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TMC & HOV Pooled-Fund Study Projects

Publication Requirements for Technical Documents 

In order to ensure consistency, proper identification and distribution of the research results, and to comply with FHWA requirements, the Contractor shall comply with the following formatting and distribution requirements.  

The final report shall include:

· Front cover page;

· Disclaimer page;

· Technical report document page (Form DOT F 1700.7);

· Table of contents;

· Back cover page;

· Spine title page.

All documents shall contain departmental mark and signature on the front cover page, title page and spine.  Internet documents shall show departmental mark and signature on the cover page.

The following information provides a summary of the specific requirements that must be met for submission of a final report to the Federal Highway Administration.  This guide is also available electronically at: http://tmcpfs.ops.fhwa.dot.gov/cfprojects/new_detail.cfm?id=60&new=0.

Front Cover Page


Only the information itemized below should appear on the cover of the final report performed with the use of TMC and HOV Pooled Fund Study (PFS) Funds. The font style and size, and color of the cover are left to the discretion of the investigator or organization preparing the report.

· “U.S. Department of Transportation” and logo, and “Federal Highway Administration”

· Title of the project as it appears on the contract for the work or as directed by the FHWA COTM

· Graphic(s)

·  “Final Report”

· Month and year

A sample layout of the front matter is available the TMC PFS web site at: http://tmcpfs.ops.fhwa.dot.gov/cfprojects/new_detail.cfm?id=60&new=0.

Sample DOT logo graphic: 
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Disclaimer Page

FHWA recommends incorporation of the following statement:

Notice

The Federal Highway Administration provides high-quality information to serve Government, industry, and the public in a manner that promotes public understanding.  Standards and policies are used to ensure and maximize the quality, objectivity, utility, and integrity of its information.  FHWA periodically reviews quality issues and adjusts its programs and processes to ensure continuous quality improvement.



The disclaimer page should be the first page inside the cover of the final report.

Technical Report Documentation Page, Form DOT F 1700.7

A completed Technical Report Documentation form DOT F 1700.7 is downloadable at www.its.gov/itsweb/welcome.htm.  The Contractor must complete this form. This form should be the second page following the disclaimer page. The Technical Report Documentation Page (form DOT F 1700.7) is always unnumbered page i.  The back side of this page should be left blank.

Preface, Forward, or Acknowledgments (Optional)

The Contractor may consider to create a separate page to recognize individuals on the project review team, FHWA, and the writing team who provide guidance and information throughout the study and assist in preparing the document.

Back Cover Page
A back cover page should be created and should contain the following information on the lower-right corner:

Federal Highway Administration

U.S. Department of Transportation

400 7th Street, S.W. (HOP)

Washington, DC 20590

Toll-Free “Help Line” 866-367-7487 

www.ops.fhwa.dot.gov 

Publication No.:  FHWA-OP-04-XXX

EDL Document No.:  XXXXX

NHI Training Course No.: xxxxxxx (if applicable)

Training Course Title (if applicable)  

Publication No.: FHWA-NHI-XX-XXX (if applicable)
HOP/Print Date (Quantity)QE

Spine Title Page

The spine title page is used for labeling the spine.  The spine title page must contain only the following information:

· “Note to Printer: This is the Spine Title”;

· Document title; and

· FHWA document number.

Pagination

· Front matter – use lower case Roman numerals such as ii, iii, etc.

· The Technical Report Documentation Page (form DOT F 1700.7) is always unnumbered page i.
· Include front matter in the page count in block 21 of the form 1700.7. 

· Use hyphenated numbers for chapters and numbers combined with letters for appendices.  Use one series of Arabic numbers for each chapter and appendix.  Number chapter pages 1-1, 2-1, etc, and appendix pages A-l, B-l, etc.

· Page numbers should be right aligned and 12.7 mm (0.5 in) up from the bottom edge of the page.

· Blank pages – Chapters or main sections must begin on the right-hand page. Blank pages may be used to achieve this. Blank pages are counted in the page number sequence, but no number is printed on the page.

Figures and Tables

· Table and figure numbers will be in the form (Chapter Number) - (Table/Figure Number).  For example, the first table in Chapter 4 will be "Table 4-1".

· Every figure must have a unique caption centered at the bottom.

· Every table must have a unique caption centered at the top.

· All captions must be in the same type style and size.

Reference

· Use a single series of Arabic numbers for each chapter, beginning with 1 and continuing through the end of the chapter.

· Each reference must be cited.  A list of reference shall be placed at the end of the chapter. 

· If a particular reference is cited in multiple chapters, that reference shall be cited in each chapter that it appears.

· References must be consistent in punctuation and in the order of elements. 

Web Posting

Web site publishing is FHWA’s principal means of publishing reports.  Creating documents in 508-compliant format expedites posting to the Internet and FHWA’s Electronic Document Library (EDL).  Documents created for EDL should either be created as HTML or Microsoft Word.  PDF documents created with the newest version of Adobe Acrobat can be substantially Section 508 compliant, if the documents are created and formatted to be 508-compliant.  Visit http://access.adobe.com/acrobatmain.html to learn more about the Adobe Acrobat accessibility features.

