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FOREWARD


RGII Technologies, Inc. (RGII) was founded on the principle that providing quality service to its customers is essential for Company growth.  RGII has been eminently successful in adhering to this principle and has therefore grown progressively since its incorporation.


This manual provides a standard reference for all employees in RGII on the conduct of the development, review, and control of formal documents and publications.  Project Leaders, Program Managers, and Directors should find this manual especially useful.

____________________________________________

Kathryn B. Freeland, MBA

Chairwoman and Chief Executive Officer

____________________________________________

Greg Freeland

President
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1. DOCUMENT MANAGEMENT MANUAL

1.1 Purpose

The purpose of this manual is to provide the procedures for the formal control of documents prepared by RGII Technologies, Inc., (RGII) and to define the process for the inspection and status tracking of deliverable documents.  This manual also contains format guidelines for use in document development, editing, and publishing.

1.2 Document Control

Documents that directly affect the quality of our products will be identified for formal document control in the Task Order Project Plans written to support individual contracts and Task Orders.  The requirements addressed below define the procedures used to implement this control.

1.2.1 Version Identification

The initial publication of a document shall be identified as “Version 1.0.”  The initial change to the document will be “Version 1.1” with subsequent changes or modifications sequentially numbered.  The pages of controlled documents will have their version number printed at the bottom of the page.  This will be done in a print size smaller than the text on the page.

A Change Record page will be found before the list of effective pages in controlled documents.  On this page will be recorded the version number, the date of the change, the pages changed, and the initials of the person entering the change.

A List of Effective Pages will be included in controlled documents.  In this list will be recorded the pages of the document and the version with which they were provided.

A Distribution List will be included in controlled documents.  This will name the document recipients.  This list will enable RGII to route version changes to the appropriate personnel and facilitate the collection of superseded documents.

1.2.2 Document Format

RGII provides some of our deliverables to customers in the form of technical reports.  Many customers require specific report formats.  In addition, the contract may specify required formats such as a government Data Item Description (DID).  These specified formats will be followed.

In the absence of a customer specified format or when the specification states that the contractor’s format is acceptable, the format guidelines provided in the appendices will be followed.
1.2.3 External Document Control

Customer furnished information is identified in the contract and the Task Order Project Plans and is reviewed during Task Order Reviews.  The Project Leader (PL) is responsible for identifying the version number of all customer furnished specifications and drawings at the time of work commencement.  If the version number of the specification or drawing is not frozen by the wording of the contract, the Task Order requirements related to that specification will be entered into a requirements flow down database that can be used to track the impact of a requirement change to all levels where the change affects the product.  The PL shall indicate in the Task Order Project Plan all customer furnished information that is subject to change during the course of the Task Order.

1.3 Publication Reviews

The publication review serves as the quality inspection before the products are delivered to the customer.  This review process applies to RGII originated material as well as material developed by RGII subcontractors.

1.3.1 Document Review Process

Delivery of quality documents is a team effort.  The primary responsibility for technical soundness of document rests with the PL.  The PL must ensure that qualified personnel are assigned the responsibility of being a report author.  The PL must then manage the preparation of the report from outline to final production.

The PL must ensure that the author is aware of the review requirements.  All writing and word processing tasks must be scheduled accordingly.  In order to ensure that the quality review of deliverables does not adversely impact schedule, the PL should plan five working days for review and editing of all deliverables.  If RGII is performing as a subcontractor, additional time for prime contractor review must also be budgeted.  If RGII is reviewing a subcontractor’s deliverable, we should require delivery ten days prior to the customer due date.  If Task Orders cannot accommodate the five-day requirement, the PL must identify special review requirements in the Task Order Project Plan and at subsequent Task Order Reviews.

1.3.1.1 Inspection Record and Status.

The Internal Report Review Routing Sheet is shown in Appendix A.  The routing sheet serves a dual purpose.  It provides evidence that the product has been inspected and approved.  It also identifies the status of the inspection process.  The completed review sheet is a quality record and will be maintained in the PL Task Order File.

1.3.1.2 In-coming Inspection

The PL conducts a receipt inspection on incoming products from subcontractors and consultants to verify that they conform to specified requirements.  The acceptance of incoming products is documented on the Internal Report Review Routing Sheet.

An incoming product is not normally used or processed until it has been inspected.  Where a product is released for urgent production purposes prior to verification, it shall be positively identified in a memorandum for the record in order to permit immediate recall and replacement in the event of nonconformance to specified requirements.  This memorandum is a quality record and is maintained in the PL Task Order File.

1.3.1.3 In-process Inspection

When the draft of the product is ready for review, the author prepares an Internal Report Review Routing Sheet and submits the report to the PL.  The product of a report should be scheduled in the Task Order Project Plan.  The review process requirements for a document are shown in Figure 1.  The PL enters the appropriate routing on the routing sheet depending on the type of product being reviewed.
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Figure 1 Document Review Process

The identification of the reviewers and the approval official is obtained from the review, approval, and signature matrix in Table 1 on the following page.

