
Naval Research Laboratory
WashngtoN, DC20375.5=2

I NRLTWR5230-97-9869

NRL Report Formats

T.-om D. Cpjjwo
P-T~I E. Str-n

P~bhlcwiomRId,
T-hic.1 IMf-rc-~ DM-c~c

December 1, 1997

Apmved for pAbi r Iem, deRdbW,, i nhedte



REVIEWED AND APPROVED
December 1997

Peter H. Imhof
Head, Technical Information Division



REPORT DOCUMENTATION PAGE F.Appmved
OMt.o 0711"

1. AYUSEONLy(L - a REPOTDAT EPOPORT PEADDATECOV£RED

I Deeber 1997 Inratonal

4- .AD - 5, FUJNING NUASERS

NRL Repn Fo-s PE - 63270N

e, Arm4OR(S)

Thntary D. Cad ,ood dF midaE. Staffei

7 PERFOmNGOAN (S)ANDADR (ES) A. PFNG
REpCTNUMBER

Navn Reach Lboatoy
Wahigton, DC 20375-5320 NRJFRJ5730-979869

9 S-RINGONGORING AGENCYN-E(S) AND Dfl-SS(ES) 1. Sp ORIN .NNG

Ths ns idedin of NRIPU/5320--09241 of 0 December 1993.

12a~~~~~~~ .tI OAA B E . .IBON . OEApproved for public rec: disntrno~hn umtd.

NRRpoFo w pepmd toprvde iatio to thotthe Nava Resercht abonoiy (NEL) wh, r tecmi
repors d fr thoe wh. ypt and lay ot opms fo pmdou... Ts publcatio prodess y-ffow ti

he od of a reports concom Wn.wn plAnoonsm gi. fo each sectond figwrs Aho for h onmpoenmL
The pnt of cn cevr h fofNRL'sh thro] aons: Washington.D C (NRL-DC), Stes Spac Cene=. Misnsippi
(NRL-SSC), =d Monrey, Califona(NRL-IRY). from whom addiional repot pepaon ssane - yb obmned

Report

17. SE-R C-I N ICSIFIA .UILASSIFI-A I ULA NOFA TOF ROR OF-I-PG OF ABSTACT

UN LS IE UNCLSSII UNCLASSIFIED U

NSN 7 1-5





CONTENTS

INTRODUCTION .................................................

HOW TO USE THIS PUBLICATION

FEEDBACK ..........................................................

SITE TECHNICAL INFORMATION OFFICES..

FRONT COVER ....................................................

REPORT DOCUMENTATION PAGE, SF 298

CONTENTS .................. .... . ..................

Margins-lst Page ................
Margis--Follwing Pages -
Fonts ...........-.........................

Page Numbers........................
Lists of Figures and Tables

EXECUTIVE SU MARY ..........

Margins-IsaPage ................
Marginas Folowing Pages...
Fonts ......................................
Page Numbers ........................
Headers and Foters ..............

FIRST PAGE OF TEXT ..............

Margins-1st Page ................
Feas .............................
Headers .........................
Footer ................ce ............
Vercal Spacing .....................

.................. 6

.................. 6

.................. 6

.................. 6

.................. 6

........................................... 8

........................................... 8

........................................ ... 8

........................................... 8
I.......................................... 8

........................................... 10

I.......................................... 10
........................................... 10
........................................... 10
........................................... to
........................................... 10l

LEFT-H AN D TEXT PAG E ........................................................................................................ 12

M argins .2........................................................................................................................ 12
Header for Left-Hand Pages ........................................................ ... . . 12
Vertical Spacing................................................................................................................... 12

.............................................................. 1

-.................. ...........................................

....................................................................

.................................................................... 2

............................................................... 4

.............................. ................................... 6

.......................................................................
-- ................ ..................................................
........................ -- ...........................................
........................................................ ..............
.......................................................................

.................................................

................ .................. .............

................................................

.............................................. -

.................................................



RIGHT-HAND TEXT PAGE ...............

Margins ...........................................
Header for Raghr-Hand Pages ....
Vertical Spacing .............................

FIGURES ...............................

Plarem ent ......................... . . . ............................... .
Capti ns.................................................
Type Size .........................................................................

TA BLES . ........................................................................ .

