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PREFACE

This Guide establishes format requirements for scient ific and

technical reports prepared under contracts with the U. S. Army Engineer

Waterways Experiment Station (WES). Its provisions are mandatory for

contractor reports except where options are permitted .

Much of the information in Part I of the Guide was taken from

“Repro Copy Requirements for Technical Reports ,” published in June 1973

by Offices of Research and Development , Federal Highway Administration ,

Wash ington, D. C. 20590. The rest of the Guide was taken from “Guide

for Preparation of Waterways Experiment Station Technical—Information

Reports ,” Instruction Report O_714_1 , published in l971~ by WES.
This Guide was compiled by Mrs. Dorothy P. Booth , WES Environmen.-

ta.l Effects Laboratory , with assistance from the WES Publicat ions and

Graphic Arts Division . Director and Technical Director of WES during

the compilation and publication of this Guide were COL G. H. Hilt , CE ,
and Mr. F. R. Brown , respectively.
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GUIDE FOR PREPARATION OF

WATERWAYS EXPERIMENT STATION

CONTRACT REPORTS

PART 1: REPRODUCIBLE COPY REQUIREMENTS FOR FINAL
CONTRACT TECHNICAL REPORTS

Introduction

Purpose and scope

1. This Guide establishes format requirements for technical re-

search reports prepared as fulfillments of contracts with the U. S.

Army Engineer Waterways Experiment Station (WES). These requirements

are consistent with the provisions of \‘TES Instruction Report O—7~4-.l ,

amplifying some of them where necessary and specifying preferred choices

where options are provided.

Definitions

2. The following definitions incli’.de the requirements regarding

each item .

a. Reproducible copy (or repro copy) constitutes original
camera—ready copy (or equivalent ) suitable for o f f se t
reproduction . Specific acceptable forms and stan L~arJs
of quality are described in paragraph s 6, 7, and 15—lu ,
for text ; paragraphs 8 and 19—21 for illustrations ; and
paragraphs 26—29 for tables.

b. Front matter includes title page (Form DD l1~73); dis-
claimer; preface; suimnary; table of contents; list - of fig-
ures and tables; table of factors for converting U. 5.
tomary units of measurement to metric (SI) units; and other
introductory matter not part of the body ~f the repsrt.

c. Appended mater ia l  includes  l ist  of r e ferences , b ib l i e g—
raphies , and appendixes .

d. Ori ginals are Lhe papers be:tt’i ng t he m;trki ng~
; se 1 y

made by the  t y I LI IW r i t e r  or by the  Li r :L  f t  s rn: u )  ‘ s pen.  I’ l l
i l lus  t r ot  ion ar twork , unse r eenL ’d ~h I t  e )~~r u } } )  i c p r i n t
that  preserve tile ;I l a rpn l ’ss , ce nt  cost  , : I Isi  , L t l u s r  1’hor o1 ’ —
t e r i s t ic s  ci’ the  t n ’ g ot . i v I -s L lr  the oc i~~i n o l  fr  rn w h i c h
they were 111:111 ’ ( 11I5 equ i  v o l  1 - ! t t .  t I  L l r igi!I f Is .

NL ’j I r L ) J u L ’ t R I f ls  .0 I I ’ ( ‘ L I  TSa(II.’ by t 11’II I L ? I .V • X I - r ,  sr:I ph .v
dlasL) 

~~~~~ 
(‘100 .1 , print I i ) ’, or 1 1 ) 1 i I’ll I i~~n . I - e r  I III ’

_ _ _
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acceptability of reproduced material in repro copy see
paragraphs 16 and 11.

f . A turn page or broad.meas ure page is one in which  a t ab le
or illustration is of such proportion that it is best set
up to read parallel to the spine of the book . The table
title and figure caption or legend must be turned to paral—
lel the table or illustrat ion. The page number remains in
the conventional location and is not turned . (Further in-
struct ion s on tables and i l lustrat ions appear in para-
graphs 19—29 of th is  document . )

~~~
. The term volume designates an individually bound book.

Most reports can be accommodated in one volume each. Gen-
erally , when a report exceeds 1400 pages of repro copy (in-
cluding illus t ra t ions , tables , append ixes , and front mat-
ter), it should be divided into two or more vol umes , each
to be designated by a volume number (Vol I, Vol II , etc .)
as part of the subtitle.

Division into volumes should avoid splitting the main
parts of the report . For example, if the body of the re-
port requires one volume, then the appendixes can be
grouped in a second volume . Exceptionally long reports
may require th at each appendix , or each of several groups
of appendixes , be of one volume , or that individual parts
or groups of parts each be of one volume . Avoid , if
possible , splitting an appendix or part between volumes .
So far as feasible, avoid spl itt ing long reports into
volumes of vastly disproportionate size. For exlunpie , ‘it
is better to div-ide a 1450—page report into two volumes of
approximately equal size , or even into a 150—page volume
and a 300—page volume , than to divide it into one of 1400
pages and one of 50 pages.

Tabl es of con tents , lists of figures , and lists ot ’ tables
in mult ivolume reports shoul d , if feas ib le , inclulie in
eac h volume the contents  of all volumes. Where i nd iv idua l
volumes are produced consecut ively and the detai led cern—
tents and paginat ion of la ter  volumes are not known when
the ear l ie r  ones are prepared , the  later  ones should cum u-
late this  in fo rmat ion  so far  as i t  is available. When l u ”
ent i re  series of volumes is completed , i t  is recommended
that the  table of’ conten ts , etc . , t s r  the  en t i r e  Sen en be
pr in ted  as an e r n o t u r n  or addendum to Vol I , i f  that  vs 1 dIne
has already been p r in ted .

Do not designate ind iv idua l  volumes of inultivelume cc—
ports as “sect ion , ‘‘ “ p ar t .  , “ ‘c i l o l t e r , “ or other kinds of’

s u b d i v is i o n . Even i t ’ t he  vs I l in e c o n t a i ns  hu t  one p or t
or one append ix , i t .  is st i l l  i s  I I ’  h - s i g n a l  ‘II as a vo lume .

For I r ( - a t . m L ’n t  o f  ~~:tg i not . i l ) )  l in t t r i l l  m a t t e r  c l ’ mul i vo l—
Iliol - n - p ) I . t  5 , La— I’ l I a r a g r al i l s  10 a n j  H of  h i s  I l I l L ’) i l IL d l l

—— -a~ - -- - - .  - - -  -~~ -- ‘~~~~— ~~~~~~~~~~~ ---~~~~~~~~~~~~~~~~~~ -



Format and Physical Characteristics

Dimens ions

3. Standard trimmed size for WES technical reports is 8 in. hori-
zontal by 10—1/2 in. vertical . Repro copy may be submitted on conuner—

cial standard size paper (8—1/2 by 11 in.) or on somewhat larger stock ,

but it will be printed on the 8 by 10—1/2—in, standard Government—size
stock. To provide for adequate margins , the typed matter must not ex-
ceed 6 by 9 i n . ,  including page numbers and running heads . These maxima

apply to all pages , regardless of content . (See Figure 1.)

4 .  As already noted, repro copy can be submitted on paper larger
than 8 by 10—1/2 in., but all pages must be submitted on stock of same

size.

5. Foldout pages are permitted if necessary , but are not desir-
able. Special arrangements for them must be made by the Contracting

Officer ’s Representative . (Facing—page spreads may be used, but proper

instruction to the printer must be furnished to ensure accurate

registration.)

Physical form

6. A repro copy shall be made for every numbered page in the

report , and will contain text , figure and table captions , running heads ,
if any , and page numbers . Illustrations and tables to be reproduced in

the original size will appear in place on the page . Others will be sub-

mitted separately , keyed by number to the proper page , and with the re-

quired photographic reduction noted thereon .

7. The preferred physical form for repro copy is substantial ,
opaque , clear , white litho—coated or matte—finish paper* with  the image

material (text or line—type illustration) in opaque , clean—outlined

black , on one side of the paper only . Since WES technical publications

are generally restricted to black—and—white reproduction , originals in
color are accep table only to the extent that they can unques tionably be
reproduced satisfactorily in black and white. If color reproduction

* The paper must not carry tile name of the c o n t r a c tc r .

5
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i’ii. L;t line ot’ type of text or title ci’ mar 1 ’ in  of 1 ilus t~’at ion .

I
6” ‘ I  ~

“

‘.~n~x i l n Unl extent e I’ t YP( ’ iL ’1’~ Pt or il lus tra ti  i l l .

F~ u’ I Number 
—

Fi fli 1~~I I . 1-ieeommended iVI ‘ r i g  - I i  men~; ~ ens t e n  I ’ d  ~~~~

(5
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in ; absolutely essential , special L I I I I J V 1 1  for i t  must be r equest e i  from

the CotItr;ic tillg Officer ’ L~ ;\ c p r e s e l it a t i v-  . Notations , gu t dei liies , in-

structions to the printer , and other auxiliary matter on the copy which

are :iot to be pr inted must be in nonreprodu c ibl e blue .

8. Black—and-whi te  glossy photographs adequat ely cemented to the

paper are acceptable. They should be at least 14 in. square in size. A

~:o~- licate set of the glossy prints , unmounted but adequately ident ified
t o  :;ltcn those mounted, will also be required .

9. An acceptable alternative to the above is negatives mounted ,

1 ~~, t ’~ platemaking . If the contractor uses this alternative , all

~ages must be submitted in this form . This acceptable form of repro

- ‘aisiot. be combined with others . The contractor must also submit a set

I i ’ positive (black—on—white) prints made from the mounted negatives.

Ia~~i n i t  i o u

10. i-i~ ccpt for t i t l e  page and covers , all pages in the report must

be numbered. Unless the report has been designated for loose—leaf for-

mat , the 1’ollow i ri~ number se ries will be used :
a. Consecutive Arabic numbers for  text , list of references ,

tub’ es , lh} lot cgI .aphs , and plates.

b. Alphanumeric c )mbinations for appendixes. For example ,
in Appendix A , the pagination would be Al , AS , and so on.

On every page , the number mus t appear centered in the  bottom of the

text j age , next to the bottom margin. Dl) Form 11473, Id 1 11’t Documenta-

tion Page ( t i t l e  page , front and back), is always cons iJl -nc ,l te be

pages i and ii , but is not numbered. 1-fence the l no ; ;t  m a t t e r  f c 1  L W  1fl5

the title page is always page 1. Page 1 of the  ho ly of the la- I - s r i i ’isi

a l w a y s be numbered . Sect  i o m ; s  may beg in on e V I S I l —  or o S 1 0 — l ~Ul’1h ’l’ e i  j l ; 15e5.

i i i  mult ivolume report.s , pagination starts anew with cod ; vc~ dm1 ’ .