Table 1. Review, Approval, and Signature Matrix for Correspondence
	Document

Type/Name
	Project Leader
	Program Manager
	Director
	VP
	SVPO
	CEO
	President
	CFO
	HRO
	FSO

	REPORTS & PRESENTATIONS

	Status
	Review
	Sign
	Info
	
	
	
	
	
	
	

	Interim
	Review
	Sign
	Info
	
	
	
	
	
	
	

	Final
	Review
	Review
	Sign
	Sign (Alt)
	
	
	
	
	
	

	Presentations
	Review
	Sign
	Sign (Alt)
	
	
	
	
	
	
	

	CONTRACT CORRESPONDENCE

	Time Sheets (3)
	
	
	
	
	
	
	
	
	
	

	Proposals

(Technical & Cost)
	Review

(Technical & Cost)
	Review

(Technical & Cost)
	Review

(Technical & Cost)
	Review

(Technical & Cost)
	
	Sign
	Sign (Alt)
	Sign (Alt)
	
	

	Contracts
	
	Review
	Review
	Review
	Review
	Sign 
	Sign (Alt) 
	Sign (Alt) 
	
	

	Contract Modifications
	
	Review
	Review
	Sign (Alt)
	
	Sign 
	
	Sign (Alt)

“(8)” 
	
	

	Teaming Agreements
	
	Review
	Review
	Review
	
	Sign (Alt) 
	Sign 
	
	
	

	Non-Disclosure Agreements
	
	
	Review
	Sign
	
	Sign (Alt) 
	Sign (Alt)
	Sign 
	
	

	Subcontract Agreements
	
	
	Review
	Review
	Review
	Sign (Alt)
	Sign (Alt) 
	Sign 
	
	

	Consultant Agreements
	
	
	Review
	Review
	
	Sign (Alt)
	Sign (Alt)
	Sign
	
	

	Memorandum of Understanding/Agreement
	
	
	Review
	Sign (Alt)
	
	Sign 
	Sign (Alt)
	Sign (Alt)
	
	

	Security Correspondence
	
	Review
	Review
	Review
	
	
	
	
	
	Sign

	Clearance Requests

Sign/Alt (5)
	
	Review
	Review
	Review
	
	
	
	
	
	

	Visit Requests

Sign/Alt (5)
	
	Review
	Review
	Review
	
	
	
	
	
	

	Delivery Letter
	Review
	Sign
	Sign (Alt)
	Sign (Alt)
	
	
	
	
	
	

	Task Order 85% Expenditure Letter
	Review
	Sign
	Sign (Alt)
	Sign (Alt)
	
	
	
	
	
	

	Request for GFE/GFM 
	Review
	Review
	Review
	Sign
	
	
	
	
	
	

	Request for GFI
	Review
	Sign
	Sign (Alt)
	
	
	
	
	
	
	

	Invoices
	
	
	
	Review
	
	Sign
	
	Sign (Alt)
	
	

	Task Order Monthly Project Report
	Review
	Sign
	Review
	Sign 
	
	Sign

(Alt)
	
	
	
	

	Expense Reports (4)
	
	
	
	
	
	
	
	
	
	

	GENERAL CORRESPONDENCE

	Executive Offer Letters
	
	
	
	
	)
	Sign 
	Sign

(Alt)
	
	
	

	Non-Management Offer Letters
	
	
	
	
	
	Sign

(Alt)
	
	Sign

(Alt)
	Sign
	

	Recruitment Ads
	
	
	
	Sign

(Alt)
	
	Sign

(Alt)
	
	Sign

(Alt)
	Sign

Alt (9)
	

	Purchase Requisitions
	
	
	
	
	Sign (1)
	Sign (Alt)
	
	Sign (Alt)
	
	

	Purchase Orders
	
	
	
	
	
	
	
	Sign

Account Mgr (10)
	
	

	Check Requests
	
	
	
	
	
	Sign
	
	Sign (Alt)
	
	

	Credit Applications
	
	
	
	
	
	Sign
	
	Sign (Alt)
	
	

	Accounts Payable Checks
	
	
	
	
	
	Sign (Alt)
	
	Sign
	
	

	Payroll Checks
	
	
	
	
	
	Sign
	
	Sign (Alt)
	
	

	Line-of-Credit Borrowings
	
	
	
	
	
	Sign (Alt)
	Sign (Alt)
	Sign 
	
	

	Vendor Agreements (i.e., service, etc.)
	