Placeme t ........................ ..................................................

iles .. ............................................. ...................
Type Siz . .................................................. ...................

A PPEND IXES .................. ..............................................

M argins- IstPage .................................................
M a ig is- Foll i ng Pages ...............................................

Til .... ..........................................................................
Text .. ............. -.................... ...............................................

CLASSIFICATION MARKINGS ..................................

Covers and SF 298.............................................................
Esery Page ................. ......................... ...........

Hearers ..................
Foo. r . .................. ...................... ............... .

Contents .............................. ...........................................
Text ...................................................... ........................
Footnotes ............ .................... ............................
Figures ........................... ...................... . . .
Caption -... .....................................................................

Tables.. ...........................................................................
Title, ..................................... .................... .................. ...

Appendixes ............ ........................ .....................
Unclassified Appendix in a Classified Report ..................
B lank Pages........................................................................

APPENDIX-Additional Typographical Corans ................

Paper Size . ......................................................................
Fonts .. ..............................................................
Tabs and lodents. .................................................................

............................................................ 14

--................................. .......... 14
........................................ ........... 14

..................... ........................ 14

............................. ............................... 16

................................ ............... 16
- 6.......... 16

.. 6............. - 6

............. ................................ 16

................................................ 16

............ ................. ................. 16

............................... -................ 16

......................... -...................... 19

........................ .................... 18
........................................... 18
................................................ is
............................... ................ 18

.. .... .. ...... . ................. 2 1

.............................................. 21
.............................. -................ 21
--............................... - 21

................................................ 21
............................................ 21

........................... -..................... 21

....................... ........ .....2 1

......................... ...................... 21

............................................... 22
................................................ 22

. . . . . . .. . . . . ........... ............. 22
.......................................... 22
.......................... ................ 22

.............................................. 22

.. .... .... ................ .. ... ... 3 5

................................................. 35
....................................... 35
-...................................... 35



Jusi fication .................................................................................................................. 35
Spaces .............................................................................................................................. 35
Dasbes ............................................................. ............................................... 36
Page Numbering ................................................................................................................ 36
Eseaative S rummary .................................................................. ................................... 36
M ul iline Figure Captions . . . .............. ... ...................................................... 36
M a tiine Table Titles ......................................................................................................... 36
Paragraph Numbering .6................................................................................................. 36





NRL REPORT FORMATS

INTRODUCTION

This NRL Repor Fereata publication provides authors and those who prepare reports with a concise
reference guide to NRLs feumar requirements. The NRL Formar Guide, updated in 1997, is also available
for your reference. It is available in prited form from your Site Teshnical Information Office (STIO) (see
belw) or electronically on the TID Web site at tid.uLnavymall/$230.hlml.

HOW TO USE THIS PUBLICATION

This publication is organized in the same way as an NRL Report, starting with the front cover and
ending with an appendix a the back. Each component is illustrated with a sample and explanatory text an
facing pages. Note that he sampleformas are shown in areducedversion; the measurements are actuate for
an 81h in. by II in. page. Information is provided in a generic way so it can be ased with may word process-
ing or page layout software program.

doUnits of - -esi arearin inches (and typographici peants inhereapprapuiare)- The iWusir

es have bsed riges Thr bold bexes apply to tke oierall page; the lighter besia apply 
t
r

specific items.

FEEDBACK

We solicit youraoments on the material presented in this document. Contact yourlocal STIO with may
questions or suggestions you may have

SITE TECHNICAL INFORMATION OFFES

Listed below ar te STIOs for each NRL location.

NRL Washingto-Fax (202) 404-8681

Tam Caldeewod Publications Branch Code 5230 (202) 767-2379
Kathy Parrish Editorial Section Code 5231 (202) 767-2782
Judy Kogk Graphic Airs Secton Cede 5232 (202) 767-2850

NRL Stennisx-ax (601) 6884502
Maia Banker Tbchnical Information Cede 7032.1 (601) 688-5429

NRL Moterey-Fax (408) 6524769
Sandra Hddlesren Pablications Section Code 7502 (408) 656-4708
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FRONT COVER

To ensure uniformty of all NRL Reports, FRONT COVERS are prepared by STIO production
personel.

The thick-thin double rule en the cover and the information above it meet the requirements of the Navy
Graphic Design Standards (SECNAVINST 5600.20) for official publications. The site location and ZIP
Code are added to designate the location of the orignatre.