11. Loose—ie;i t’ t’L f l S i t  i s  not I c c e l t ib  I c  wiless ,~ 
; st . i l ’i  s h’. 10~

c - Is ‘ s spec ii requi r oment  s or t ’u i n ’  t i o n ; -  ( fo r  e .~~o;I - 1 the n j O S ’ ‘ s

t ’u z ; ct  ion is a manual or operati 115 do cu m en t  s i i l ’ , ec t  to c o n s t a n t  ch lOe

y I n  a I n o l o n g e d  ~en i od , h I l l w i t h  ~ t n1  c L  l y  co o t  n o l  1 &oi c i r cu l  - i t  o n )

Loose— 1 c i i ’  f o r m at  ii i;; I b ’  1 f l j  101 , - I  by t t i - C en t  n i t  i i i ’ -St ’ ’  i cer

I - ‘ p n ’ I o l t . ; L t  iVe .

_ _



Text R€ lui renlent :;

Method of product ion

12. Text ma t t e r  may be ei ther  typeset ( “ h u t ” or “ c- : id ”)  or i~~~ J I  I

using typewri ters  that  can produce copy ;iccept .- d - i e  as r ega rds  u n i f o r m i t y ,

color , ne at n e s s , and legibility . No objective standards regarding tk ll ’se

attributes can be presented here . However , Ii genera l , electric type-

wr i t e r s  equipped wi th  p l a s t i c  or paper c a r b on— c o a t e d  r ibborl  a re  capub i

of producing acceptable copy . Typewriters using fabric ( re u sab  ) id tL —
bon call make usable copy only i f  the  r i bb on  is l r L l c i y  I noed ao l  m i s t

too worn ;  the impressions are uni i’~: F;;, , is is true 01’ elect n c  type—

wri te r s  in good a d j u s t m e n t ;  and the striking faces ot’ L b 1  key;; ore kent

clean . However , constant  v ig i l ance  is r e q u i r ed .  As for manually oper-

ated t ypewr i t e rs , acceptable  copy is p oss ible , but v a r i a b il i t y  is

likely to be too gr e a t .

13. Copy produced by computer—control led typewri ter s  or hi gh—

speed printers is acceptable provided it is equivalent in a p p e a ran c e

to that produced by t y p e w r i ter s  equi pped wi th  carbon—coat-es ribbon.

Copy produced by c o n ip u t e r — c o n t r o l l e d  machines equi pped with fabric rib-

bons usually is not satisfactory for offset printing .

114. Correct ions  made in “cold ” composition or typed rep- nc copy

must not compromise the quality of the final printed roduct. Correc-

tions made with white opaquing fluid are no t  acceptable becaus e of the

fluid ’s unreliable opacity . Care ful  erasure , patch ing, and correction

nix’ s less risky in this respect. Corrections made on machines equi li I ’d

with inked fabric ribbons are par t icular ly  vulnerable to celon chiam;g er

caused by ribb on wear.

15. Variations in color that W i t )  c a u s e  no t  I d  a b l e  d i s c r e p a n c i es

in the  f inal pri nt ing are not acceptab le .

it .  LeI nc l u ct i o n s  may be used fo r  t ex t  m a t t ’ n  r c i l s, 1;i cihles  o i l y

when of high enough quali ty to mak e the  t ’i n ll printing esoe i;t  i a l ly  10—

hi ; ’tinguisliabie from co~~y l r s Lo’ I~~h as h ’ - , c n i b e l t  e a r l  l e n  in  this sect i - n .

hepr ’ - m u c ~’ 1  mater ia l  115 1 in L i i  I ; ’ way ;i;~~st  be s h o r J I y  o L t  I l l - u .  w el l

co t oned  1111 1 con t r a s t e d , w i  I t i Ot  f i - i w ; , h r - - i s , him f - a t - c h I c ; ; . st I l  i l l ; ; , or

______________ - - -~~~~~ -—---— —~~~~ —~~ --~~
- — - ‘
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spots , and close enough iz~ color to original  material in the reproduc—

ible to make the final produc t un iform in appearance. The responsibil—

ity for approving the use of reproduced material in this  way rests wi th

the Contracting O f f i c e r ’s Representative.

17. Translucent prints  (such as VanDykes) intended for diazo

reproduction are not acceptable as offset repro copy .

Copyrighted material

18. If the report contains copyri ghted material , the contractor

is responsible for ident i fying it , including a footnote giving credit

to the copyright owner , and obtaining documentation of the owner ’s per-

miss ion for its use. The documentation must be submitted to the Con-

tract ing Officer ’s Representative .

Illustrations and Tables

Illustrations

19. Photographs and line drasuf ngs may be numbered in order of

mention and appear as fi gures within the text if they are considered

necessary to in terpre ta t ior.  of the text ; otherwise they will be placed

at the end of the report and referred to as photos and plates , respec-

tively, with separate sequences of numbers . The same rules ap~-iy to

illustrations for appendixes ; alphanumeric identification will be used

that is composed of the appendix identification letter plus consecutive

numbers (Figure Al , A2 , Photo Al , A2 , Plate Al , A2 , etc.).
20. Artwork must cons i s t  of ori g inal work ( i m ~ ’i 1 1 1 1 1 5  Sri f i f l h l t as

- l i s t  i~igui -;he;1 f rom screened phiotograpn;; ) . While  xenogrltnhy may be u s - -i

in  preparat ion of the  artwork , u s i n g  a xerographic p r i n t  or a I - r ~ nte1i

clipping in place of prepared ori ginal ar twork wi l l  requ i r e spec ial

permiss i mi f rom the  C o n t r a c t .  i ng O f f i c e r ’ s i lepres u n t - It I V ’ .

21. Trans I iir~ nt, pr i  ~ t s  i r i t e t l d - i  f - s i ’  diazo re~;ro1uct I II ar e ti - OP

ac- - I t able for l ’foet p r i n t i n g .  However , t h i s  r e s t r i c t i o n  h I S S  n- i.

‘ L f J 1 ~’ to o rig i n a t  1 rawimigs on vellum . I a r a 4 - i ’ ; t p h i s  0— 8 ore ;; ’ ri be the

j liy;;ical fn -s ,’r ; t,ation of t i - l u  t ables  t i m i h  t ’igu ma - s.

~-?i ’ . i-v  i.y I . ]  I i . ; l ,r ; i t io n  ; ; i , ;t nave -lit le;i;;t ~I t ~~ i - ’ ’ h d r h - f t - F o n d  



wi;i ch calls it out by number. Every illustration mus t have a legend or

caption. An example of a figure caption with appropriate capitaliz;i-

tiorm and punctuation appears below :

Figure 143. Functioning of d is combobulator in
f i r s t  phas e ( s c h e m a t i c )

:d~te that the figure type appears in parentheses at the end of the cap-

tion . While not essential, this is a desirable feat ure and should be

appiied where appropriate.

23. The caption as printed is always centered below t h e  f i d l i r a - .

( I t  will be locatel  ~t i t h i n  the boundary of a p l a t e . )  The c a p t i o n  for

t ’veny f i~~ure must be w i t h i n  the tex t  page are;i , never  in the  m a r g i n .  It

must od’peai’ at the bottom of the  f i gure , and will tuiI’ n h-L e re be J Itral tel

t o  the l ines  of the text where the fi gur e  is lx~~r i ght  . It’ the t ’i ~~ur e  is

parallel to the b ind ing  of the report (t s r ; ;  page) ,  the  top of  the fi g-

ure will be to the left ol’ a reader holding the report in ui ~o ririal Ft’O i—

lug attitude (binding vertical). The c a p t i o n  wi l l  then be to t h e

reader ’s right (bottom of the picture ) parallel to the binding .

5i~. I l lustrations ( w i t h  captions ) may appe;ir  on t h e  same ja1~e

wi th  text , except on turn pages. The caption must ro’vt- r be so d i s ; - I - ;y I - h

as to be confused with text. Spacing and typ o style on s i oe can h I -

employed to prevent this confusion . However , in the  r h- I - n t  bid pr ln em ,

captions mao L be in the same s ise and s t yl  t- for at 1 ill;;; - - I ra~ i - 1 i ; ’

25. The contractor is responsible ton e n s l i r i  mi g t h a t  cob v”ugh i ‘ -

illustration material i s  properly credited , and that - i - - - ‘t on -n gr tm; ’ 1115

pCflhiidS ion to use the m a terial  have been submitted to t n t ’  n t r ’ ~ ‘ ‘ j oe

O i l i e r ’ s I t e I ’ r I ’ ;b e n t a t i Ve . Cr’- - 1i t~
; may U .- trt - - - i l e 1  as p a r t  u :  i i  

~~
‘ 01

or as 1°- - t n ;  1 5 - 5

T’ble~

- ‘ I - . Table;.; mnu st f i t  i n t - -  . 111 ;  f s  - fsIl5e LI i m ; I e l I ; ’ 1.1110 ; ‘ o ‘ u ’ - I - - - i

‘an i - -r . ‘l ’ ’ib I l’s may h’ - j i l l t I  I gn’ j 1; I v u ’ - - h n  1 ‘ ‘‘ a lax’ — - ‘ ~r 1 1 , - i ;  - ;

; ‘- -c , t i l l ’  I ”  ‘ i i . ’ - .1 ty f l ’  l i s t . be I - -e i s le.

. 7 .  Lv . r~ tab I ~o m u u ; m , ; t u n i v  , ; i em ’ -. - I s i n , h u ’ t ’  1 0 - I  ~ ‘, ;. ‘ i s

L - 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
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set up at the top of the tabl e, as shown below :

Table 29

biscomnbobulator Output Variabilit’~ With

Changes in Ambient Temperature

28. When a t— LU I L- uccu fien ; more than one page , each succeeding

page must Ull’ c a p t i o n ed  with the table number and the word “cont inued”

in parentheses (but Wlt .huut lu o t a t i o m i  marks) following the table number.

The t’inini l h uge will hI’ the som e except  that. the word “ concluded ” w i l l  be

used rather than “c, t it , 1 1 1 5 - - S . ”

29. The r equ ir t ’ muit ’u i t s  s~~f ; y i n g  to f i gure nuinbers apply also to

table numbers . The requirements on copyrighted material also apply .

Other requiremnents t’or table ca~ t.lons are similar to those for figure

captions.