	
	
	Review
	
	Sign (Alt) 
	Sign (Alt) 
	Sign 
	
	

	Equipment Lease Agreements
	
	
	
	Review
	Review
	Sign (Alt) 
	
	Sign 
	
	

	Office Space Lease Agreements
	
	
	
	Review
	Review
	Sign (Alt) 
	Sign (Alt) 
	Sign


	
	

	Personnel/Credit References
	
	
	
	Review
	Review
	Sign 
	Sign 
	Sign 
	
	

	Salary Actions – Management
	
	Review
	Review
	Review
	
	Sign 
	Sign (Alt) 
	Sign (Alt)
	
	

	Salary Actions – Non-Management
	
	Review
	Review
	Review
	
	Sign 
	Sign (Alt)
	Sign (Alt)
	
	

	Interview Appointments
	
	Review
	Sign (Alt) 
	Sign (Alt)
	
	
	
	
	Sign
	

	Employment Offer Letters
	
	Review
	Review
	Review
	
	Sign (Alt)  
	Sign (Alt)  
	
	Sign
	

	FOIA Request Letters
	
	Review
	Review
	Sign
	
	
	
	
	
	

	Financial/Tax Matters
	
	
	
	
	
	Sign 
	
	Sign (Alt) 
	
	

	Benefit Related Matters
	
	
	
	
	
	Sign (Alt)

“(6)”
	
	
	Sign
	



“CEO & President can sign in the absence of the authorized individual at any time”

(1) Director of Accounting signature reuired prior to approval of CFO or CEO

(2) Only with an approved purchase requisition signed by the CFO or CEO.

(3) Authorized to sign Time Sheets: Kathy Freeland, Greg Freeland, Chris Parrotta, Nancy Dodd, Sue Alexander, Ken Kmiec, Bill Coxon, Don McCarthy, Tom Eakin, John Ryan, David R. Coxon, Shirley Headen-Anthony, Alesa Mayrant, Tony Wu, Andre’ Hammond, Terri Williams, Phillip Neirad, Barry McCann, Robert Key, Gus Gamarra, Byron Pink, Martin Jolly, Glenda Grooms, Gordon Caylor, Mark Mohs, JoAnn Fair, Ben Weaver, Larry Kelly, Steve Krasic, Ed Humprey, Bart Hewitt, Angel Moskal, Paul Brown, Michael Ferree, John Grimm, Corry Isaac, Daryl Much, Vince Garcia, Michael Sellers, Juan Cepeda.

(4) Authorized to sign Expense Reports: Kathy Freeland, Greg Freeland, Chris Parrotta, Ken Kmiec, Bill Coxon, Don McCarthy, Tom Eakin, John Ryan, Martin Jolly, Nancy Dodd, Barry McCann, Alesa Myrant.

(5) Joe Nelson

(6) Janet Gilmer

(7) Linda Harris

(8) Sue Alexander for contract modifications of the following nature: Increasing funding levels, extending periods of performance, deobligations, and other administrative changes.

(9) Linda Harris

(10) Sue Alexander
1.3.1.4 External Review

In many situations, such as briefings and presentations, RGII prepares draft material that may require modifications or additions by external sources.  The External Report Review Routing Sheet is used to inform the external reviewers of the revision status of the document under review, and of any special instructions associated with the external review process.  External review of a RGII product does not substitute for the internal quality review of our products.  The external review ensures that the document prepared by RGII adequately conveys the customer’s message.  The External Report Review Routing Sheet is shown in Appendix A.

1.3.1.5 Final Inspection. 

The final inspection is performed after all specified inspections and tests, including those specified either on receipt of product or in-process, have been carried out, and completes the evidence of conformance of the finished product to the specified requirements.  The final inspection is conducted by the person indicated in Table 1 as the position with “Approval” authorization.  The PL is responsible for releasing the product for delivery to the customer after any necessary reproduction work is completed and reviewed.  A nonconforming product will be handled in accordance with the RGII Quality Control/Assurance Manual.

1.3.2 Special Review Process

There may be occasions when, due to scheduled constraints, the customer desires immediate delivery of a product that has not completed the review process.  In these circumstances the PL will advise the normal reviewers of the situation.  The customer should be made aware that the deliverable has not gone through the normal RGII quality review process and that it should therefore be considered a preliminary copy.  The special circumstances of the product delivery shall be stated on the external review route sheet attached to the product.  The PL will submit the deliverable to the normal review process concurrently.  When possible, the reviewed deliverable will be provided to the customer in exchange for the preliminary copy.

1.3.3 Document Changes

The nature of the changes to documents should be identified in the document or the appropriate attachments where practicable.  Changes to documents shall be reviewed and approved by the same functions that performed the original review and approval unless specifically designated otherwise.  The designated functions shall have access to pertinent background information upon which to base their review and approval.

1.3.4 Document Maintenance

Documents being written and those being revised or updated will be labeled “DRAFT” until the publication review process is completed and the final copy is prepared for signature.  The Administrative Assistant controls the distribution of formally controlled documents and changes thereto to ensure that the pertinent issues of appropriate documents are available at all locations where operations essential to the effective functioning of the quality system are performed.  Distribution will normally be done through the Division Directors who will deliver the documents to their employees.  The employees are responsible for the maintenance of documents routed to them and for entering and recording changes.  The Division Directors will collect change residue from their employees and dispose of it.