The ruled line don the left margin and across the boom ae design elements added by NRL.

Report numbers are assigned by the STIO.

See Section 2 of the NRL Format Guide for details concerinug the various cover elements.
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REPORT DOCUMENTATION PAGE, SF 298

The REPORT DOCUMoEITATION PAGE, SF 298, is the first ight-hand page. It is part of the front
matter and is numbered with a Roman numeral one "i:' The SF 298 is prepared in final form by the STIO.
The STIs am responsible to enume that the SF 298 is filled out correctly for submission to the Defense
Technical Information Center (DTIC).

For those who want to prepare a draft of the SF 290, the STIOs have this form available in electronic
fortms (Contact your STIO for detils.) The text of the form is set in 9-point type. The page number is set in
11 ponatpe and is cenered atthe bottom with a 0.5-in margin

General instructions for completing the SF 298 ate found on the recerse side of the form.

The number in Block 15 is the count of all printed pages in the repor, including covers.
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CONTENTS

The CONTENTS page is set up as shown in the sample. Threa is n header on this page.

Margimr-st Page
Inches

Top 2
Bottom 0.75
Left I
Right I

Margins-Following Pages
Inches

TOp I
Bottom 0.75
Left 
Right I

Funts

Tide TIMES ROMAN BOLD 12-POINT FULL CAPS
Text Times R.a- 1t point
Page numbers Times Roman II point

Double space between levels of headings. Try to limit the number of headings to two levels in the
CONTENTS, but do rat use amre than three levels in any case. See the Appendix for alternative typefaces.

Page Numiers

Teat Items

Individual text entries indicate the page on which they are found in the body of the text. The page
numbers are placed rush right with dot leaders.

Page

The CONTENTS page(s), as part ofthe fron mane- is numbered with a loweecave Roman numeral(s)
beginning with 'iii'

Lists uf Figures and Tables

Lists of figures and tables are optioal. However, if the report contains a large number of figurs andor
tables, such a listing might be desirable. These ists are given the centered titles of FIGURES and TABLES.
They immediately follow the CONTENTS page.

If both lists are used, they do not have to be on separate pagee; use two blank lines to separate them,
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EXECUTIVE SUMMARY

The EXECUTIVE SUMMARY (ifused) follows the CONTENTS and precedes the first page of text of
the body of the repor The EXECUTIVE SUMMARY is set up as shown in the saple. There is no header
line on this page.

Margin-ln Page

Inches

TOp 2
Bottom 0.75
Left I
Right I

Margims-Following Pages

Inches

Top I
Bottom 0.75
Left I
Right I

Fenr

Title TIMES ROMAN BOLD 12-POINT FULL CAPS
Text Tiames Rean II point
Headings See Regular Text Page sateple (page 12).

Page numbers Tiroes Roaan 11 point

Page Numbers

The EXECUTIVE SUMMARY is numbered beganting with page E-I and continuing with E-2,
E-3, etc.

Headers and Footers

There ar no headers r footers in the EXECUTIVE SUMMARY.
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FIRST PAGE OF TEXT

The FIRST PAGE OF TEXT is different from the succeeding text pages. The page number for only the
first page is centered 05 in. from the bottom and is set in 11-point Times Roan using as Arabi, "I (Page
numbers on succeeding pages are contained in the headers) There is no header on this page.

Margins-ist Page
Inches

Top 2
Bottom 0.75
Left I
Right 1

Fots

Ttic TIMES ROMAN BOLD 12-POINT FULL CAPS
Tet Tares Romano 11 point

Heading Level I TIMES ROMAN BOLD 11-POINT FULL CAPS
Heading Level 2 Times Roman Bold Il-point Initial Caps
Heading Level 3 imes Roean d -point frtlic
Heading Level 4 Thees Roman Bold ll-point Initial Caps Indented
Heading Level 5 Times Roman 11-point Indented Initial Caps-ra in with paragraph.
Heading Level 6 Times Reman I I-point Indented Inatal Cap of Ist word- ro with

paragraph.

Headers

Them is no header mn the first page of text.