_ _ _ _  —— --- - —~~~~~~~~~ -- _ _
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PART II: FORMAT AND STYLE

Components of Reports

30. The principal components of a W~~ contract report (tho~~ h

some reports may not contain all of them ) are :

a. The cover. *

b . DD Form 11513 (Figure 2).*

c. Preliminaries .

d. Main text or body of the report .

e. References and/or bibliography .

f .  Tables and illustrations .
~~~
. Appendixes .

h. Index .

i. Facsimile of library catalog card .*

Preliminaries

Order

31. The preliminary pages or sections usually included in WES con—

tract reports will be arranged in the following order. Those that are

optional and those that are mandatory are so indicated.

a. Notice concerning use of trade names and manufacturer;;
(mandatory when trade names or manufacturers b i d - c i t e l in
report).

b. Summary (mandatory).

u .  Preface ( m a n d a t ory ) .

d. Table of c In t em its (mandatory).

so. L i st  ot’ tables Necessary only when miunIeu’o s’

Tables and/or ii lus trat iom is
t l ’ m ’ l I I I ’d “li  ~;iu ” ’;; ”) bide im ;t egm’:il I ’ l l

in te xt ; otherwise om’i lV 1, - ~l -S
numnbe m’ of’ TabI so;  ‘, I I ;  - ‘ ‘ , i t ;

I’. List, of ilJus nbLt .ions Pint so;; u s - s - h  i l l  ; ; t; , wn i i i  c~~~;l  c u t  5 .

* ld ~’ ‘ J i l t  u- - I  by WI- it . Cont n o ’  I - -n  inns t- f - u -i ’ i i . ’ h r t o t ’ ‘ i t . ; t m ’ s ’ I. - I ’ -~ 1 -  -

250 w - u - I ; ;  - -  be ) i . h - ; I  on DD f orm ~l l73 .

,1 s
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S E C U R I T Y  C L A S S I F I C A T I O N  OF P *G I  A ‘j ,.,,

REPORT DOCUMENTATION PAGE
I REPORT NUMB E R govT A L’ C ESSIOI4 50 3 A l  d RI E R  V ’ S C A T  A L I S S  A a 4 3 111 U

T I T L E  s.d S.blItIe) S I 5 P 1  OF 141 P O R T  A U I  R I , ) I -  ‘V I  f I l l ’  
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• P E RF O R M I N G  O R G A N I Z A T I O N  NAI,I I A N ,  A D D R E S S  
- a 1’ ISCl S A M  I L  M I NI  PIl1’ b ‘

£14 3 A N W O O F  ( N I l  N U M I S I

I I. C ONT RO L L I N G  O F F I C E  N A M E  A R C  0 7 0 0 1 0 5  ‘ P l I ’ a U ’ O A ’ S

1 N~~’U I4 1 IS lIE P A , _ , 1 ’ .
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~~~ . ‘fable 01’ la’.’uot’s for converting U. 11 . c u;;tomary Unit; of
measurement  to met r i c  ( t ; i )  u n i t s  ( mnand atory in m o ot
cas sos ; s e so ~-ar u g r b i j i l 1  ~I i )

h .  Key ( ; ; ouu ie  t i mule; ; mandatory , sometimes optional , a;; cx—
p m i  m i t ’S in f ’ ;t r;LgraJ II l  37) .

fo m I te l l  t,

3f. Trade urune ; ;  I I  ‘ . 1 ’. W ’ t -  com i tm’ ; i . c t reports will  not con t a in  ma-

ter ia l  that may be com l st - n us ’~1 ;is a d v e r t i s i n g  or th at impli es th at t i l l ’  t k - v —

ernment en’.iu roes Cd tavern ; a pr-_;11 Lie t or 5 eu’v i c t . r u i a n i i t ’ a c tu r e d  or provi usod

by a Li f - e L I  i fi  c -s ii~~~’ I  iol’ . i t ’ i t  is esLi  e m i t ,  m l  t ha t  t duds ’ name;; or name;; of

manumic t ma; no of mat -r i  n i l ; ;  or e ’ .f ; l  i pm u em i t  be given ( under Li ii~ as suinpt ion

that C er t a i n  p a r t s  of the r e l IC )  r t  a n t -  mu l e ; ; ; ;  i m i g i  t O O  without thea , or that

a Is - s c r l p t i o m i  i n c l u d e d  to avoid use 01’ the  t r a d e  name would l ;s ’ t- x ’.’ t- , ;—

;i ively long am id i r ivo i  Ve Il ) , n; u e i i  r °po rt will conta in  a -age n; i’ 1’ 1 ng:

THE CONilil h il tI OF Ti l l S  REPORT ARE NOT TO BE

Um~F2) FOR AD VERribING , PIJBLILATI ON , OR

l’kU i ’k) I 1 OkAl, l’UHI’OSES . CITATiON OF TRADE

1A 1.fl ’iu DOES NOT gQ; ‘ ‘1”i 1i4IjT’Jt’ All OFFICIAL i’tt-t —

1)UkSFS~ll,tN U OR APPROVAl , OF THE U1~E OF ttt C hl

COI’.UvIERCIAI5 PRODUC’rS.

~~. 1- xe ’. ’ l i t  ive w u mm u t r y  . An s~; xc ’.’ mi t i ye suommiary will b - inc luded  t -

g ive nor ’.’ informal,  ion on t he  c o n t e n t  o t ’ the 15 -f )’ . -u t. than  c ; im i be - u ’e ; ; I  S it e S

in the ;iL; ;tr:is ’t , en tered on t he  1)1) I” orm;i i14 -~’ 
~~. The ; ; ; u i ’ b r ; L d y  j ; ;  f ’ t ’ ( ’ f ’ i t ’ s ’ ’ .

f m ’  Lu ; l : t u ’ i ly  for  t l i s ’ b e mie f i  L of’ busy  exe ’.’ut ive s or i’o m~ ne I’s;x ’em ice work s-re .

i t  S I I ) l I i [ - I  be an int ”.~rm;i at , ly e ;iyll )f -Oi ; of thie un ;iiti b ’ .”Lv of the m ’ e f- ’.’ m ’t 11 ,_ I t

1;lt ’ m ’ C ’ l v  a s t a t  s ’u ; ; s ; l ; t ,  ‘ 11  tIl l ’ m’eOIli t;u ar id c -m ; ’ .’ l 5:1- m15 , not’ a 1 in ; t ~t ; 1~ 01’ w h a t

the I’ - ’ J ” .;t’t c ’jmit ,ai mi ; ; . It s ho u l d  Is ’~~’.’ u ’ I b ’ ’ in  a b r i e f , c’.t lis ’rs ’m it 1, 1151; w h y

t h e W I t - ;  Was d e m o ’  ( t h e  Ir obi i a l ! l )  t dn ’  Oll l5 ’ i l’ic u ;li’e ’ . s” or ,‘l , j s ’c t - ly e  01’

( i t s ’ st ~u .ly ; t i l l ’  st.’I t p e  01 ’ t b 1 ’ work  i f  - ‘ - n t i m m e m l t ;  wIi ;it W i ,  - m , t O ’  ( t  , ‘ , ;t

met_hod ’. - ; r ’  i m ; v ’ ’ o t : e , a t .  u m i ; i l  m uls ’ amis  11, 1 - 1 ) ;  an si  w h a t  W ; i ; ;  i I - ; s r m I S - , i  ( n s ’ ; ; t ~1t  1

;u i ,i s e n d I I ; ;  i o n s ) .  h - - c o ; l m m l e m l l l ; i t . J o m I ; ;  mbl ;ç4 ’ ;siso l I e  i m l ’ .’l;l~i’ - i  if iun ~ - I t  ‘ s u i t

enoug;l um . if t im , ’ l ; I t ,i l o n w in ;ije ;; I ,  I t n i  m i g  t i l t - m b ;  t~~’ tIm e ; ‘ .t  1 , u i t i o n  I ‘ - 1 1 —

;~I ‘n i m i l ’ O t i i d l b i !  ;; w I ;  - may m e a l 1 5 t h  Iv t i i t ’  , ; ; l ; ; ; u ; ; u u ’ , ‘t h e  s ; 1; ’ L ;; ; ; t i i ; ; ; l , O  i l l ’

; ;I ’l t — s ’ l t l l , ’ l s ’ u i t .  I l l  - ‘ u - h r to b -ni ’ , - its punt se. It m;s ’,’,’ .’s;Lr a “ ‘f -u! .’

in:’- ; s I  j o l t  [ ‘ m mli  t i l l ’  ho~ y h i ’ the ‘ ‘ j - , ’ m ’  t , 1t ;~ t it ; ;Im o siI - I I s V ’ I ’  - 

l i t 
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information not g iven iii the body ot ’ the report .
3 14. P re face .  The Preface should be used to e l i m u i l t i a t e  fro ;;; t i le

main  text and gm’o ;l ( ’  i n  one section all m u t t e r s  that  mm m u s t  ;s  f l f ’ e a m ’  in t i l l  -

m t - po r t  but are i rre ’Levamit  to and wou l S sit ’ t r u ’. 1 from t f i t ’ ( ‘t  ‘c l i  n 1 ‘;i t e x t

It w i l l  im i c l u d e  such i n fo r rmmat ion as au thor i  r,,al-i oI l , ( e dt  I i l t ’ m i t  dni t s ’ ; ;

lt nthft ’O 01’ WES ans i  u t i m  or pe n-s onnel who ac t  ual ly ;;t n t  I d  1 - l i t ’ .  ‘ ‘.1 in em . made a

t e chl m l 1 cal. ‘. ‘ o m i t ,  m~ i b u t io n  to t he  1 mi Ve n:  t Lg at .  I e l i  or report , t .It1 ’ author(s)

WE~’~ s l iJ ’ l ’rV i sory f i s ’m’ ; n l m l m l s ’l , and any i t , t ’t u;;l nt ’ i m~ ’d to u’ nt - , ’e m’ d or ; ; ,_ - k u ; i w l —

s’Jgrmleml t f I i r f ’ o ; ; t ’ .;. i i.  d o f l y r i  gh tt ” .i material h;i;; t h I n  I l L i e (  ed s m ’  u s - f m ’ . -- , m ; i ’ .’ed

the Fr II  fade will include a s t ;it  s -mc m i  t- that [111 rot i ;;s 1 em I t s i ; m , ; so t i l l ’  m u i ; ’ . t  t - n i  ;i 1

i ri s  bee n s i b  t uS m i t - l i .

~h . i’:tb l e  o t  c o t i t s ’ . m ; t,. and l i s t ; ;  -f  tabi  t’s ans i  I l l i , j s tm’atj uns.  Th ’.-

table of c o m t t  t’nt s w i l l  cord -am the  exac t  ti Li t L i  and  p;igt’ nwmmbers of :tl 1

the prelim inary St ’s ’ L L i i i ; ;  , and ;ii I I n t ’ l -  (01’ Chapt em’) title-s a m i d  pr i  :mlary

headings in t h e  mm iai n nt - f e  n t. and in the ;s ~ f l l ’rld i xenu . If the ~
‘ l ‘f so ut is so

short that i t  i s  no t. divided into Parts , t lie table 01’ doll  t t - m ; t , ; ;  wil l

‘ . 1 111 t a  i t t  the t ’x;i ’ .’ 1. titles and page I m l t m u lbe  ma; of t h e  e c u l  h e r ’  h me u ’ . i i  1150; a r id

O i ,i t - h e u t d i  mign; . Ir ’ lists of  t a b  I so ;; a n d/ or  ill us t m’ s 1, i on ; ;  rir~ is I ’ ll , t hey

will be ;t n n a n i g t - i in  n u m e r i c a l  o rde r  and t he  pr ml m ia r y  t i t - I  ~‘;; a u l l l  f ’a f s ’ m atmn—

bt - n;; of  t t i t ’ I W I  t ’s at i t l  t’i~~ureo will be givt - m I . ( i f  1 ( ‘1511 15 ’ ta O .s lon g

- 1 I ’s’.’t ’l f l t iVc t i t l e , ‘ .i m s l y  h i 1 ’ [‘I r;;t O1 ’ t i t , e i l L ’s ’ w i l l  [1’.’  given .

01. ; . ‘ m i v l -  n;; ion t u e  I C’ I’ ;; t ,ils le. All, 14 ;-I o e m ,  I- m a l t u ’ s ’~ ; t  ; i i ,  wit  1 t ’hi

L I .  5. ‘. ‘l l ; u t o m ; ; ; t r y  min i I , ; ;  0 t’ li l t -u ; ;  l i n t ’ I t ’ s ’ u;; l ’ S nun t c e n t ; ;  i m l ;;s ’lu ;I ’ lht  - n u l , ; of s ’ u —

vs ’r t  i l m g  th em I - ‘ t h e  m e t - r i ’ .’ ( d i )  ; ;y ; ; t  c m i i . I t ’ t h is ’  rI ’p n t ~ i S  ;‘ h l ’ . i r t  :t u;.I ,- ‘ I ’

o f  U. 5. un i t, ; ;  [ ‘1 W , m t ; s ’ t . m ’ i c  (~~u f  ) , - . f i i v i l s - m l t , ; ‘ .5111 be g i V t ’ m l  i l l

f - an  ‘ t ; t  I l - S I ’ .; im n m i e d i a t - t ’ ly  a t ’t s -n the Ii. ;1 , tin i t  . Ot - lss- r w I si’ , u t  s ’ t I ~~e u’ - m o m ;

;to t ’ m ’ , ; I - n h  I ’ will i s s ’  l4 ; ls ” .i ( ;ls ’s ’ i ” I , - ’ u i u ’ s ’  ~
) . ‘, ‘m ~’;’m’ ,; i’.’mi u ” ; , ’ t  - - m ’ , ; ;;h:tlJ l ’ s -

-S en m ’~~t ;;  A: ’ S-t I) s ’5 ; u ; ; i t  i o n :  H -S O — ’I. ’ , h - i t S ’ .’ l ’ r ; c !  1C I ’ - s - h  O~~~ ~5. ’ 

i n  Jun e f ’ ) ’ , ’ .

~
‘(. 