2. Document and Correspondence Control

2.1 Classified Documents

Documents and data used during Task Order projects are controlled as specified by the PL in the Task Order Project Plan.  Classified documents and data in RGII’s possession are controlled in accordance with procedures contained in the RGII Security Standard Practice Procedures Manual.  Product documents in the inspection and review process are controlled by their authors in accordance with procedures contained in this manual.  Documents and data of external origin that are required for Task Order activities are controlled by an employee assigned in the Task Order Project Plan.  Obsolete and superseded documents are promptly removed from use.  Those retained for legal or knowledge-reservation purposes are marked accordingly.  Changes to documents are reviewed in accordance with the procedures set in this Manual.  

2.2 Unclassified Documents

Other documents and data are uncontrolled.  RGII documents that address the requirements of the quality standard, such as the Quality Control and Assurance, Project Management, and Document Manuals are maintained under version control in accordance with procedures contained in this Manual.

2.3 Obsolete Document Control

Obsolete and superseded documents will normally be removed from circulation or destroyed.  Superseded classified documents will be returned to the Facility Security Officer for disposition in accordance with the RGII Security Standard Practices and Procedures Manual.  Documents obtained from reference sources such as the Technical Library will be returned to the proper custodian for disposition.  Obsolete documentation that is being retained as a reference source will be labeled “OBSOLETE” or “SUPERSEDED” on the document cover.

2.4 Correspondence Control

All correspondence prepared by RGII personnel must conform to RGII standards first and then customer unique specifications.  Although correspondence can be prepared at any level, it must be signed by the person who has the authority to make the decision concerning the correspondence contents.  Correspondence must be routed for review, approval, and signature as shown in Table 1 and information copies must be sent to persons who need to know the contents of the correspondence.  Distribution of information copies can prevent overlapping or conflicting actions within RGII.

The RGII approval policy is not intended to discourage an individual’s initiative.  Its purpose is to ensure that only high quality products that reflect the corporate position, and for which RGII is accountable, are transmitted.  Because of this accountability, the signature requirements of Table 1 will be strictly enforced.

3. REFERENCES

Technical Writer’s Handbook, Harry E. Chandler

Technical Report Writing Revisited, Ulman and Gould

The Elements of Style, Strunk and White

How to Take the Fog Out of Writing, Gunning and Mueller

Department of the Navy Correspondence Manual, SECNAVINST 5216.5

Preparation, Coordination, and Control of Briefings and Point Papers for Higher Authorities, NAVSEAINST 5210.1

4. BIBLIOGRAPHY

Leggett, G., Mead, C. D. and Charvat, W., Handbook for Writers, Third Edition, Prentice-Hall, Inc., Englewood Cliffs, NJ, Mar 1964

National Industrial Security Program Operating Manual (NISPOM), DoD 5220.22-M, Jan 1995

RGII Security Standard Practices and Procedures (SPP)

5. Appendix A Report Review Routing Sheets

(See Following Page)

INTERNAL REPORT REVIEW ROUTING SHEET
Part 1 (filled in by Author)

Report Number:_______________________________

Report Title:__________________________________

Customer:____________________________________

Report Type: Brief/Paper____ Status____ Interim____ Final____ Other____

Due to Customer:________________  Copies Required:___________

Task Order Number:_____________  CDRL Sequence Number:__________

Applicable Standard (DID, MIL-STD, etc.):_________________ (Attach Copy)

Special Requirements:

Subcontractor Point of Contact:_______________________________

Part II Status and Record of Review

Receipt Inspection.  Incoming product has been reviewed and found acceptable.

	Title
	

	Project Leader
	

	Signature
	

	Date
	


In-Process/Final Reviews.  This document has been reviewed and found acceptable.

	
	R/A
	Name
	Signature
	Date

	Author
	
	
	
	

	Project Leader
	
	
	
	

	Program Manager
	
	
	
	

	Director
	
	
	
	

	VP
	
	
	
	

	COO
	
	
	
	




R = Reviewer

A = Approval Authority

Reproductions have been reviewed and product is released to the customer______________

Project Leader

Delivery Date_______________Method of Delivery_______________.

Maintain completed IRRRS Form in Project Leader Task Order File.

Part III Reviewer’s Comments

(Internal Reports)

External Report Review Routing Sheet

Part I (Filled in by Author)
Report Number:  ________________________________________________________

Title:

__________________________________________________________



__________________________________________________________

Customer:
__________________________________________________________



__________________________________________________________



__________________________________________________________

Report Configuration:
Manuscript Copy:
_______
Preliminary Copy
____




Edited Preliminary
_______
Final Copy

____

Due to Customer:
_______________________________

Copies Required:
_____________

Applicable Preparation Instructions:
___________________________ (Attach Copy)

Special Requirements:

	
	


Part II This document has been reviewed and forwarded on the date listed below.

	NAME/CODE
	INITIALS
	DATE IN
	DATE OUT

	Author
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Part III Reviewer’s Comments (External Reports)

6. Appendix B Technical Report Format

Purpose

This appendix establishes the format requirements for written reports, plans, and other data media.  These guidelines will be followed when there are no format requirements specified by the customer.

Report Format

Although all reports do not necessarily contain all of the following elements, those used should appear in the following order.