Footer

The "Manuscript approved [date]" footer appears at the botam of the first page of text. It is preeded by
a 0.007-in. thick hrizomail hairline. This line is 0.75-in. lng followed by a hard retrn. The test is 9-peint
Times Roman flush left under the line and is followed by two hard eurns. Turn this footer off after page 1
for the remainder of the document.

The "Manuscript approved [date]" is taken from the Publication Approval Form and is the date the
Division Superintendent signed off on the manuscript.

Vertical Spacing

There are two blank lines between the tide and the start of the text There is re blark line between
paragraphs.

Them is one blank line between headings levelsl 2,3. and 4 and the text following these headings. The
text begins on the same line after heading levels 5 and 6.
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LEFT-HAND TEXT PAGE

A LEFr-HAND TEXT PAGE is shown on the facing page.

Margins

Inches

Top 075
Bottom 0.75
Left I
Right I

Header for Left-Hand Paes

The header for left-hand pages contains the page number (flush left) and the last name(s) of the author(s)
(flush right) followed by a hard reter (or 3 points t ensure that descenders do not ron into or touch the
borizmetal line).

If there is cne author, use the author's full nane. If there ae two or three authors, use the fast author's
last names rly, followed by "et al:" (example: Cragec et al.). Note that there is no c-mana in front of e al.

Text is 10-point Times Roman italic.

A full-width horizontal line is placed under the header text. This lne is 0.014-in. thick and 6.5-m. lang.
There should be a vertical space of 0.025 in. after the line.

Vertical Spacing

There ane two blank lines between the tide and the stare of the text. Ther is one blank line between
pargraphs.

There is one blank line between headings leels ,2, 3, and 4 and the text following these headings. The
text begins on the same line after beading levels 5 and 6.
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RIGHT-HAND TEXT PAGE

A RIGHT-HAND TEXT PAGE is shown on the facing page. It differs from the left-hand text page only
in its header.

Margism

l-brs

TOp 0.75
Bottom 0.75

Left
Right 1

Header for Right-Hsand Pages

The header for right-hand pages contains a brief or abbreviated version of the report's title (flush left)
and ahe page number (flush ight) followed by a hard return (or three points to ensure that descenders do not
rao into or touch the horizontal line).

Text is 10-pei Times Roma italic.

A full-width horizontal line is placed under the header text. Tis line is 0.01im. dick and 6.5-in. long.
After the line should be a vertical space of 0.25 in.

Vertical Spacing

There are two blank lines between the title and the start of the tet. There is onr blank line between
paragraphs.

There is one blank line between headings levels 1.2,3, and 4 and the text following these headings. The
text begins on the same eine after heading levels 5 and 6.
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FIGURES

Place figures as close as possible to where they an, first mentioned. Figures that a- full-page in sie are
opically centered (a little above acaual center). Avoid landscape and foid-in figures if possible. See your
STIG for details on how to handle these speaal case fig res.

Plaement

Center the figure horizontally. Place it 0.5 in. below the baseline of the last line of text. The- is 0525 hi.
between the bottom of the figure and the baseline of the first line of the caption. Allow 0.5 in. between the
baseline of the last line of the caprion and the top of the next line of text Labels and callots are set in
Helvetica and no smaller than 9 points after final reduction.

Captions

Center the figure caption below the figure. The baseline of the fist line of the caption is 0.25 in- below
the bottom of the figure. Type is 9-point rmes Roman. The first word is eapialized-he others are not
(unless it is a formal title). The caption does not end with a period (even if it is a complete sentence) unless
it is followed by other sentences. If space below the figure is limited, captioas may be placed beside the
figure if there is room. The word figure is abbreviated as Fig. Them is an em-dash between the figre number
and the fast word of the caption. An em-dash is equal in length to the type size.

Thpe Size

Text figures axe set in I0-point Times Roman.

TABLES

Place tables within the text as close an possible to where they are first mentioned.

Placement

Ceae the table horizontally. Place it 0.5 in. below the last line of text, starting with the first line of the
table title. Allow ne hard reurn (0.17 in.) between the last line of the title and the top of the table. Allow 0.5
a- between the bottor of the table and the next line of text.

Titles

Center the table rifle 0.25 in. above the table. Type is I I -point Tiaes Roman. Words in th, title (except
for articles) are initial caps. The title does not end with a period (even if it is a complete senemce) unless it
a followed by other sentences. Place an em-dash between the table n ber and the first word of the title. An
er-dash is equal in lergah to the type size. In this case, the er-dash is I 0-poinrs long bcause the type is 10
pots in size. If the itle is more than i-e sentence, only the first words a-r capitalied.