~~~~~~~~~ ~~~l I ’ll a c- ~~~ I m - ;t ’ . ’ I ‘s f ” .  - n t  ‘.1 ‘ ; ; , ‘ ‘, ‘ i t s ’ . ; I s ’ . ’ ; or l i - I l  i l l s ’ i~ s ; ’

m e ’  I I ’ i , ‘ - O i l  - ‘ m l ~i I  1 I ’ m .  t - V  } l ’  01 ( ‘5 u I - ‘ ; , , ‘ t l t ’ atit - i t . ‘1 ’  1 ; ; ;  5 ’.’ W c;  I - - - -

i’ - n , ‘1 ‘~~ 1 . 1 , 1  i v ’ ’ i t t  n’ - ; -‘ ; u ’ u 1 o I mi 1 ’ - ;  - 5  o l ’ I ‘ - - I t ’ I s  Li’ . - .‘ - ‘ m  w i l l i s - , ’ ~ l 1 ’ h ,  - t ’; - im

l 5 ; l I ’ ’  , . l~ i S i t ;  s ’ 5 , I I ’ ;l , t o ’ u ’ ; ; i ’ l ’nj nl. - ‘m’ ‘ ‘ - p i t ;, ’ o t  w i l l  -

[ I ’ n r ’  - I  t o  I I I  I t e x t  ‘ ;. ; “i ’ m - h i ’ ’ - ,‘‘ . ‘ L’’- 1 ht ’~~~~ , t ’ t  S , ,  S i t  

“ ~~~“~~~~~~~~~~~~~~~~~ —~ ‘-~~~~~~~~~ — -- -
~ ----- - - - - A



CON VER S I O N  ~‘As ”1’; - t i : ; , U ,  5. ‘ 1 ,  ‘ e iuAls ’ Y ” O - ‘ ‘ 0, t c  (;lj

LOl t ’i ’ ;i OF’ ‘f . ,’l;’ ; l } O ’ t . l ![’i

U.  5. ‘.‘ii ~
;; - ‘s tory U n i t ; 3  ‘. ,m~ ;:i, ’, s1 ;I i s’ , ’SIs ’Ol  uit ’sI i r s  I t i t ; ;  s’ s , ‘ r ’ ’  ‘.- i r i  be - ,_ i s—

ven t - I to metric ( ; l l  ) u n i t i  as t’o i l ow s :

Multiply ,~~~.

Li . o. ” i  - ‘ i  - i

t- ’ .~ im m ’.Is; (mass)  0. 14 ’,, so-i ’ - ’ . k i  1, -ci ’,irs ;

t” .-I ’.r - t s  ( u ’, ,s- ’. e )  per Lo i—s s ’ ’ ’ i u , _ ’ II 5,59’’. ‘~~5 I

l ’s ’, ’ ’, per ,- e -U, - m l ’ i 0, ~L 55 s t - t  ~‘ r ’ s; I ’s ’ r Ut’ s ’ -

Figure 3. Example of conversion factors  t ; i i l l , ’

designations will be defined in a Key (i.e. , a pag ’ l i s t i n g  d e s i g u ; ; ;—

tions of products and/or equ ipment tha t  should not be m u l e m ; t  ~~~~~ by l i l s , i l l s - ’

in the t e x t ) .  For the final report , the Key will be p r i n t e d  011 r e - I

paper; it will not be bound in thIl ’ r e p o r t  but will be humid—insert s.d by

WEB Technical Informat ion Center  ( r i g )  personnel  in  c oI ;i eo  of time m ’ s ’ f ’ ~~’ u ’ t

going to persons qualified to l ’ ece ivs - L i l t ’ Key . The Com l~ r;ictiu ig Ot u ’i—

cer ’s Representative will notify TIC which m’e’.’ i h s i s ’ m l t ; ;  sh o u l d  m’e~’e i V e  t i m e

Key. For identil’lcation purpose;;, the Key will ti -un t he  r epor t  r i ; i u i h s - u ’

and title centered at the top of the page . iIOlIl , ’ t i I l ss ’ .; aul authom’ at hi;;

option may use a Key ju s t (‘or the  sak e 01’ s int p l i c i t ,v or brevi ti . in

such cases , it will not be pri m i t e S  separa te ly  on m’ s ’d pit f” .’r’ , but, Will be

boun d in the report j u s t  before  the nmmain text.

Main Text or Body of C o n t r a c t f ie l - s ’ u ’ t

~l . The body ci’ the contract report wi 11 rlom’ uu ;;il l v  i l a v I ’ (lit ’ i ’ - 1—

lowing nluL ,_tor subdivisions :

a. An in t roduc tory  se c t i o n .

b. }~‘.u~ an ex~t e n i m u t s ’ m i t u t I  st u dy , a I I ( ’ ; S ’ m ’ l f l t  i n  01’ t l i s ’ t s ’ St :t f ’ -—

ls uIm ’a t us , rmjater’ials , ansi  I I I’ - ‘ 1 ’ e’.iut’e;’ .

s ’ . A , h i s d IiO ; ui , ,’ u I s ’l’ I ’ .’S’.’ t ’ i u ’ t , iOI l  01’ w h a t  w ;s . , ; don e , s u m  t
m l  t ’o m ’m ” i t  L s .Ol - in  n I s l i  1 t - ;;  ‘ . s I , t a  in t ’l.

- I .  An ;tm l a lv ; ; I; ; ot’ i m t - t ’rpl ’t ’ L l t t . i ’  mt oh ’ th e m’e ;’;;l I , ; on’ di tiding ;-

e . C’ -n t ’l us ~ ‘ . s m m ; ;  :0111 u” ‘ s ’ o m l l m l l I ’ m l , h I t  I 0115
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Introductory section

39. The introductory section usually contaIns background informa-

tion that the reader needs to understand the rest of the report . It

may include : (a) the problem that gave rise to the investigation being

reported; (b) the history or theory behind the investigation; (c) men-

tion of other reports or investigations on the subject; (d) the specific

purpose or purposes of the investigation ; (e) the scope of the investi-

gation ; (f) the reason for selecting the method of investigat ion;

(g) definitions of specialized termz; and (h) description of the plan
and content of the remainder of the report (this is usually necessary

only when the report is rather long and complicated).

Description of study

I~O. When writing the description of the test equipment and mate—

rials and the narrative of tests and results , the writer should ensure
that these sections are developed in a logical manner, that emphas is is

properly placed , and that the material is so arranged that all needJ,ess

repetition is avoided. If the author knows who his audience will be , he

may be able to eliminate details with which they are probably familiar .

For example, instruments , equ i pment , or processes that are very likely

known to the majority of readers need not be descr ibed; sometimes a

footnote telling where a descr iption of them can be found is h elj -l ’ai.

141. The information or resul t- s ob ta ined  may be pre;;ent.ed either

along with the various test or investigatory phases or in a separate

section following the narrative of each major phase. If a separate ;;ec-

tion is used , the writer should be careful to avoid repetition of t he

description of the tests. In a long report involving many tests or

phases , a summary of all results may be useful in reviewim ig and empha—

n; i ’.iing the most important findings fcr the reader.

Analysis

lr. A separate section should t I  ( 1 l ’ V  I . t . t  t o  t h i s ’  : t m I — t l y ; I o  or i f i —

terpretati~~nm ut re.;u ] to; in - ;r - t s ’r  to pr -v t I s ’ a s ’ I I ’n t t ’  u i m i i 1 ’ ’g i s ’: i l  ui ;—

I ’ d - i - t i l l  to the - ‘ - - i l l ’ ! ; l ; ; i or i s . 1i1 w ,von , in a ;; k tsi nt u ’ -- ~ r l  , the rI ’ ; ; ’l l l  ; ; or

r ; u n i i m i g ; ;  ;, ‘t.y b ’ -‘Lr l;t l y ;s- ii or i n t l - r ; m’ I ’ t l - l  ui. ;  i s - V  I t t ’ s -  it ,~ n -- - i~~’ ’ ; ,

e l i n u i i n - s t  ing t } i s ’ ~~~~’ ’ - - -i f - u ’ a ; ; s - ; ’ L m ’ -’ l  ‘ -  ;u e s ’t ii, l r .

1 7 
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C-j n ’.’J a s l o m i s ;  ar id  recommenda tions

143 . In w r i t i n g  the conclusions , the  author should bear in mi nd

the purposes of the inves t iga t ion  to ensure  tha t  they have all been cov-

ered in some way , ovem i  if negatively. Besides spec i t i c  conclus ion s , a

I i O c u ~ ;;iOfl si ’ addi t ional  work miee.Ie ,I to expand the knowledge obtained in

the ir iv e ; ;t i g ut i o n  may be inc luded in this section .