Front Matter:


Front Cover


Title Page


Change Record Page


List of Effective Pages


Executive Summary


Preface


Abstract


Contents


Illustrations


Tables

Main Body:


Introduction


Main Text


Conclusions


Recommendations

Back Matter:


References


Bibliography


Appendices


Glossary


Index


Distribution


Back Cover

Front Matter

Front Cover

A sample front cover is shown in Figure 2.  Front cover requirements are delineated in the following subsections.

Material.  

The front cover will be made from card stock.  Unclassified documents will be either blue or white in color.  Other colors are reserved for classified documents (i.e., green for Confidential, yellow for Secret, Pink for Top Secret).

Security Markings. 

Instructions and examples for the proper marking of classified documents are found in the RGII Security Standard Practices and Procedures (SPP) and in the Industrial Security Manual.
  Assistance with security markings is available from the Facility Security Officer.  The requirements for proper security markings take precedence over the requirements of this appendix.

Report Number.

Each deliverable document shall have a unique alphanumeric designation.  This designation is derived form the RGII Task Order number and the sequential number of the document.  For example, the first document prepared under Task Order D499-009 would be identified as D499-009-1.  The report number will be placed in the upper right hand corner of the cover.

Title and Subtitle.

The title is displayed prominently in large print.  The title indicates the subject of the report as briefly as possible without sacrificing meaning.  The use of articles (a, an, the) in the title is discouraged.  The first word should be descriptive because reports are often filed in archives and libraries under the first word of the title.  Subtitles are printed in smaller type than the main title and placed beneath it.  When a report is prepared in more than one volume, repeat the primary title and have the subtitle identify specific volumes.

In classified publications, the publication title should be unclassified.  A report with a classified title should be provided with an unclassified title if at all possible.

Date. 

The report shall carry a date consisting of at least the month and year that the report was issued.

Type of Report and Period Covered. 

The report cover shall indicate whether the report is preliminary, interim, monthly, annual, final, etc., and, if applicable, the dates covered.

Serialization.

If the document is subject to occasional update by distributing revised pages to the holders of the document, serialization of the documents may be used to maintain change control.  If serialization is used, mark the cover “Serial No.[         ]” below the report number.

Company Logo.

The RGII Logo shall be included on all covers unless prohibited.

Company Address.

The corporate address shall be included below the company logo.

Title Page

The Title Page shall contain all of the information required for the front cover plus the following.  A sample title page is shown in Figure 3.

Authors and Reviewers.

The authors, the reviewers and the approval official shall be listed as follows.

Prepared by:


[Names]

Reviewed by:


[Names]

Approved by:


[Names]

RGII Technologies, Incorporated

200 Harry Truman Parkway, Suite 315

Annapolis, MD  21401

(410)  224-2554

Following this will be the name, address, and phone number any subcontractor.

Contract Data.

The applicable contract number, delivery/task order number, and item number shall be listed as follows.

Contract:

Delivery[/Task] Order:

Item:

Figure 2

. Sample Cover Sheet
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Figure 3. Sample Title Page
Change Record Page

If users of the document will be maintaining their copies by inserting change pages, a Change Record page will be included that is consistent with the plan for maintenance and change control.  A Change Record page will be placed before the list of effective pages in controlled documents.  For controlled documents the Change Record page will be a table including the version number, the date of the version change, the numbers of the changed pages, and space to indicate the identity of the person entering the change.

List of Effective Pages

A list of Effective Pages will be included in controlled documents.  In this list will be a table recording the pages of the document and the versions with which they were provided.

Executive Summary

This page shall contain a concise summary of the background, purpose, and findings in the report.  It serves to orient the reader on the content of the report and to provide management personnel with the basic information for administrative action.  The summary should be limited to one page and preferably 150 words.

Preface

If a preface is used, it may show the relation of the subject work to associated efforts, give credit for the use of copyrighted material, or acknowledge assistance received.

Abstract

The abstract presents a concise statement of the purpose, scope and major findings of the report.  The abstract acts as an executive summary and should be included in most documents.  Since abstracts may be published by abstracting services, to assist potential readers in determining whether they may be interested in the report, an abstract must be understandably independent of the rest of the report.  It must contain no undefined symbols or acronyms and make no reference by number to references, illustrations, tables, or appendices.

Contents

If the document contains more than ten pages, it should contain a table of contents.  This section lists the titles of each major chapter, section, or heading beginning with the main body of the publication, and the associated page.  Entitle this page “CONTENTS” vice “Table of Contents”.

All the major headings in the body of the document and the titles of the appendices appear in the table of contents.  It is not necessary to list headings below the second order.  The elements in the front matter of the document are not included in the table of contents.  The elements in the back matter of the publication are included in the table of contents.  If the table of contents is more than one page, the continuation pages must repeat CONTENTS followed by “Continued” in parentheses.  A sample CONTENTS page is included in Figure 4.