If the document is drafted in Word, it will need to be converted to HTML for viewing on the Internet.  Conversion complications arise in documents with double-column pages, complex tables, and multiple graphics.  HTML ready format of the Microsoft Word document should only contain free flowing text.  If graphics are added to a document, then a brief description of those images should accompany the document.  All images, charts, and graphs must have a description to be Section 508 compliant.

Documents for Printing

Documents developed for this task order shall be prepared in electronic GPO-required format for printing.  The programs listed below are used to create a majority of the print publishing work received by GPO.  They are also the preferred programs of the commercial printing industry.  Files created using the following software output with fewer problems than files created in programs not designed for print publishing.  Other programs may be used, but unless they support prepress functions (e.g., PANTONE colors. Trapping, bleeds, crop marks and color separation) problems will likely occur.  Contractor who uses programs other than those listed below should consider supplying high-resolution PDF files instead of native files.  See e-Pub’s web site at http://www.gpo.gov/procurement/ditsg for more information on creating appropriate PDF files.

Macintosh Platform

· Page Layout: QuarkXPress, Adobe PageMaker, Adobe FrameMaker, Adobe In-Design.

· Drawing/Illustration: Adobe Illustrator, Macromedia FreeHand, Corel Draw.

· Image Manipulation: Adobe Photoshop, Corel PhotoPaint

Windows Platform

· Page Layout: QuarkXPress, Adobe PageMaker, Adobe FrameMaker, Adobe In-Design, Corel Ventura, Microsoft Publisher 2000.

· Drawing/Illustration: Adobe Illustrator, Macromedia FreeHand, Corel Draw.

· Image Manipulation: Adobe Photoshop, Corel PhotoPaint

If possible, use current software.  Avoid using any software that is more than one major revision old because most vendors only support recent or near recent applications.  Contractor should check software vendors’ web sites for current versions and upgrade patches.

Document Preparation

The draft documents developed for this task order shall be delivered as electronic files that are in Microsoft Word 2000, or be verified to be error free when read using Microsoft Word 2000 and PDF formats.  Any other electronic format shall receive prior approval from the COTM.  In addition to the electronic copy, one laser-printed (600 dpi, minimum) hard copy shall be provided.  If color is selected for presentation of the guidelines, the color laser printed hard copies with at least 300 dpi resolution shall be provided.  With prior approval of the COTM, artwork or graphics that are not embedded in the electronic (MS Word) document, may be submitted in camera ready format.  Deliverables must follow the publications guidelines that are available at http://www.tfhrc.gov/qkref/qrgmain.htm unless otherwise indicate in this scope of work.

The final deliverables to be delivered for this task order must comply with Section 508 of the Rehabilitation Act and the Access Board Standards available for viewing at http://www.section508.gov.  Unless otherwise indicated, the Contractor represents by signature on this contract that all deliverables will comply with the Access Board Standards.  These final documents shall be delivered in Microsoft Word 2000, PDF, and HTML formats. These documents shall be prepared in electronic GPO-required format and shall meet the 508 requirements to allow them to be posted and viewed on the Internet.  These files should be organized so that they are readable without requiring an associated style sheet.  The html versions shall include a text equivalent description (e.g., via “alt”, “longdesc”, or in element content) for every non-text (e.g., graph, table, photo, diagram, etc.) element in the document.  The best location for information on regulations for 36 CFR 1194 which implements Section 508 of the Rehabilitation Act of 1973, as amended, and is viewable at http://www.access-board.gov/sec508/508standards.htm PART 1194.

Final Submittals

The following items should be submitted to the COTM upon approval of the final deliverables:

1. Five (5) CDs, each contains the PDF and Section 508 compliant HTML versions of all final deliverables.

2. One (1) CD contains all different versions of final deliverables.

3. Three (3) printed copies of each of the final deliverables.  All copies should be printed back to back.  Documents with more than ten (10) pages should be bound.

The following items should be submitted to the Management Support Contractor:

1. One (1) CD contains all versions of final deliverables.

2. One (1) printed copy of each of the final deliverables. All copies should be printed back to back.  Documents with more than ten (10) pages should be bound.

Printed, camera ready copies in lieu of electronic files submitted should follow the following guidelines:

· The hard copies shall be done on a laser printer with a resolution at a minimum of 600 dots per inch (DPI).  1000 DPI or higher is preferred.

· If the document contains photographs, tint screen areas or copy with fine detail, output with a minimum line per inch (LPI) screen of 75 and a maximum line per inch screen of 100 LPI.

· For better results with tints and/or photographs, simply fill the area with 100% black (called a window) and indicate the percentage desired, or the appropriate photograph.  A vendor can underlay the appropriate screen tint, or use the window to “drop” in a photograph.