1 4 l 5 ,  5o~uieti uu ies it is b e t t e r  to submit  re counnienda t ions  st’pai’ately

Since when they are presented wi th the conclusolori;; they  t en i i  t,i l imi t

; ‘ . i ’ ; - i LclsL iom l of the conclusions to one specific problem , wh en ’;’.,; ttie

findings may be useful in solving ot h er types of problems . In somule

cases , vem’v gt ’ n i s ’naj  recommnend at ions  for application of the l’indirigs un:iy

be r :tade , ;Imi -i an example of s;~~’i i  an application included.

Refe dt ’ l i C C O l  to Source Material

t t ; V t ’ t - : The fo l lowing -sy u t e mu i of p resen t ing  bibliugm ’a~ h i c  in-
format ion wi l l  be used except in special cases as determined
by Idle Con t rac t ing  Of f i ce r ’ s Representa t ive . lie may elect to
s (ecii’y the -alternat e System described in paragraphs 145A
;uid 4 0 A .  If the Contracting Officer ’s Representative desires
the alt ernate system to be used , he will specifically notify
the contractor; otherwise , the systemn described in para—
g r;ipiis 14 5 and 1m6 will apply .

145. If not more than four l i terature references are cit ed in the

body of th e report , th e citations will be included as footno tes key ed to

the appropriate portion of the text. If five or more citations are used ,

they will be gioured in a “Re ferenc es” section at the end of th e main

text and listed in the order cited . The text will include key numbers

(superscript numerals) corresponding to the entry numbers . If i t  is de-
sired to l ist  p e r t i ne n t  l i t e r a tu r e  that is not refer red  to in the t e x t ,

such a l is t  will  be labeled “Bibliography ,” amid t i le  e m i t . n i t ’;; wil l  be

listed alphabe t i cally accor d in g to the  surn ium ie ci the a u t h o r .  A c o m u i h i —

nation of two of the methods of ‘.‘ i t i m t g  references may be useti . For cx—

uunp le , a comb i nat i cmi  may invo lve  the  use  of I ’ so t , m i o  h e ; ;  t om’ t,h ree c i t s ’si

m ’ s ’ t ’’.’ m ’ s ’ m i s ’ ’ ‘ . ; together  w i t h  a B ibl I l g n - i j l t l l ’  . Or a H e  f t ’ m ’ t - m l c e s  sec tion m;iy

bs’ ; t , ; i in s ’~ ; m l , j ; i m l - ’ i Pon i  w i t h  a B i i  I i ’ ’ s m ’ ’ L } ’ b l y

13 
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146. The References or Bibliography should contairm only docum ents

that are unclassified , available on loan , and boun d in some form . They

should riot contain references to correspondence or interoffice or intra—

ot’L’ice memoranda that are not suitable for loan . If the author wishes

to acknowledge unclassified material not suitable for loan , he may do so

in the Preface of the report or in footnotes .

Alternate Systemn of References to Source Material

145A . If not more than four literature references are cited in the

body of the report , the citations will be included as footnotes keyed t’-

the appropriate portion of the text . Ii’ five or more citations are

used , they will be grouped in a “Literature Cited 1 section at the end of

the main text and listed in ;‘.l,jhiabetJc;il ot’sler by au thors ’ ‘jLn ’mI;uult’ s.

The t ext will include the surnam e of the  ; i u t . ho r ( s )  and t he date of m ;uh —

lication enclosed in parentheses . All authors should be included in t i le

listing of references ; in the text , if th ere are three  or more ; ij i t i ; 4 ’i’: ,

give only th e f irst author ’s surnamne plus “ct al. ”* If i t  is des i red

to list pertinent literature that is not referred to in the tt:’x t- , such

a list w ill be labeled “Bibliography ,” and t he  entr ies  will be listed

alphabetically according to the surname ot’ the author. A co m b in iati omi of

two of the methods of c i t ing references mnay be used. For exampl e, a

combin at ion may involve the use of foot notes for three ci ted m’ t - t ’t ’ m ” .- ’, i c s ’. ;

together with a Bibliography . Or a Literature Cited section may be used

in conjunction with a Bibliography .

IIt’A . The Literature Cited or Bibl iographiy shoul ‘.1 com it sii m i om; t ,

documents that are unclassified , available on loan , ; ‘ . m l~ 1 bound m l  some

s n u ; l .  “ . i i s ’ ~ should not con ta in  l’ t ’t ’el’ s ’~is ’ t ’5 h o  cont ’es;’s s ui l s ’mi s ’ t ’ 0!’ l u l t  eu ’—

o i’t’ l cc or intraoffice memoranda t - i t u t t  ;t m’ s ’ not sul table l’s ‘r 1 t ) I t l  - . ‘ t I l t ’

‘imith ’’r w i ; ; bii ,’;; to “.1 ’ku;ow s ’dgs’  umi ’ .’ I ;i, ;s i t ’ t’J maLta’ jul ui - - I siil I i i ’  I s ’ u ’- - ; -  l o u i s ,

he u ; i ;~~ ~io so in t i m e  I ’ u ’el” t,’ s ’ 0 1 ’ l u ’ .’ m’ - ; - s’nt ‘n in foot u i ’ . ’~ e;; . i ’ s ’r s - ; ; ;  1

~~~~~~~ ; -  ;‘, s ,;’’; I s ’s of ’  ; ‘ — t ’ . - x t .  C j h ’ i t  i o n ;; : (~~mu i i t l t  I ’~ u~ l ) ;  ( , 1 ’ ~nc ;;  Cl  a t .  l ’ t ~~i t ) , 
w ; ;  ; t u i - I  lIce I ‘ i t o )  ; ‘ . m ; , u  ( d i ; ’ . ; ,, I, )5~i ; u m m t  I i i ;  ,1 . 1  )

-~ ‘.- - --- - - - - ---~~~~~~ ~~~ --~~~ -~~~~~~~~~~~~~~~~ -- ‘- .~~~~~~~~ 
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ci ’mu imum t i c at lori s should be re fert-n ict ’d in t e x t  o n l y  ; e . g . Pert ; omial L’i’u mm ;lu—

n i i c a t  i o m i , 17 May 19614, Jean h un t , Wildlife Biologist , fc. Ill . U n iv .

Ca m’ b on i ’ . l u t l e ) .

Tables arid Illustrations

Tab les

h i .  Tables are generally the be;; I. uuieatis 01’ pre sent 1 m ig m t l O l s  - m ’  i cal

data. However, long tabulat ions in the body of a repom’t detract fnoun

i ts  readabi l i ty. ~~~o means of avoi d ing  long tables  wh i l e  s t i l l  u t i i i s —

ing the eI’fectivemtess of tabular p r e s em lt a t i ’ .’m i s  are : (a) place cx ct ;m’ J ;t s

from long tables imi the text , and ~~‘oup the co mu ip l t ’te tabu l ;th  I ‘mis at the

end of’ the report ; and (b) break the long tables tip into several short-

tabulatiomis that can eas i ly be inst’rt ed in app rop r i a t e locat ions in the

text.

Illus trations
ti8. Only those drawings or photos t h a t  illustm’;it s ’ t h e  main  1~sif lt , ; ;

or l’eatures 01’ a study should be presented . The m’ t’m ; l ,’ i  i nder ot’ t he  dat-a

recorded in graphic , photographic , or c o m m ip u t e r — p r i t i t e d  fo m’ mui cats be

placed in a separate appendix that m i ght be reproduced in only a few

copies .

Appendixes

b9. Appendixes m a y  be ( a )  boun d w i t h  the main m’epom ’t , ( b )  i ;;;;ue ’.l

sc-p ;tnat sly  but s imul taneously wi th the ma in mu’po m ’t ci then in Od ;i ;i I num-

bers or m i  ut limited till t- ion , or ( c ) pubi ishied 1st s ’m ’ t o add ; ; ; m; ’p l  t s R - u ’ . —

tary i nl’orniut  ion :it,’qui red u i l ’t e t’ Lii i ’ mmii It m’e;sort was i ;; m u ue~i . ;u on;e cm ’

the  t-y Is ’;; 01’ material that may be m m ’ .’ I t i ’ . ie ’.I  in  appendixes  i ;;s,uc,l ;; imul—

t;uit’ous ly w i Ut th s’ main nep’.s m’ t u L t ’ t ’

a. 11111;; t - rat  i s ’ m l ; ;  or tab 1 0; ;  riot - m lt ’’.’es;;any to an um i ,i s ’n;; (-and jug

u t ’ t h e  ma in  m ’ s - ;‘o m ’ t , on wh Ich hav e is s e m i  ;i t , s;;  I m ’ ; t c t  i _ _ h i l i  t h i s ’
bod~r o h ’ t he  m ’ s ’ l t o n t

h .  i et  S i  l ist ‘.le;;cni p t i ’ . ) t i ; u  ‘ . 1’ iti e th t ’ . ’  t o  on’ ; ‘ . ; ‘ i ’ ; t ; ’; t t  so

s ’ . I t s ’s’.’ ri p1 j ot i s  i t t ’ nt’jc’.’ I s i  mul l ’ 1 - l i ,  - , i ; 01 ’ 1 t s; t U t l i ; t h  sII~’;i I S  hi ’
i n t ’l j i d s ’d t ’s ’~~ n r - ~ ’ t ” .1 ; ‘ ; ; u ’ i s s ’ , ; I ’s .

.1 .  ~‘ii  - - - ‘ l ’ s ’ t j ‘. ‘ ; I  I ; ‘ . n : i  I ; - ; ;  amid mat i m e m ui ; it i ‘.‘a I i s ’ u ’  V a t  i cii;; m ut t .

t:1
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are u-sod in but need not be explained in the  body of t h e
report .

e. Jaruiples of forrmis , data sheets , etc .

i’ . Sample calculations.

~~~. Plans or recommendations for future action .

Notation

50. A Notat ion is a system of charac ters , symbols , or abbrevia—

ti - - m is used to express technical facts om - quantities (e.g., A = area

= density , Gd = ground nero). If symbols and/or unusual abbrevia—

t io n itu are numerous , they will be listed alphabetically and defined in a

Notation . For ease of reference , the Notation will be the last  appen—

,lix in a report . Even though symbols and abbreviat ions are defined in

t u e  Nota t ion , they should also be ds .’t ’l mie s i  when f i r s t  ment ioned in the

mai n text of the report but not thereafter. Also , at cite i’lrst mention

of the first symbol or abbreviation that wi l l  be included in the  Nota-

tion , the following footnote sliould be added : “For conven ienc e, symbols
and unusual abbreviations are listed arid def ined  in the  Notation

(Appendix _) . “

Index

51. In an extremely long or involved report , an alphabetical

index may be included for ease of r e fe rence .  The index should be as

conmtpl ete as t t i s ’  nature of the report amid It s  probable usage require .