Type Sian

Tables am, set in I -pointTimes Roman Keep tables wi tihe image aresa ofthe page (6.5 a 0 in.) To
fit the area, tables may be set in a smaller type size (but no smaller than 8 points).
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APPENDIXES

Appendixes (if used) foulow the main body of text and contain supplemental information. Although they
stand alone, they mst be mentioned in the text. They am set up in the same manner as the first page of text
with two exceptions:

* The headers for left- and ight-hand pages continue, except on the first page ofeach appendix

* There is no "Manuscript approved [date- footer.

Margins-lst Page
inches

Top 2
Bottom*75
Left I
Right I

Margia--Foleowing Pages

Inches

Top 1
Bottom 0.75
Left I
Right I

Title

The word "Appendix" on the first page starts 2 in. from the top. Three is a blank line between the
Appendix designation and the title. Both are set in 12-point bold Tuners Roman in fall caps.

Text

Thea- am tao blank lines ber-een the last lbne of the title and the first line of the text. Tear on te
succeeding pages begins atf top of the page.
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Apprefie A 1

FORMAL METHODS TECHNIQUES

2 blac M.ce

SOFTWARE COST REDUCPPON (SCR)

1 it.~ ----- 1 in.--

Huw the Method ri

a-~d ecInute laire ta le etied"regs tettalesat,-assmnaayntiest-ntt
post dti-a" dwea-c-n Sas ac-len he rSres nis nio xhfy sh nbei

te etieed perait tAroa nueese urea-ns eale -si--csam sawce

Ses Per"-d

ine aratirn pmama--si gay stai c-tin angiren.e c-de na-i-c-a-t arisew b

risesop ta-ens tba aa-awl or l e oo~seee bems et nr -aria- aeasin

tar inca- ss iab tiesetg a-ons ink taiss ta-a-il~ hscins -unse ga-i aaese
ehast eens c-tn a- ysicea- in~u s icetraric iscradan ha sb ea o s] i'a

b-ass icar hamis-ne 5metio ind ptireio ies.i cm-c Prisw--- seies a-e
ttn bpped e n

St nio a-ic a-olsiegt a-tr ac-i- sCR-ril ari-ite e=te Tins ar-ets drl]

0.7 ini. o.s in.

Appendix
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CLASSIFICATION MARKINGS

Covers and SF 298

Prepared by the STIO.

Every Page

The overall clasification ofthe report is typed at the top and bottom of each page, s shown, centered in
14-poin bold Helverca (orAuial or Univers) full caps This requires modification of the headers and looters.

Headers

The headr are modified by adding two lines at the top of the header The fist line is for the page

classification; the second line is a blank spacing line. The top margin is o at 0.5 in. for all pages.

Footers

The bottom margin is charged to 0.5 in. for all pages. A feoer is set up to insert the rpot classificaton
ren-red at the bottm margin of each page. The "Manuscript approved [date]" footer mst be modified by
adding a- lines to the bont. The bottom ine is for the page classification; the neet ine up is ablank line.

Contents

A security classification is indicated in parentheses immediately following each heading and tile.

Enter a classification marking following the title and preceding every heading and paragraph.

The paagraph classification c-yeveraaeete.g., "((mparagraphcni-e)"isnolongerrequtea.

Fetnotes

Enter a classification marking following the title and preceding every heading and paragraph.

Example: *(L) Thatis a footnote.

Saah foomoe receives a classification marking.

Figures

The classification of each figure is typed centered, full caps, in 9-point Helvetca (or Arial or Uuivers),
0.25 in. below the figure. The figure caption is placed 0065 in. below the classification. The figure is marked
even if it is unclasifield
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Caption

The classification of the figure caption is placed after the em-dash following the figure number and
before the first word of the caption (e.g., Fig. lS--(lU Ti( caption).

Tables

The classificanion of each table is typed centered, full caps, 9-peoint Helvetia (or Aria or Uers). 0.25
in. below the table,

Title

The classificatin of the table title is placed after the table number and before the fist word of the title,
(e.g., Table 2-(U) The Title).

