils are to be used

J for any line work while nonreproducible pencils may be used for

proofreading marks. In general , it is wise to follow the

- “Instructions for the Typist ” which come in each box of multi-

— lith plates. DO NOT NUMBER THE PAGES .

‘ 

There is a sample page following for your convenience. Please

follow it explicitly.

~~
‘ -~~
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Contractor: Dynamic Science , Monrovia , Calif ornia

Subject: Investigation on Nonsimilar Turbulent Boundary
Layer Development

Principa l Inyestigator: Irwin E. Alber , Thomas J. Tyson

~ pport Level: $76,000 (from start in years )
$28,000 (past year)

Objective: To establish a sound basis for the accurate and
rap id engineering calculations of compressible

and i ncompressible nonsimilar turbulent bounda ry layer development.

Significance: Knowledge of turbulent boundary l ayer behavior
is necessary for the prediction of heat trans-

fer, skin friction , and performance degradation due to separation in many
engineering devices , e.g., rocket nozzles , engine inlets , turbine blades ,
and aerodynami c lifting surfaces. This program involves the development
of rap id  and accurate computational techniques for the analysis of high
speed turbulent boundary layers subject to the effects of compressibility ,
adverse and favorable pressure gradients , and changes in wall temperature .

~jp~ress: An integra l method for the analysis of two-
V dimensional incompressible (low speed) turbulent

boundary layers , which has shown good agreement with a wi de variety of
incompressible flow data , was extended to include the effects of (1) low
speed three-dimensional side flows , (2) low speed heat transfer and wall
temperature var i a t i ons , and (3) adiabatic supersonic compressible fl ows
with pressure gradients. The application of a cross flow correction to
the nominally 2-d flow solution provided a small but meaningful improve-
ment in the calculated values of Cf and H , although this simple correction
cannot account for all the complexities of the extraneous cross flow en-
countered in many low speed experiments . Numerical solutions of the
thermal energy equation for incompressible flow using an appropriate eddy
conductivity model have indicated : (a) a means for i ndependently de-
termining the eddy conductivity constants , (b) the manner in which enthalpy
profiles are affected by heat transfer , pressure gradients , and wall
temperature gradients , (confi rming experimental trends for high speed
nozzle flows) and (c) that Reynolds ’ analogy can be quite inaccurate for
predicting heat transfer in flows with pressure and wall temperature
gradients . Additional work on the development of a fully implicit general
finite difference numerica l procedure has indicated the necessity of
retaining the transverse momentum equation in future models and the

-
‘ ‘ ‘  significance of turbulence quenching or production associated with large

accelerations or decelerations .

Future Plans: The program was terminated 30 September 1970.

Publicat ions:

. 4  DYN— 1-PU “Analytical Investigations of Equilibrium
Layers,” Alber , I.E., and Coats , D.E., AIAA
Fluid and Plasma Dynamics Conference , AIM
Paper No. 69-689, June 1969.

12
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III. TECHNICAL REPORTS

It is required that routine approval be obtained from SQUID Head-

quarters before any results of SQUID sponsored research are published ,

whether by way of an article in a journal or a paper at a meeting. It

is standard SQUID practice to reproduce and distribute to its mailing

list every Technical Report which includes results of research which it

supports. Therefore , manuscript copies of any communication based upon

SQUID sponsored research must be sent to SQUID Headquarters at least as

soon as they are sent anywhere else.

Project SQUID recognizes that most of the results obtained from the

V : research programs it sponsors will ultimatel y become part of the permanent

scientific literature in the form of papers in standard technical journals.

There is frequently a long delay between the time a manuscript is corn-

pleted and the time when it appears in a journal. There are also occasions

when results are too specific, too detailed , or too incomplete to be

suitable for journal publication . Consequently, SQUID undertakes immedi-

ate reproduction and distribution of all technica l communications based

on research which it supports. In order to minimize the effort required

by the contractor in the preparation of the manuscript and to allow the

J contractor to make the best possible use of his own equipment , severa l

• 
al ternative procedures are outlined below . Each contractor is encouraged

to choose the method which best allows him to meet the needs of SQUID

Headquarters while simultaneously fulfilling his own requirements for

journal and symposia review and for internal distribution.

It is no longer required of authors that they supply 250 copies of

reprints of journal articles for thstrit~ tion to the mailing list.

- 
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However, SQUID Headquarters should receive five copies of such reprints

when they become available.

In order to satisfy the reporting requirements , contractors should

— adhere to the following instructions:

A . Procedure

The contractor should prepare his manuscript by one of the methods

listed bel ow . (The methods are listed in the order of decreasing

desirability to Project SQUID Headquarters.)