Format (‘or Preliminaries arid Main Text

i’;ulo miu .mmibering

52. The first right—hand page after the cover in each Wi-If’ con-

trac t u’ I ’i s o n ’ t  will i s ’ .-  a completed lID Fonmi 11473 , Report DocILu;l’.’nh ;i tion

i “ if ’s - . It will not bear a pag’u mtunmber . All i ’ m’ e 1 immlinary pag t’s a ii nmiai nt

text pages w i l l  P1 ’ numnmbsured con;;ecuti v i - l y  at the t s , ’t t .cm mi , ‘ s ’ n i t s - m ’  i n  Am’ ;;—

U Ic ml;unt’na 1;; . Odd—numbs - cs- st page;; will 151 ’ 1’ i g i i t  — i i ; u i ’ . i  pui~’.e;; ui mid ‘ . ‘v ’ . ;m ;—

;o i r s h s - u ”  - u i ’~ f’~
-
~ 

will Ps’ 1 s ’l ’h. — i m mt ui , t page;;. t.s t  h ; ;  I i m ’;u Ot t ; , - J ’ : tgs ’ w i ll Pt ’

;i. ; - ’l I ‘ ~ i i s ’  mn axi ni _ im um - x l  s - l I t  i t m ’ ’ t ’ .’ t  i - ’a 1

-- ‘- - - -~~~~~-~~~- -- - -- --“- ----~~~— ‘ - - - -~~~~~~~~~~~~~~~~ -_ _ _  _ _ _ _ _ _
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53. The pag’.’;; used i ’om’ i l l u s t rat Ion -s  ~o m’ tables w i t b i i m -  t he  text

are mla,s;bore,1 if  the illustration or table does not occupy the entire

area ( 6  by 9 I n . )  available for p r in ted  or typ5 -d u ;l a t t e r ’ . 11 ths;re is

no space t ’ci’ the  page number , it is omitted but the  page is c;mate 1.

When t;ible;; cm’ i l l u s t r a t ions  follow the main text lu ’ . a group, t.het” .- i,;

no necessity for a page numb er.

Paragr;u h numbering

2 i . Paragraphs of the main text will be numbered consec ut i v ei,y

w tth  Arab ic numer als. Paragraphs of the Pre face and Summary am ” .; not

numbered.  Sub paragraphs are uiot numbered , but instead are preceded by

an underlined lowercase letter followed by a period.

Headings

55. The use of headings Is helpful to the author by affording him

a f ramework fo r h is text , and to the reader by signify ing a ch ange in
subject . However , headings must be descriptive to be of any value ; such

uninformative words as “General” or “Discussion” should not be used

alone at; headings . Too many headings may detract from the text , m aking

it choppy and repetitious rather than a smooth narrative . Authors are

cautioned to be consistent in the use of headings , and to be sure that

headings of the proper weigh t are used for the vam’ious sections of t i m e

r e p o r t~.

1-tb leo

5o. All tables , except br ief  l i s t ings  or descr ip t ive  tabulations

Iu~ccrporuteii in the text , wi l l  be numbci’e ; (Arabic) and g iven a ,ies,’u ’j p—

t i vs ’ t i t l e  for co m iv e n  lent m e  i’e react- . Gemi et’ u i i  I y , they ui  so gl’oaUt’ ’ at t u e

end of the  text . The b r i e f  t abu la t ions m e n t i o u ; e .u  si’ove are no t. :;uu;;i - ,

lu no t. have an c’.’ - m ’; ’ . l  1 1, i t  le  , and ‘ I S O  g’.-mme n ut 1 1 y u’e ic u ’ u ’ o- .u to cud once

w h i  s - u ’ ;’ ’ .; ui; unb t ’re I L i  s - s  m ;’ . ;ç i be nt-I ’s _ -mu’ ’’; t . s  ;ut ’vet’;; ti n ;’’;; in t I~~- c O ’ l m ’ , ;-

of Lii’ m s ’m -so us

5’( . ; - ; t c a  , ; c l , i m ; l u l  i t ;  ui t ii; ; s u ; ; w ; t  h i ’-, , ’ a m i s ’ ; i . t  I m i g ;  if  no - , ‘ t ; ’ .m ; ;-

r i s ’ ; s t i r i g  for all the i t s - ru , ; l u  a c,.t l ; mi ; ; mi  i s  i’ ’ ’ , ; s L i s j e , I h i  ta b ; , I ; - - i ’ . . :  I ; ’

br - s k i - r i n i j s i n t o  ;; ‘.‘v ’ -ral  t ; ’ .t i i t - ;; or’ st- v s -n; , , ;aI ’ , m i v  l , ; i o n i s t I ; ; L I  W i  - u- s ’ m ’u ; ; i t

t i m e  i , ; e 01’ h i ’ .; a -iimi g,; . S t i l t ; - 01 ’ p s  i s , l u’ s - u; , - - ; , t , ‘ i i -  - a ,  be , ; i l , ’w u ;  i u i  I h~
Hu ll , i s ; ; L , i i  n ’ .

_ - - -‘
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Illustrations

58. Three types of i l lustrat ions are us ed in WES contract  reports :

f i guies , photos , and plates. Figures are incorporated in the text and

generally consist of such items as v ic ini ty  maps , photographic or

schematic illustrations of special pieces of equipmen t, pho tographic

illustrations of test procedures , etc . Photos are grouped at the end

of the text and generally illustrate test data or reEults such as flow

conditions at various discharges , condition of test lane aft er various

amounts of t r a f f i c, etc . Plates are line drawings that are grouped at

the end of the text and generally consist of diagrams of the model lay-

out or test section , plots of test results , etc .

59. Because drawings often make up a major part of a report , con-

siderable care should be taken in their preparation . The author should

mak e the drawing titles conc ise, spec ific , and informative (though not
complete statements). He should see that the title of each drawing is

distinctive (i.e. no two drawings should have exactly the same title).

The author should combine several pJ.ots or curves on one plate if

possible; this is not only more economical but also permits better con—

parison of data.

60. Standard-size drawings and lettering should be used through-

out the report . In the interest of economy, every effort should be made

to ensure that drawings are page size or less. If this is not possible ,

folded sheets may be used. A separate volume is sometimes the most con-

venient method of handling a large number of oversize drawings .

Entries in l ist of
reference s to source material

N O T k :  The following system of presenting biblio’-rap t ii c in-
formation will  be used except in specia l  cases as d e t e r m ; u i m i e - i
by the  Contract ing O f f i c e r ’ s Pnpm’ s ’;;emmt .;itive . He musty elect , to
s p-s -c i fy  the  a l te rna te  sy ; ;b e m  desc r ibed  in  paragraph tsi ,A. I”
the Con trac t ing  O f f i c e r ’s Representa ti ve desi res the ;iltt ’ n ’ u i ; i t e
sys tem to be us ed , he wi l l  ;; h i s - c ’ifical i y  not i t~’ th e s ’s ; u ;t  u’;’.rtor;
otherwise , the  system described in  pai’ ;tgm ’ LI’h 61 w i l l  a~-~ ’ I y

( i l  . Entr ie ; ;  in the  Re~’erermces w i l l  lie l i s t s -it  i n  t I i t - o n - i s - i ’  in

which they ;im’e c it ,e i t  in t i c ;  text . i -Si t r i c o -  in t , } i , ’  R i b  I I i ’u ’;sphiy w i ll be

tIS t,s ’ i t , l  l h i a l ’ o t _  i c -  I ly  by surname 01’ aoi t , b i .  i . i’S;s ;r u b i ad lii i ’ ‘ m ’;;, .’ il , I ‘ ‘ I ;  I 

-S
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be included for each entry and the manner in which it is to be arranged

are as follows :*

A r t  c l - a. , 3ibl i ’,’ ,’a1 ’ ; , i- ;s s l x 5 _ ; ’ . ,s’s_’n; -s.’;  i s .’ a t ’t i - ’l e s  l u - I  i , i , , . ’ l is’. t isO ’I , I I - ~~’ . i s ;  w i ; l
be ss - ; -u t, , - , I as ; I , ova

1 )  Name 0; ’ a u i m , u s ’ t . , )  a ; ’ l ,  ; ‘ , , - rv i r Is ,  pr ’s; ’ s _ - s i i s - ’ i n i t i a l s, ‘al 1, - a - -i  by a comma .
(I:’ mot e  t t u i r ,  n i , r ’ ,-,.’ au ’I , , i x ’ ,’ , ‘iv s.’ only the u i  ‘ s i ,  auth -a ;’  ‘ a name p tu ; “ et c i . ” )

(2)  Tit le  of sit - t i  - 1 - - , i i  Oa r s . ,  e i t L  all pr inc ipal  waiSt  s.-ap it a l . i ;’.’l , ‘ sO low eR
by a comma .

( 3 )  ‘i ’it ;u of m i -  - i - ’’ , t i a s s , underlined, wit h  all p s i  r ’. ;1I’at s” s - t  - - u - ; ’ - :  I - s_s ,
“ ‘ 1 - ;wss l by a -roam’,’.,

( i i )  Vo lume numbem’ -- ‘s- - s ’ i~ -~I by the w a s - i  “ V, I , ” and m ’o i _- a w r , i  by a -c-nun, ’. ,

( 5 )  I.; , s us_ - number ( i n ’ any ) preceded by t h e  word “ N- - , ,  -- and ‘al - ~- ws, 15,’ a comma.

(s )  Month (;‘.bi’rrv i,’.’.s, I )  and year of publ ica t ion , ;‘ - - ;- - ow- I I ; ,  a -s--ama ,

7) Inclusive pa5re nusut ,,. s ’ ,; p ‘ s_ ’~’ asi c-i by t he sic i - s - s_-v is’. I i - -~ ‘. ‘‘ p ’ c’’.’ ‘ ; - , 
“ ‘s’,s appl i es  —

i - i c  , ;‘s,l low~’l by a ~‘‘ . ‘s’ I ad

1- , mio ,- k a .  l i ib l io ’.’s ’;’.pl i a 1  re; ’ s _- s ’ -l s _ ; s . ; to books wi I - be a;’ , - , ’ .s , ’,.’- a; - ; -

1) Nsime us ’ ,tu t l - s r ( , ; )  w i l l ’, , ;u t ’mi ;irs; , .’ p s ’s’ . h i s , , ’ l u s t ’  t , ’.  - , ~, - I  1 ‘v s- -i  i v  a ‘ ‘ins_a ,
(i  u ’ sn. ’ - i- t i c s ,  three ia’. s_h, ,, ’ -a , ,‘ i u s-  os,i’; the ;‘ , s’ .-, s so ’. ; . ’ .  ‘ a arc, - plus ‘ ct ‘.1 .