Illustrations

Include this page only if it is considered essential.  For each illustration, list the figure number, the caption, and the page number on which the figure begins.  Captions of figures used in appendices may also appear in the list.  There is no need to list multiple parts of a figure.  In a classified publication, include the classification of the caption.  Abbreviate lengthy captions.  Entitle this page “ILLUSTRATIONS” vice “List of Illustrations”.  If the list of illustrations is more than one page, the continuation page must repeat ILLUSTRATIONS followed by “Continued” in parentheses.

Tables

Include this page only if it is considered essential.  For each table list the table number, the heading, and the page number on which the table begins.  Headings of tables used in appendices may also appear in the list.  In a classified publication, include the classification of the heading.  There is no need to list multiple parts of a table.  Abbreviate lengthy headings.  Entitle the page “TABLES” vice “List of Tables”.  If the list of tables is more than one page, the continuation pages must repeat TABLES followed by “Continued” in Parenthesis.

Table 2. Sample Table of Contents
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Main Body

Introduction

The introduction shall contain information that contributes to the reader’s understanding of the need for the project and a better understanding of the results of the project.  Previous work accomplished that led to the current project may be included.

Main Text

This section shall present factual data on which conclusions and recommendations are based.  It should be presented in a logical sequence, chronologically if no better sequence is indicated.

Conclusions

Conclusions reflecting the results of the project should be listed in order of importance.  They should be concise and be substantiated by factual data presented in the report.

Recommendations

Recommendations should be listed in order of importance and should be based on conclusions.  They must be clear, positive, forthright statements that are easily understood.

Back Matter

References

Include complete identification of references on the bottom of the page where first cited.  When references are numerous, they should be repeated in a reference list.  References are listed in numerical order, single space with a space between references.

Bibliography

Arrange documents consulted but not included in the text in a bibliography list.  Include authors, titles, identifying numbers, publication dates, and applicable security classifications.  Bibliographic entries are listed in alphabetical order according to the first letter of the entry.  Each entry is single spaced with a space between entries.

Appendices

An appendix contains supplementary material that supports the main body of the document.  Each appendix must be introduced in the text.  “Appendix” is spelled out with an initial capitalization in text references.  When one or more appendices are used, designate them alphabetically beginning with “A” (e.g., “ is shown in Appendix A.”).  Each appendix must have a title.  Label figures, tables and equations with the letter designation of the appendix in which they fall.  Start each appendix on a new right hand page.

If figures, tables, or equations are mentioned in both the body of the report and an appendix, they should appear as new figures, tables, or equations in the appendix.  If a reference is used in both the body of the document and the appendix, it is treated as a new reference in the appendix and the complete citation is repeated.  If there are no references in the text, begin numbering references in a single appendix with Arabic numeral 1. If there are text references, or if another appendix has references, then appendix references are compound numbered (e.g., A-1, B-1, etc.) to conform to the appendix designation.  The references are listed following each appendix.

An exception to the above guidelines would be in the case where an existing publication is incorporated into the document as an appendix.  In this situation neither the existing document nor its figures, tables or pages are renumbered.

Glossary

Define unusual terms the first time they are used in the main body either in the text or in a footnote.  When many such terms are used, list them in alphabetical order with definitions in a glossary.  Define or spell out abbreviations, acronyms and symbols when first introduced in the text with the short form following in parentheses.  The short form is used thereafter.  If they are numerous, include a list of definitions in the glossary.  The glossary elements should be listed in the following order and alphabetized:  English words, Greek letters, subscripts, superscripts, and special notes.

Index

If an index is included, make it as complete as the nature and the probable use of the report require.  The index lists alphabetically each topic mentioned in the publication, along with page numbers on which it is found in the text.  Index pages are compound numbered (e.g., I-1, I-2, etc.).  The first page of the index is on a new right hand page.  A column format is used in the index list.  A sample index page is included as Figure B-4.

Distribution

If a distribution list is included in the report, it will be placed at the end of the document.  The addressees are listed in the following order:  government, non-government, and internal.  The distribution list begins on a new right hand page numbered (1).  The distribution list is typed in all caps in a double-column format.  External distribution addressees are single-spaced with a space between addresses.  The internal distribution list is single spaced.

When preparing a distribution list for a classified or export controlled document that includes contractor and/or non-government facilities, check with the Facility Security Officer to ensure that each addressee has approved safeguarding capability or is otherwise authorized to receive the information.

The attention lines in the address appear first followed by the name of the organization.  City, state, and ZIP Code are the last line of the address.  Use two-letter state abbreviations without period.