1. Multi l it h Plates: Report manuscripts may be prepa red on

multilith plates according to the instructions outlined above

under Semi-Annual Progress Reports (paragraphs I.D.l , I.D.2),

with the exceptiLn that the page numbers will be typed and

centered at the bottom of the page on line 59. The multilith

plates , together with drawings prepared as described in para-

graph II1 .C.3 below , are the only requirement of Project SQUID

Headquarters . However , one copy each , together with a copy of

the letter of transmittal , should be sent to: ‘

Office of Naval Research
Power Program , Code 473 V

Department of the Navy
800 No. Quincy St.
Arlington , VA 22217

and to:
- • Office of Naval Research

Resident Representative
Graduate House East
Purdue University
West Lafayette, Indiana 47907

If copies are not run for your own use at your facility , the 
V

• J
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two additional copies can be made from the multilith plates by

Xerox or some other photographic process which does not harm

the plates . However , it is assumed that each contractor will

run severa l copies for his own use before forwarding the plates

to SQUID Headquarters . Of course, a preservative recommended

by the plate manufacturer must be used after the initial run

if SQUID Headquarters is going to be able to use the plates .

2. Photo—Offset Reproducible Copy: If multilith plates cannot

be prepared in the manner described above , photo-reproducible

copy may be supplied to SQu ID Headquarters . The manuscript

should be typed on a good grade of 8½ x 11 bond paper with the

margins spaced as indicated for the multilith plates for Semi-

Annual Progress Reports. (See paragraph I.D.l above).

Corrections must be made by “stripping or by pasting the

corrected material over the original. All graphs and photo-

graphs should be prepared in accordance with paragraph III .C.3

belcw . At the request of the author , the entire original manu-

script will be returned by SQUID Headquarters with a minimum

F delay so that it can be used for other purposes if required .

Carbons or other reasonable legible copies of the manuscript ,

I 
/ together with the letter of transmittal , should be sent to the

Power Program of ONR and to the ONR Resident Representative at

• 
:-‘ Purdue Uni versity as indicated above in paragraph III.A.l.

r 3. Nonreproducible Copy: In the event that it is not possible for

the contractor to use either of the two procedures described

above , SQUID Headquarters will accept one legible copy in any

~ -
‘ 15
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form wh ich will be used in retyping the manuscript for multilith V

reproduction. The manuscript prepared by SQUID Headquarters

will not be returned to the author for proofreading . Rathe r,

the SQUID Headquarters Staff wi l l  proof the reproducible manu-

script in a reasonable manner prior to reproduction of the

Technical Report . In addition to the single copy supplied to

Project SQUID Headquarters , legible copies , together wi th a

copy of the letter of transmittal , should be sent to the Power

Program of ONR and to the ONR Resident Representative at

5 Purdue University as outlined above in paragraph III.A.l.

4. If any contractor wishes to supply SQUID Headquarters with the

full number of printed copies (circa 275 copies are required),

V 
arrangements for this procedure can be made.

Orindarily, immediately upon receipt of the manuscript , SQUID Head-

q~~’ters wi l l  write a letter to the author with a carbon ~o the Office of

Naval Research approvin9 the proposed publication plans. This letter is

not an official clearance but it is sufficient basis for the author to

proceed with his publication plans. If he hears nothing further from the

Office of Naval Research , he can assume that the clearance has become

official. Meanwhile , there is sufficient time between submission of a

) paper and its actual publication so that the government can intercept it

if any restrictions so require .

Note that the manuscript may ~e submitted to a journal at the same

time but not before copies are sent to SQUID Headquarters and to the ONR

Offices. The letter of transmittal to SQUID Headquarters should state

the publication plans of the author , i.e. , the journal to which it is

being submitted or the meeting at which it is to be presented . When

16
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publication has been effected , five copies of reprints should be forwarded j
to SQUID Headquarters .

In the event that a report is or becomes classifi ed , its reproduction

and distribution are subject to all the rules coveri ng security classified

information . Particular attention is called to the fact that under such 
V

ru les , release of ~j~y copy of the report to anyone must be authorized by

the cognizant military securi ty officer.

J B. Content

1. Summary and K~y Wor4 List: Each Technical Report shall contain

a brief , factual summary (unclassified) of 1 50/200 words along

wi th a key word list (technically meaningful terms or short

phrases) to characterize the report and to be used as i ndex

entries for cataloging. 
V

2. Report Body : The principles of good scientific writing should

be well known . There is no need to labor them here . Suffice

it to say that Project SQUID strives for high standards in the

research which it sponsors . The results of such research de-

serve high quality reporting.