( o )  ‘ l , ; ’ . l ’ u s - ’. ’ t i t l e , i ;  app l i c a t s l s - , in slu,~t , - ,, , w O ; ,  all p s - i ; a u ; m ’ - . -., s ’ I  ‘,,, i ’ s _ i
,.-wa, l by a - 5omnas ,

3)  Bc- k t i t J c -- , ss zis lts . s ; o t s _ - - i , wi th all p s i ’ , - ’ i i~ ’.1 w , - t - I.; cap i - Sized , ‘c i  - - -
~~

- - , stasis

(1, ) “. 11; ion  uw,,1,,.- , ’ i f  t i U s S  c ;  s ;  s t y  ( s _ -  ,~~~
, “ 1st ed, “ ) ,  s - - “.,‘, - I l - ~’ a , s n r , s ’ . ,

5) V - icr,, nunmi se r if r ,~- ,’ s -s;  .s s i , ’y , p ;‘s_ Us _- i by s_ li e war  I “ V - c l  , ‘‘ ami d u ’s_ - I ~~ws. si t v  a
,s, ’mmnu ,

(‘ - )  N’.unss 01’ i ’ s i t - ~ i t , ’ ,  in shortened f orm I, . ’ ,’ . “ 1-1,’.- ‘st O i Lan , ” mi , ’ “ The l-i’. ”,;, i li sts ’ .
-~urupu ’ .ts,v ” ) ,  ; ‘ ,- ‘ i  s , , w s _ ’,i by a comma .

(7) l’i , i - ; i , ; 1 s ’ .-s ’ ’ n lo- ’’. s t i - ’s’. ( c i ty  only ,  or c i t y  and ;s O ’ . s - - , i u ’ r i c ’ - s’ccc .’us ’ y) ,  ; -  

by a a - -s ass ’. ’..

( 13) Y~- ’’.;’ i t p ’ . ’ .b l i s s , ’ . t ,i s - i ’ . , t’ oltowed by a comma .

(9) I , e lu , ,j v e  l~i’., s’ st u n s ’ . ’ - , ,  ( e .g .  pp 6— 1 0 ) ,  i t ’ ‘ . ‘ . p p i i s s s ’ . h i s _ ,, ‘s_ - l ow s_ s I  l’v a

T,_- c h s ,j o , , i  s- ’.;j ’;s;’u.  p, ’.snph l~ - l  a, c t ; ,  B i l l  j s - ’ , ’ ;s 5 h i j - ’~~j ‘c’;’ s.’i’ c t i - _’’ ’s , to ; s - ’ t , . i c a l
pos ts ; , pamph i u t a , ‘ . 1 ’ .,  v i i i  s- c  ;‘.;- ‘ ,s’., ’s_’-t  as ; ‘, - - -a ;:

I ) Name of a i i m  l , s - s - (  .5 )  w i L l ,  - u s - s w , , , . -  pt -s c s i i s i , ’ toi l i s O .  , ; - I saws - - i i - v a - ‘a mp, ’., ,
Is’ mon o  t han  th at’ siut ts , -,’ s; , s’ ivt ’  only lie i i  r , ’t s ’ . , ;u  is ’s’ ’ . ’ l i sts , - p i t s ; “ s_ - i

( 2 )  Ti t le  0;’ t’ ep Ol’l_ or pwmmph i.et , it S  lu s t s’ s , s ” i i c S  lb ,  s ’ i r i r s J ’ ’ . I  a 1  - ‘~ s ; ’ I t a  i i ,
‘ad i , ,wss,l  by a comma .

( 3 )  t) , - i , ; s i a m  1 vs ansI/i’;’ r u ns, -, - s ’  o f’ i’ , - ps s s ’i or l-ar -; - - 1- 1 ’ . - ;  , ‘a l  -‘.s - I - v  a - ‘ ‘nc, ,, , ,

( is) ‘-I ; i s  ( , ‘ . i i - , ’ ’ -v h , t - - 1  ) : ‘ . s ’ . - i  yeas’ at ’ ;‘ ,sa ;- 1 - , t  I - - ,~, ; ‘‘.s l . , — w ’’ 1 by ,‘ ‘ . s’’.’rsL’ ;’ ., ’.,

(5) Name s i ’ 1~s ’ . i ’ i i s i s , - , - , ‘u ;  1 - as_ - U ‘v s’. ,- , -iL’s , , ’ . ;  I t ’ t 55 ~‘ti ; i - I s ’ . ’ ’ is ; ;:,- - -u, , , - ia I s ’
s’.u t l i o ; ’ i t  i - s  not ‘.- ‘ t ;s ;a am’y I , ’  — ‘.;pt -’’.’. i_ I s , -  name .

( ‘ - f  C i t y  s t a t  1 , 1 -  in wi l l , t i c ’ . ’  volume w - ’. pt~i ’ l 1 ;  I s ’ S , ‘ i  ‘w a isv r ’. e s ’ I _ - i ,

1 ,  - u - — ‘.,,~~~ ‘.- - ;  s I ’ ’ . - - - i s , , , ’, ,  t i l t , ;  i , , , ’, - s ’ . ; i l i l - ’ ; ’ . l  ,- , - ;  , - - - , _  a l a s t s - s t - i i - s - - u ’ 
~

- ‘ - —

- h i s s  - W i 1 ; s - ‘ . s - i — an - ‘s -U - i , , i’oJ_ I ‘._ss n ; ;

( 1 )  ii ,,si ’ ‘.0’ ‘ s i t  i s -  - r ’( ’t )  w ith ’ .  , , t i t ’m ’ .sszn s ’ I~i ’s ’- ’t _’1  u s a  n i t ) ’ , - , u ’ , - i  ns _ -~- - - I t - y ;’. - ’ rus’.s~~
(1 ; ’ m st , ,s ’s, ; h s ’ . m ’ .  S s t i l l ’ . ,  r ’,, , ‘. ‘ i vs _ - - s : ,  m l , ,  ‘ i t ’ , l ‘ , s s 5 h , -~’ ’ ss m ’ . s ’ .Jnt ’ ~~ i s ’ . - ‘ - - u  a l . ’ )

( - ‘)  ‘ i s ’ ; ; - ’ s u ’ ‘ a ’’ I I , I n  la - i ’ . ’ , a l l -  s i ’ .  p r in e  pal w - s - 1 s J ’ i’ i a  m m  i , 5 - -h’ , -  I
by ss c’smma .

* This sty le  i;; b a ; ue i t  on “ R , ” . ’ s i r w ; l ; - m i i ’.- s i  I ’ m’ ;ti ’tice t ’s’m ’ Sty Is’ 01’ Re t ’s ’ u ’ s ’ m ’ . , ’ s ’,~
in i/ m lg i mis - s ’n i rl st Pliis lis ’;’.t i i mu ;; ,

“ founm ;mit I s ’ s ’  of i ’h g i m i s ’ e r i n i g  f’c’.’ ls ” ,’ Ihiit - - r;; ,
I’, t i , t i re ’ ’ ;m ’ - ; Jo i m i t - Csa i mn i ’ . ’il , New York , 1’ - lIt’ ’.’ W l i i  -



~ ) 
Ids,- nt i s ’ i ’ t t t i , s r s  ( s s t , - h r i 1 i ; ’ . i _ - ’ i )  of s_Isa  Ti ’a n ’ . a a e t i - s r  (5; ’ td ’,sc cs_’O : r , c (~~~~~~‘ - Pr’.’.—
ceedin, ’ - s ’,’ ‘.1’.,., o-yn ’.p- v i s a , ,  a ,  I n ’ . t s c r a - s t i - ’ s s  t iet ws_- s’, ’ .  F i i ’ . l d , c  ansi
i’ ss l L-wed uy a comma .

( i s )  Name c su ’ t h e  soc ie ty  ( . ‘sp e i l s.-U ou t  in l u !  - ) ,  1- I - - a - - - ;  by a comma .

( 5 )  Volume ss;s ,s ;i ’ss ,’ su’ ’ - -O, ’d by ; h e  w - s - _ i ‘ ‘ “.‘o ’, , ’’ arid l’s, ! i s - w e i by a

(‘ ) Y s - a ’ .’ of pubi i s,’.’ - - s s , ; - - Wa-I  ~ - _. a comma .

(7) Is - ‘ ! i, , c I v s_  a’., ‘, , rsusscs , ’ -~ ’ .c p t ’ecedt .- d ‘.5;, the abn;-evi  a - I - -;~ 
“ p ” c r  “ pp, “ a. Sf —

plicable, 1 - - i  . ‘ws, l by a l’s-t’ i , :-d ,

A,],ternat e system of entries in
list of re ferences to source material

6iA . Entries in Literature Cited will be listed in alphabetical

order by authors ’ surnames. Essential information to be included for

each entry and th e manner in wh ich it is to be arranged are as follows :*

a. ‘.‘s_ t - t i~~ie,, , Bibliographical references to ar t ic les  published in periodicals  w i i  be
s’.rs” . ’.r ’.gest as follows :

( 1) Name of au t h o r ( s )  wi t h surname preceding i n i t l ” .L, ; , u ’;i l , , ws ’o  by a

( 2 )  Year of pub l is_- a t i u ; , , followed by a per iod .

(3 )  Title of article , capitalize only the t’irst word and r’;’ad’t- r’ r,s_s ~ ;’,s and
adjectives , followed by a period.

(1 ’.) Title of publication , abbreviated in s’.,sc- or-Ja, ’s- w i ’ l .  CBE , follow s’ i t -y a
per i _ - i ,

( 5)  Volume number , issue number in parentheses , colon , i n c l u s i v e  m - ” .r ’- , ,s- ;i-er ,-

caP article , followe d by a period.

b . Books. Bibliographical references to books wi l l  be ‘.rra u’,ge i as, f - c - i t s _ - u ; ’ ;

(1) lam e ,s f’ author (s )  with surname preceding i n i t i a l s , t ’, . - t l owe d by a p lod .

( 2 )  Ye ar of publicat ion , i ’oltow ed by a It er lo’.h .

( 3 )  Chapter t i t l e , if applicable , in quotes , wi th  all r ’ . n s _’ I t - s ’ . l a- “ s  es ’ .~ i t - s i
followed by a comma , and book t i t le , with f i rs t  word a t ’ . p i e ’ . i i .’ s - I , ‘ - ; l
by a per iod.

(1’.) Edition number if necessary (e . g . ,  “1st e l . ” ) ,  followed t y a comma . V s - i ’.m,-
number I;’ necessary , i’ollowed by a period.