Appendixes

Al elements of an appendix are handled the sae as text pages.

Unclaissified Appendix in a Classified Report

Although an unclassified appendix does not require headings or paragraph mabgs, it m st carry the
following statement in 12-point bold, initial caps, centered above the title and appendix designation an the
first page of the appendi.

(This appendix is unclassified)

A samaple is shown page 33.

Blank Pages

Blank pages ha the following statement centered on the page, "This page intentionally left blank?'
These paes are numbered.
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CLASSIFICATION

REPORT DOCUMENTATION PAGE 0Zo~oa
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CLASSIFICATION

EXECUTIVE SUMMARY ICQ

(U) INTRODUClON
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CLASSIFICATION

AN INTERNATIONAL SURVEY OF INDUSTRIAL APPLICATIONS
OF FORMAL METHODS (U)

NVOLUME I
PURPiOSe, APPROAC, ANALYSIS AND CONCLUSIONS (U)

(U) INTRODUECION
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CLASSIFICATION
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Appendix

ADDmONAL TYPOGRAPICAL COMMENTS

PAPERSUZE 8.5xlin.

FONTS

Use a Roan typeface such a-Tines Roms, New Ties Roran, or CG Tinmes. The use of bold and
italic fonts of thea typefaces is required to reatch the specified feoat.

Title TIMES ROMAN BOLD 12POINT FULL CAPS
Text Tiaes Roan 11 point

Heading Level 1 TIMES Romean BOLD 11-POINT FULL CAPS
Heading Live 2 Taxe Ruran Bold S-point llial Caps
Heading Level 3 Tmes Recit l-point talic
Heading Level 4 Times SRem Bold TI-point Initial Caps Indented
Heading Level 5 Tises Roaen I I-paint Indented Initial Caps-ran in with

paragraph.
Heading Level 6 Trues Reman 1 -point Indenred Initial Cap of Ist word--r in

with paragraph.

HsedrA Author's name(s) Times Roma-10-pit iadc
Header B-Bief title Tames Rom 0-poit italic
Figure captions M.n.-s9Ro a9 ot-
Table titles Timer rran 11 point
Forr-A Manuscript approved n-mR- 9apint

TARS AND INDENTS

Although tabs and indents easy be adjusted to fit the requirements ofte document, the following an,
reomuaended basic spacings for tabs nd indents:

Ist
2.d
3rd
4th
5th
6th

JUSTIFICATION

SPACES

At end of sentence

After a sequential umber
(e.g., ., 2.,3., c.)

single space

Er-space An er--space is equal to the type sa in
points. An er-space for I point types



Caldec- d and Staffi-c

DASHES

Hyphenation

After a figure number
in a caption

To show a range

Double dashes (-)

PAGE NUMBERING

Front mattr

Page I of text

All other text pages

EXECUTIVE SUMMARY

11 points wide, with no space before or after (A double space is
aceptable.)

Use a regular hyphen or dash

Erla-dash Aa nm-dash is equal to the ype sre in points. An
ira-dash for 11 -point type is 11 points wide. Put a
space before and after the em-dash.

En-dash An en-dash is half of an em dsh.

Use an e--dash (-).

Lower- Rca- anurls centered a botirne of page 0.5
in. from bottom edge set in 11-point Tres Roman.

Arabic "1" entered at bottom of page, 0.5 in. from bottom
edge set in I1 -point Times Roman.

Arabic numbees part of headers A and B set in 10 point
Times Roman at outer margins: odd pages (eaderA) are flush
right, even pages (header B) are flash left.

Arabic numbers starting wilh E-1 cered at bottom of page
0.5 in. from bottom edge set in 11-pomt Tsmes Roman

MULTILINE FIGURE CAPTIONS

Ifa figure capion is two lines long, the second line is centered under the first captaon line, including the
figure number. If-the figure caption is three or more lines long. the lines ace typed full-figue width. same as
the first line of the caption, including thefigum number.

MIJLTILINE TABLE TILES

If a table title is more than e line long, subsequent lines ame centered under the complete first line of
the ile, including the table number.

PARAGRAPH NUMBERING

Paragraphs generally are not numbered. Howecr if paragraph numbering is required for reference
purposes, then use the =umen, desimtal system as follows with an ea-space between the number and the
heading or text.