) Ordinarily there are three kinds of technical reports. The first

J and most usual case is a paper which will be delivered at a meeting or

submi tted to a technical journa l for publication. For SQUID purposes ,

the manuscri pt of such a paper is reproduced and distri buted , as is, in

accordance wi th the procedure previously outlined .

The second type of report is written specifically for SQUID distri-

- 
--, bution. It will be necessary to write such a report only when communication 

-
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of the results will not be accomplished promptly by a technical paper or

in some cases, a thesis (see below). The occasion for writing a technical

report specifically for Project SQUID may arise for several reasons . The

information may have securi ty implications. The results to be presented

may be of an interim or preliminary nature . The content may not have

sufficient novelty or genera l interest to be acceptable by a journal.

There may be circumstances forcing an extended delay in the preparation 
V

— 

of a forma l paper. In any of these situations , the Project SQUID investi-

gator may fulfill his reporting obligation by preparing a report which

will be reproduced and distributed in the same way as the manuscript of

a technical paper is handled for SQUID purposes . The author has more

latitude with respect to length and detail than he would normally be per-

mitted for a journal article. He may be somewhat less formal. However.

he should observe the usual requirements of clarity and neatness.

Frequently, the first description of research results appears as part

of a thesis or dissertation. Usually, these results are subsenquently

embodied in a technica l paper for journal publication. When the technica l

paper is prepared within a month or two of the thesis completion , SQUID

Headquarters prefers to use the manuscript of the paper as a technical

report. If there is to be a long delay in writing the paper , and if the

thesis itself is not longer than ninety pages , then SQUID Hea dquarters

will accept copies of the thesis as Technical Reports . If the thesis is

longer than ninety pages and if a technical paper on the research will

not be forthcoming soon , then it will be necessary to write a report which

contains the essential material in the thesis. The main reason that

theses longer than ninety pages are not directly acceptable is the cost

1.
~ .
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of reproduction . If possible , a copy of the thesis or dissertation

resulting from SQUID supported research should be sent to SQUID Headquarters

and to the Power Program of ONR when it is not to be issued as a Project

SQUID Technica l Report .

C. Format

The requirements for format on manuscripts of Technical Reports are

not so stringent as for Progress Reports . As in matters of content, in

order to avoid unnecessary labor in manuscript preparation , such as re-

typing, Project SQUID is happy to adapt its requirements to be consistent

with those imposed by other uses to which the manuscript may be put. The

following rules should be observed . Most of these are consistent wi th

what other prospective users of the manuscript would require. Reference

to previous Project SQUID Reports issued from Purdue University , West

Lafayette, Indiana will indicate the desired format.

1. Acknowledgment: Acknowledgment of sponsorship is a legal

requirement under a SQUID contract. The following statement ,

or its equivalent , should appear in a footnote on the first

page of any published article based upon work supported by

Project SQUID funds . (In the case of reports which will be

reproduced and distri buted only by Project SQUID, of cours e,

such a statement is not necessary.)

• “This work was sponsored by Project SQUID
which is supported by the Office of Nava l V

Research , Department of the Navy , un der
Contract N000l4-75-C-ll43, NR-098-038.
This document has been approved for public
release and sale; its distribution is
unlimi ted.”

itt
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2. Text: Copy should be double spaced and prepa red in accordance

with one of the procedures described in paragraph III .A. above.

3. Figures : Graphs , drawings , photographs, and tables should be

page size. Although not mandatory , it is desirable that they

be arranged such that they can be easily read when the page is

oriented with the long dimension as the vertical one. All

drawi ngs and figures should be the sane size as the rest of the pages ;

viz. , 8’~ x 11. There is no provision for enlarging or reducing

off—size figures to page size. Undersized figures , of course ,

I
t can be pasted to a standard size page if they can be read

adequately in their original size. Photographs must be high

contrast , glossy prints . Properly prepared screened half-tone

negatives will be acceptable in lieu of the glossy originals.

Line drawings should be clear and in high contrast and prepared

on a transparent vellum paper. High contrast line negatives j
(film) will be acceptable in lieu of original vellum copy.

4. Length : There are no absolute requirements in the matter of

length. However , brevity is desired consistent with a full

and fair presentation of the material.

I .

I
I -

ii.
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IV . FINAL REPORTS

The Final Report on each Subcontract of Project SQUID research is

F a contractual requirement. It should comprise a summary account of the

overall history and achievement of the program which has been undertaken .

F It is due at the end of the last fiscal year in which support has been

authorized for each Subcontract.

Scientific progress in the research program is presumed to have been

adequately recorded and disclosed in appropriate Technical Reports. For
I’

an account of the research in the Final Report , it is sufficient to

reference the Technical Reports which have been prepared or which are

forthcoming. Final Reports do not receive any widespread distribution .