INDEX

Abstract


8


Lines



21

Appendices


13


List of Effective Pages
5

Authors and Reviewers
6











Main Body


11

Back Cover


17


Main Text


12

Back Matter


12


Material


2

Bibliography


13

Binding


22


Numbered Headings

18

Change Record Page

5


Obsolete Document Control
5

Company Address

5

Company Logo

5


Pagination


21

Conclusions


12


Preface


8

Contents


8

Correspondence Control
5


Recommendations

12








References


19

Date



4


Report Number

4

Distribution


14


Report Preparation

21

Document Maintenance
5

Document Manual

1


Second-Order Heading
17

Document Review Process
3


Security Markings

2








Serialization


5

Executive Summary

8


Special Review Process
4

First-Order Heading

17


Tables



20

Footnotes


18


Technical Report Format
1

Fourth-Order Heading

17


Third-Order Heading

17

Front Cover


2


Title and Subtitle

4

Front Matter


1


Title Page


6








Type of Report and

Glossary


14


Period Covered

4

Headings


B-17

Illustrations


B-9, B-19

Index



B-14

Introduction


B-11

Figure 4. Sample Index Page
The number of copies for each external addressee is shown at the right of the address, opposite the attention line, centered under the column heading “Copies”.  The number of copies for each internal addressee is shown to the right of the office code and/or name, centered under the column heading “Copies”.

Back Cover

The back cover shall be of the same color card stock as the front cover.

Body Of Text

Headings

First-Order Heading.

Chapter or section titles are first-order headings.  The first-order headings are typed with full caps and are centered on the page.  A heading of two lines or more is typed in an inverted pyramid, with the top line no longer than four inches.  There should be one blank line after the first-order heading before the text.  If a report has small sections and therefore does not have chapter or section numbers, first-order headings do not have to start on a new page.  They can be placed immediately following a paragraph with two blank lines preceding the first-order heading.

Second-Order Heading.

Second-order headings are typed with full caps and are flush left on the page with no period.  Two or more lines may be used if necessary, with all lines beginning flush left.  Two blank lines should precede the second-order heading and a single blank line should follow it before the text.

Third-Order Heading

Third-order headings are typed flush left with initial caps and are underscored.  No period is used.  Two blank lines should precede the third-order heading and a single blank line should follow it before the text.

Fourth-Order Heading

Fourth-order headings are typed indented with initial caps, underscored and are followed by a period and two spaces.  A single space should precede the fourth-order heading.  The text begins on the same line as the heading.

Numbered Headings

Use number headings only when needed for clarity because of the length or complexity of the document.  If numbering is used, it should be decimal style and limited to three levels (e.g., 4.3.1).

Footnotes

A footnote comments on, explains or interprets information presented in the text.  It appears at the bottom of the page on which it is cited.  Footnotes are referred to in the text in the following sequence:  asterisk (*), double asterisk (**), dagger (†), and double dagger (††).  Footnote symbols in the text follow any punctuation marks except the dash (e.g., “quality assurance;*   ”).  Whenever possible, the footnote symbol should come at the end of a sentence or clause.

Footnotes are typed at the bottom of the page in the order in which they are mentioned in the text.  A footnote cutoff rule (e.g., a line approximately two inches long) is used to separate the text and the footnotes.  Footnotes are the same size and font as the main text.  When it is impossible to complete a footnote on the page to which it is keyed, it is continued at the bottom of the next page below the footnote cutoff rule but above any other footnotes beginning on the new page.  Individual footnotes are single-spaced with double-spacing between footnotes.

References

References are made to specific books, reports, journals, and similar documentation used by the author.  References are numbered consecutively in the order in which they appear in the text.  They are referred to in the text with a superscript numeral and never followed by a period or slash mark, or enclosed in parentheses or brackets.  A complete identification of the reference is given at the bottom of the page on which it is first cited.

Illustrations

The purpose of an illustration or figure is to supplement the text, call attention to details, and present ideas that are difficult to describe in writing.  Illustrations should use the same language, terminology, units, etc., as used in the text.  Illustrations follow their first text reference (on the same page or on a separate page) or they can be grouped in numerical sequence at the end of the text, or at the end of a chapter or section if compounding numbering is used.  Illustrations continuation pages should repeat the illustration number and caption followed by “Continued” in parentheses.  Every effort should be made to place the illustration on the page so that the publication does not have to be turned.  If an illustration must be placed sideways on a page, turn it 90 degrees counterclockwise so that the bottom of the illustration is at the right margin of the page.

More than one illustration may be placed on a single page.  If illustrations are to be inserted in the text, at least two lines of spacing should appear between the text and the illustrations (including captions).  Foldouts should be avoided if possible.

All illustrations have numbers and captions.  Illustrations are numbered consecutively throughout the report; however, if the publication is compound numbered to identify chapters or sections, the illustrations are compound numbered.  Place a period and two spaces between the number and the caption.  Captions are placed under the figure, are written in all caps, and are not bolded or underlined.  Bold print and underlining are reserved for instances when particular emphasis is desired in the text.  The caption should not extend beyond the margins of the illustrations.  If the caption is more than one line long, subsequent lines are either flush with the first character in the caption or centered and single-spaced.  If descriptive legends are used to explain symbols, etc., they should not be part of the caption.

Tables

A table is systematic, condensed presentation of data for ready reference.  They are placed following their first text reference (on the same page or on a separate page) or they are grouped in numerical sequence at the end of the text, following any illustrations that are likewise grouped.  If the illustrations are grouped at the end, the tables must also be grouped.  Table continuation pages should repeat the table number and title followed by “Continued” in parentheses.  Every effort should be made to arrange the table on the page so that the publication does not have to be turned.  If a table must be placed sideways on a page, turn it 90 degrees counterclockwise so that the bottom of the table is at the right margin of the page.