(5~ Name of publisher in sl ’.or t s- ; , , - l form , u - ’ I  I s _ w e s t  i;y a comma . I ’d-, i , - t , ’ . - r ’5 -

tion (city only , or city and - ‘ se t ’ , if  s - s ’ s s c s u r ’y ) ,  f o i l -  us’ s by a pen I ,

( 6 )  In clusive pag e riunm bers ( e .g  • . i ’ p  u , — i O  s r . ’ h h  m m  , i ’c; I t - , w e - l  by a i’ ‘t ot,

c .  Ft- -d i r ,  i - - s s _ I  reports, launt -I,  1 , - i c ; ,  I s ’  - Bibi I - - e - c ’ m l s  I - - - , :  ‘ ‘; ‘ ,‘r - s , , ’ , - ‘ , - - ‘ , , r , I  - ‘ s I
miss_it s sit ’1, ‘.3 , etc , , W i i i  1’.- it r rs ’ .s;g~- ‘i as Ps - u s- s ’s_ s

( i t  Name of a u t h o r ( s )  w i ‘ I ;  sui t-sam’.’ I - r s ’ s - s i s i i r, & ; i s ,  0 1 ” . . ,  h’ol I , -w , ’ ’, 1 y -t “ - s - ; -l

( 2 )  Y ear of pub ]. i s _ s i t . is, ;’. , It ; ow ,” l  l- y a t s r  i - i ,

( 3 )  ‘I’it le of report sr pamphlet , wi th f i r s t  u - a ,  a - , ;  i ‘ -, , , ; ‘ - s , s : - u’ s’. l-y a
c onuna . s t - S i g na l  i -  u s  i t ,  U -  r ’ I ,  ,s , s l , ,  - ‘ - I ’ r e p - s I  s t  l~’’.’ I ’ ’  - S  , f - i  I w ’ I by t ;‘-r

(hi ) t i- ’.. ’s ,s of’ p ’ . l l i u h o r , ‘- ‘1 I s u s ’ I  by a ‘amiss. , ‘ i ; y - t s ’ . , i  - - ‘ O s  in 0 , s  ‘‘ ‘ ‘ a ’ Vs_- i r s,-
i s i , , - i , Vol I ’ - w t ’ ’ h by a n ’ ’ ’ I -

* This  ;; t,y l t’ is bas ed on CBE St y l e  Manual , -~m ’ - i  e l . ,  1 1/’ , , - u ’ - J - ; i u’ s - - m  hy
the Commit t ee -: m i Form arid Sty I t s  of ’ t ie ’ C’, i s i m i ’ i l  of hjc ’l ‘ s~~y i-il i t - s u m ’ ;;

pub l i s h e d  by t S i s ’  A m e r i c u t m i  I n s t , i I s u t s ’  of’ B I s _ I ot~ i c ; s I  S c i t - m i ’ .’e;; , W ; ’ . s h i m 1~—
ton , ID. S . ,  - ‘) ‘( p~~.
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Format for 4ppendixes

62. Appendixes in WES contract report s will be designated by cap-

ital letters ( Appendix A , Appendix B , e t c . ) .  Each appendix will have

its own page n umbering system, being d i f f e ren t i ated from like—numbered

pages in the main text by the use of a prefix letter corresponding to
- ‘ the letter designation of the appendix . For example , the f i rs t  page of

Appendix A will be numbered Al .

63. Paragraphs in appendixes will be numbered consecutively with

Arabic numerals , i . e . ,  the f i rst  paragraph in each appendix will  be n urn—

bered “1. ” Subparagraphs will be identif ied by an underlined lowercase

letter followed by a period.

~~ Headings in appendixes will be in accordance with the proce—

dures described for the main text .

65. Tables and illustrations (figures , photos , arid plates) in ap-

pendixes will be numbered serially with Arabic numerals preceded by the

letter des ignation of the appendix (for example, Table Al, Figure Al,
e t c . ) .  Generally, requirements for main text tables and i l lustrations

are also applicable to appendix tables , tabulations , and i l lus t ra t ions.

NOTE : The following system of presenting bibliographic in-
formation will be us ed except in special cases as det ermined
by the Contracting Officer ’s Representative . He may elect to
specify the alternate system described in paragraph 66A . If
the Contracting Officer ’s Representative desires the alter-
nate system to be used, he will specifically notify the con-
tractor; otherwise , the  system described in  paragraph 66 wil l
apply .

66. References m i  the appendixes will be added (in the order

c i ted  in the appendix)  to the  References ;it the end of the main text ,

beg inning wi th  the next entry n umber a f t e r  t h t -  last entry of the  main

text . The first reference ci tation in e;icli appendix ’. ;i ioo l - i  be i ’; s c t —

noted wi th  an explanation of wh s ’r’.- t he Nt,I ’ert’ti cs_’;; v; t.’ct ion is 1- - c ’ I t , - I .

66A .  Rei ” .;x’e m is _ ’t ’;; in the  t) -pL - mi ; i  ix ’ .- ; ;  w i l l  be inc lud e- i  in  the Li I s - r i —

ture Ci ted ; ;uuc t i on  “ .t .  l I D s ’ t n - i  of I - l i ’ ’ m u i - ’s i n  t ex t  ( i m i ; ; s ’ m ’ I  s ” i  in the  i i ;; ti m i~

in ‘ . l p l i ; i b s ’ t i - ’ - s -j r ’d t ’r )  . The I , e ’ x t  01’ ‘ I i ,- ;‘.~ p s - m i - i i x  w i l l  i i , - ’ i i - ; ’  l i i ’ . -

d s i t ’ t i ; u ; i s ’ s f ’ t , h s -  - t i i t u i r(;;) ‘ i m m - i  I u i ’  ‘ i t s  o t ’ ; - . i l ’ l  i - ’ : t t i o n  s ’nt ’ I o ,  I i n

‘Is

- - - -- .—-



parentheses . The f irst c itat ion in each appendix should be I’cco- t nccted

with  art t ;xj s ] S u t l t t L i O f l  or ’ where the L i t e ra tu re  Ci ted  section is loca ted .

Style

Sp e l lin g

67. Webster ’s Third New International Dict ionary,  Unabridged,

will, be used as the primar y authority in matters of spelling and hyphen—

ation of words . When equal variants of spelling are given , one wi l l  be

used consistently in the same report . The Government Pr in t ing  O f f i c e

Style Manual also conta ins  excellent sections on spelling and compound

words.

Capi ta l iza t ion

68. The generally accepted rules of cap i ta l i za t ion, summarized in-i

Webster ’ s Unabridged , wi l l  be followed. Special uses of capitals in

WES report s are as fol lows :

a. All capitals. Part titles , abbrev iated forms of proper
names ( e .g .  DNA , OdE , AMC , WES , etc.).

I. Ini t ia l  capitals. Major words of center  headings , major
words of t itles , subtitles , and column headings of tables ,
trade names, military project or operation names , arid the
words “Appendix ” and “Part” when followed by a letter or
number. ( N o t e  that words “ Figure ,“ “Table ,” “l’hots_ - , “

and “Plate” are all capital ized when followed by a
numbe r . )

Punctuation

69. Discussion of the rules for punctuation is beyond the scope

of this  Guide . Authors should consul t good ;;t : tr i , i ; i r’si works .

Abbreviations and syinibols

70. The basic philosophy in the  use of abbrev i a t - i u n i ; u  a m i d  ; ;y m b t s l S

in a report is to gain conc i seness——but  never to imnpo se a it;ir -l ; ’- i ii )-  i n

unders tanding on the reader.  Essent ial ly  t h r t ’e t yj ’t ’;: of’ ; ; i i ’ . s r t  , ‘ u i s - - i  w~ s m ” i

fo rms are acceptable:  un i t s  of measure , ;i~~ s ‘ m u s ’y m i ; i m ; , s - ’.; , ; ‘ . m i s l  ;; yi ;ih -

Numerals

71. Spell sod ,  a ll  n umbers fi’- o u i  one ti im’ — ’ ; i ~~ i i  n t i s ’ (‘x’.’ej,t It ’ . I ca l  c;

or 1 i o t S )  , w i t h  the t’ol1ow [n~ t X - c t ’ ) I , i - - u i ; u :



-—

a. Use numerals when the quantity is partly fractional , such
as “1.15,” “1—1/2 in.” (note the hyphen in the second ex-
pression). However , fractions standing alone (with no
whole number) are usually spelled out , such as “three—
fourths of the dam,” “half a mile” or “a half mile.”

b. Use numerals with units of measure , such as “2 by )4 in.,”
“5 psi ,” etc .

c. In contrasted statements , if some numbers must be numer-
als , use numerals for all , such as “ 2 miles and 16 miles .”

d. In a series of connected numerical statements implying
precision, use numerals, such as “2 years 5 months
3 days.” The use of numerals (especially the “1”) is not
reconunended for numbers occurring in precise statement s
similar to the following: “by connecting the two tes t
coils ” ; “one testing machine .”

e. Use numerals after certain abbreviations that are not
— 

units of measure , such as “Vol V ,” “sta 1.”
f. Use numerals in proport ions , such as “a ratio of 1 to 5”

or “a 1 :10 scale.”

72. Use numerals for all numbers of 10 or higher , with the fol—

lowing exceptions :
a. Do not begin a sentence with a numeral .

b. Spell out round numbers used in an indefin ite sense un-
less accompanied by some suc h label as “about ” or “ap-
proximately ,” as “a hundred fee t or so ,” “approximately
100 ft.”

c. Spell out numbers of less than 100 that precede another
number , as in the following : “Fifteen 2—in , rods ,” but
“120 8—in, rods .”

73. In expressing percentages , precise fi gures , etc., use dcci-

mals; for example , use “lt.5 percent , not “14~ 1/2 percent. ”

7)4. In decimal numbers less than unity , place a cipher before the

decimal points , such as “0.65 ”; not “ .65 in.”

75. Numbers of four figures should not be separated by commas in

either text or tabular matter (such as 6)418 tons), except when they oc-

cur in a column of a table or a paragraph of tex t co nta ining a number of
more than four d igits ; in these cases the comma 1;; tired with the f-cur—

digit number for un i fo rmi ty  in tha t  pa r t i cu la r  co l umn or ) s ; ’ . m ’ a ,~~u” s ) - } l .

76. Alway s use numerals for thus time of Il i s ’ day t i m i d  t i i s ’ -I ;t y -
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the month: such as , “- :30 p.m ;i .” ; “ , 5  J t i u ; , ’. ” . r’:,’ ~~~ - “
; h i ’ ; ;j s - l 1  -u t  O u A ( ’ l ;

phrases as “the first of May ,” w i , ’ . ’ m ,  not r s - : ’s - r r i r ; 5  ‘- - :~ -“ c i f ic  1 , ’;;. -

Spell the  numeral when referring t s_, r p s r c i t ’ic - r i ,, ; ~‘ ,i or’- I i r , a l  r u u ~’;iber :

“ the f i f t e e n t h  of May .”

77. Type frac t ions “3—1/2” and not “ U , . ” 

-~~~~~~~~~~‘ _ ‘-~~~~~~ -- -~~~~~~~~~--~~~—---- -~~~ --- - -
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In accordanc e with EI~ 70-2-3, paragraph 6c( 1)(b) ,
dated 15 February 1973, a facaimile catalog card
in Library of Congress format is reproduced below .
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Guide for preparation or Waterwa~rs Experiment Station

contract reports. Vicksburg, 1974.
29 p . illus. 27 cm. (u. S. tJaterways Experiment

Station. Instruction report 0-’T~-2)Bibllographica.l footnotes.
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report format and style. (series: U. s. Waterwa~rs
Experiment Station , Vicksburg , Miss. Instruction report
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