Consequently, detailed reporting of technical achievement therein is

likely to be wasted effort in respect to the scientific community . Con-

F. verse ly ,  there is ftiformation required in a Final Report which is of little F

or no interest to others than the sponsors. Therefore , it is requested

that all accounts of technical progress be in the form of Technical Reports

(see previous section ) and that Fina l Reports contain only brief state-

ments of technical accomplishment together with reference to said

Technical Reports.

I 
) There follows a listing of the i tems of information which should be

included in the Final Report on each subcontract.

1~~

• A. Identification V

The contractor , Subcontract Number , and Title should be indicated .

Pr

V 
-

. 21 

V - - -
~~~~~~~~~ ~~~~~~~~~ ~~~~~~~~~~~~~~~~~~~~ ~~ ~~~~~~~~~~~ .-



_ _ _ _ _ _  - 
~V V V •~ ._~ V ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 

~~__•• ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

B. Duration

The initi ~ 1 and term i nal dates for the Subcontract should be given .

Normally, these dates will refer to Project SQUID Fiscal Years . When ,

for some reason , there have been extended periods of inactivity , some

indication of these would be in order.

C. Cost

A statement of the total amount of money allocated by Project SQUID

during the entire course of activit y should be given . If the work has

been supported in part by funds other than those from Project SQUID , the

sources of other funds should be given together with an estimate of the

• relative proportion of total support afforded by each sponsor.

D. Participation

The names of all investigators who have contributed to the research

should be given , the approximate proportion of their working time which

they have devoted to the project, and the fraction of their salaries

which have been charged to the contract. When students have been employed ,

the degree for which they have been candidates should be indicated . In

I 
l addition , there is desired a statement concerning the applicability of

the student’ s work on the contract problem to his thesis or dissertation

assignment.

E. Object

A brief statement of the purpose and goal of the investigation

should be stated.

• 22
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F. Achievement

A summary statement of the progress toward the goal should be

presented along with a list , exclusive of progress reports, of coninuni-

cations which document the investigation.

G. Future Plans

If future work along similar lines is contemplated , an outline of

such plans would be appreciated , along with an indication of expected

sponsorship. Recommendations and suggestions for future work by others

will be welcomed.

V As long as the information above is included , no particular require-

ments on style and format are sought. Brevity is encouraged and , in fact,

a simple outline—summary will suffice. Five copies of the Final Report

should be sent to SQUID Headquarters for appropriate distri bution . These

can be carbon , ozalid , mimeograph , hectograph , or any reasonable legible

reproductions.

I

1~~
.

- 
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GUIDELINES FOR

REPORTING RESULTS IN JOURNAL S AND CONFERENCES

A. The results of research descri bed in reports to Project SQUID

Headquarters will be published as Technical Reports as descri bed in

Section III.

In order to present such results in a journal article or at a con-

ference, the following procedure is recommended .

(1) Send a request to Project SQUID Headquarters for approval to

present such results along with five copies of the text of the

paper or its abstract.

(2) Proceed wi th the publication fol lowing the receipt of approval.

(3) If only an abstract has been sent, send as soon as possible

five copies of the full text of the paper or talk.

8. In some cases , it is possible that a technical report -is not

i ntended to be published and a presentation may be planned in a journal

or at a conference.

In such cases also, the same procedure should be followed as under

(A) above and approval obtained from Project SQUID Headquarters .

j In case of any doubt in regard to the foregoing, a check should be

made with Project SQUID Headquarters before presenting results of research. 
-
~

I
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CHECKL I ST

V SEMI-ANNUAL PROGRESS REPORT

Date Due: 15 March and 15 September

Copies: Multi lith Plates

Length : 3 to 5 pages

Format: Identification
Introduction
Discussion
Notes and References

Type: Elite (small)
Doubl e space
Clean type and new ribbon

Correction: Use special eraser with care. Retype page when large
corrections are required. Do not use opaque and do not

r 
ma ke “paste-ons.”

Margins: 1½ inches on top and sides
1 inch bottom

Figures: None, if possible
If essential , complete all l ayout

~~jnation : Write in pencil in the upper right hand corner

Disposition : Send to: Project SQUID Headquarters
Chaffee Hall
Purdue Uni versity
West Lafayette, Indiana 47907

I
NOT LATER THAN 15 MARCH

NOT LATER THAN 15 SEPTEMBER

‘

* .
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CHECKLIST

STATUS REPORT

Date Due : 15 October each year

Copies : Mult ilith Plates

Len~~!: 1 or 2 pages

Format: Con tractor
) Subject

Principal Investigator
Support Level

(From start in years)
— (past year)

Objective
Significance

V Progress
Future Pl ans
Publications

Elite (small)
V 

Sing le space
V Clean type and new ribbon

Correction : Use special eraser with care. Retype page when large
F corrections are required . Do not use opaque and do

not make “paste-ons”

Margins: 1½ inches on top and sides
1 inch bottom

Figures: None

Pagination : Write in penci l in upper right hand corner (if more
than one page)

- 
Disposition : Send to: Project SQUID Headquarters

I, - Chaffee Hall
Purdue University
West Lafayette, Indiana 47907

4*I V

V NOT LATER THAN 15 OCTOBER