All tables have numbers and titles.  Tables are numbered consecutively throughout the report; however, if the publication is compound numbered to identify chapters or sections, the tables are compound numbered.  Place a period and two spaces between the number and the title.  Titles are placed above the table, are written in all caps, and are not bolded or underlined.  The title should not extend beyond the margins of the table.  If the caption is more than one line long, subsequent lines are either flush with the first character in the title or centered, and single spaced.  Column headings in a table may be initial caps or full caps, centered above the columns.  A table is single-spaced unless double spacing presents a more balanced page.  Double-spacing may be used between major sections of the table.

Report Preparation

Pagination

The text material shall be in the form of black characters on white, opaque paper.  Standard pages shall be 8½ x 11 inches vertical (portrait) format with one inch margins on each side, the top margin at one inch and the bottom margin at one half inch.  Sketches, drawings, diagrams, spreadsheets, etc., may exceed the standard page size to form foldouts where the alternative would be extreme reduction in the size of the graphic material.

Charts, tables and graphs shall appear in a size large enough to be clearly legible.  Graph coordinates and grid lines shall be spaced as far apart as practical.

Page numbers are centered at the bottom of each page.  Lowercase Roman numerals are used for the front matter of a document.  The body of the publication and the back matter are numbered with Arabic numerals or are compound numbered based on chapter or section designation.  Compound numbering is usually used in documents that are greater than ten pages in length.  Pages in appendices are compound numbered based on the appendix designation unless the appendix is an incorporated existing publication, in which case the pages are not renumbered.  The index is also compound numbered.  The page number on a distribution list appears in parentheses beginning with the Arabic numeral (1).  Chapters or sections are numbered with Arabic numerals.  Reports greater than twenty pages in length will normally be produced with double-sided pages.  Odd page numbers will be placed on the right hand page.

Lines

Computer generated documents shall be produced on a letter quality printer.  The font for the main text shall be Times New Roman, 12 pitch, (12 Font) if available.  The type will be full justified.  Bold and underlined type will be used sparingly to place emphasis where needed on specific words or phrases.

Spacing between lines in preliminary and final reports shall be 1½ lines for reports prepared for reproduction, except when double spacing between lines is necessary to ensure clarity of equations or symbols.  Single spacing may be used in documents that are greater that fifteen pages in length.  Spacing between lines for all outlines and manuscripts shall be double-spaced.

Binding

Outlines, manuscripts and preliminary drafts may be bound with one or two staples on he left side.  Covers are not required.  These documents shall be clearly marked to indicate the preliminary nature of the contents (e.g., DRAFT).  Final submittal of documents not requiring periodic maintenance shall be semi-permanently bound with 19-hole spiral plastic binders, or other suitable semi permanent alternative.  Final submittal of documents that will require future maintenance by replacement or addition of pages shall be bound in a suitable 3-rign binder.  When 3-ring binders are used, a spine will be used, identifying report title and report number as a minimum.

7. Appendix C Final Summary Report Format

Purpose

This appendix establishes the format requirements for contract and Task Order final summary reports.  These guidelines will be followed when there are no format requirements specified by the customer.

Report Format

Although all final summary reports do not necessarily contain all of the following elements, those used should appear in the following order.

· Front Matter


Front Cover


Title Page


Contents

· Main Body


Introduction


Description of Work Performed


Conclusions


Recommendations

· Back Matter


Glossary


Back Cover

Front Matter

The front matter in the final summary report will follow the format presented in Appendix B.

Main Body

Introduction

The introduction should begin with a paragraph which lists the contract and the Task Order numbers, the sponsoring organization and the codes/offices, the effective dates of the Task Order, the names and code of the contracting officer’s representative, and the names and codes of the technical sponsors.  The introduction should also quote a list of amendments and the tasks from the statement of work followed by a list of the required deliverables.

Description of Work Performed

This section describes what work was actually performed to satisfy the requirements of the contract or Task Order statement of work.  It should begin with the creation of the Task Order Project Plan.  State how closely the plan was followed, and explain the circumstances which caused any modifications.  The completed timeline chart from the Task Order Project Plan should be included to show the timeframes during which the subtasks were performed and to show when the deliverables were submitted.

Deliverables Description

The attributes, contents and delivery date of each deliverable should be explained in paragraph form.

Chronological Work Description

Include a description of the work performed on a monthly basis.  Include in this section any “lessons learned” that might prove useful for those conducting similar work in the future.

Financial Overview Description
Include a graphic representation of expenditures. (Negotiated, Funded, Expended 85% expended level, and Backlog)  

Conclusions

Conclusions reflecting the results of the project should be listed in order of importance.  They should be concise and be substantiated by the information presented in the report.

Recommendations

Recommendations should be listed in order of importance and be based on the conclusions presented.  They must be clear, positive, forthright statements that are easily understood.

Back Matter

The back matter in the final summary report will follow the format presented in Appendix B.
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