~~~

-
Vj
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CHEC KLIST

TECHNICAL REPORT

Da te Due : On or before date of submission to journal or
symposium whenever material warrants publication .

Copies: In accordance with one of the procedures outlined
in paragraph III.A. of this document.

Di sposition: Reproducible copy to Project SQUID Headquarters ,
Chaffee Hall , Purdue University , West Lafayette,
Indiana 47907.

One (1) copy to: Office of Naval Research , Resident
• Representative , Purdue University , West Lafayette,

Indiana 47907.

One (1) copy to: Office of Naval Research , Power Program ,
Code 473, 800 No. Quincy Street, Arlington , VA 22217.

Above disposition must be made by the tine of submission
to journal or meeting.

Length: Arbitrary .

Content: Acknowledgment of sponsorship.
Abstract (on separate page).

F Key Word List.

Figures: Oriented with bottom along short dimension , if possible.
Photographs: glossy prints or screened halftone negatives .
Line drawings on vellum or line negatives (film).

Typ~: Clean. V

) Corrections: In accordance with procedure selected .

Pagination: Pages should be numbered at bottom , centered on line 59.
All prepages (i.e., title page , table of contents, list
of illustrations , etc.), if included , should be numbered
with lower case Roman numerals. Page 1 (Arabic numerals)
should start wi th fi rst section of text.

Report Number: Report numbers assigned by Project SQUID Headquarters .

Reprints: Send five (5) to Project SQUID Headquarters when avail-
able to author.

~
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CHECKLIS1I

V 

FI NAL REPORT

Date Due: Termination of Project SQUID subcontract.
— End of last fisca l year of Project SQUID support .

Copies : Five (5) copies.
Carbon , ozalid , mi neograph , hectograph , or any
legible reproductions.

Len!g~~: 
Brevity encouraged.

Content: Outlined summa ry wil l suffice including:

Identification
Duration of Subcontract
Cost
Participatio n
Object I H
Achievement
Future Plans.

Dispositio n : Send all five copies to:

V 
Project SQUID Headquarters
Chaffee Hall
Purdue University
West Lafayette, Indiana 47907

t I

I
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CHECKLI ST

JOURNAL ARTICLE OR CONFERENCE TALK

1 . Have you sent five copies of article or talk or at least an abstract
of such an article or talk to Project SQUID Headquarters?

2. Have you written to Project SQUID Headquarters for approval to
present the article or the talk?

3. Has approval been received?

4. If the complete text of article or talk has not been sent to Project
SQUID Headquarters prior to receiving approval , have you sent five
copies immediately the complete text is available?

I

II
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%ECURITY CLASSIF ICATI ON OF T HIS PAGE (113,,n D.i. ini.:sd)

b~~Dt~~~T WIIkAebJ TA~~~It~aJ D A 1 E READ INSTRU CTION S
V 

~~~r !Jr~ ~~~~~~~~~~~~~~~~~~~~~~ 1 ~ I ~~~~ ~ BEFOR E COMPLETIN G FORM
IV - REPORT NUMBER 2. GOVT ACC ESSION NO. 3 RECIPIENT S CATALOG NUMBER

PU-R3-76 _____________________________
4. T ITLE  (mid SubIltlø) 5- TYPE OF REPORT & PERIOD COVERED

Project SQUID Reporting Procedure Subcontractor Instruction
Manual 1976-

I. PERFORMING ORG. REPORT NUMBER

7. AUT HOR(.) S. CONTRACT OR GRANT NUUBER(a)

N00014-75-C-l 143
Project SQUID NR-098-O83

- . 9. PERFORMING ORGANIZATION NAM E AND ADDRESS IC. PROGRAM ELEMENT. PROJECT . TASK
AREA & WORK UNIT NUMBERS

- I I .  CONTROLLING OFFICE NAME AND AD DRESS 12. REPORT DATE

Project SQUID Headquarters October 1976
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IS. SUPPLEMENTARY NOTES
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