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Executive Summary


The intent of this manual is to support the transfer of technical information. It is meant to aid authors in creating reports that are well written, functional, professional, and conform to ministry standards. A written report remains one of the most significant means of relaying our research and technical findings to others. However, report writing is an infrequent activity and a well-written report may appear more difficult to create than it actually is. This manual is here to help, and has been specifically prepared to guide authors in writing technical reports for the Highway Standards Branch. It documents current ministry standards for technical report style and format. Tips on punctuation and grammar are also included. 

Steps and processes involved in writing and publishing a report are covered in the first chapter. In the following chapters there are descriptions of what report elements should be considered, what each should consist of and their proper sequencing. Report elements fall into one of three categories: preliminaries, text, including figures and tables, and references. Preliminaries cover all report components that appear before the body of the report. Text topics are defined to give some direction on how content may be shaped. Vital information on the specifications and presentation of graphical materials is included in the text section. Standards for referencing are also provided in the manual. 

In addition, multiple appendices are included as useful reference tools. Two sections provide specific information on format requirements and layout specifications. Writing tips are covered in appendices on frequently misused terms, form, and usage. Some authors may also find the page on proofreader’s symbols useful.

It should also be noted that this manual is available electronically. Authors are expressly invited to work directly in the existing format. Should authors find any sections unclear, burdensome, or feel that topics are missing, any suggestions for improvement would be most gratefully accepted.

Introduction


In 1974, the Ministry of Transportation published The Style Manual for Publications of the Research and Development Division
 to set report standards and to encourage good report writing. The same need exists today. The general purpose of a report is to record and preserve information so that corporate memory is not lost. Moreover, it ensures that the information is easily available to others. Writing an effective report remains a process of logically presenting a body of knowledge in a manner suitable for the intended audience. Through the writing, editing, and publishing stages, there are some basic ground rules of preparation that will assure the best possible results. This manual offers the author’s suggestions for each section of the report so the final result will be valuable to the reader.

The current manual has been adapted from the original publication and has been significantly modernized. This report sets required electronic format and typographic styles for reports published by the Highway Standards Branch (HSB). 

The subject matter suitable for publication as reports falls into the following categories:

1. Reports on research carried out within the ministry. This work may include work on development of laboratory or field testing procedures, results of correlation programs on variability of test procedures, and work on the behaviour of materials.

2. Reports on the long-term performance of innovative techniques, designs, or materials incorporated into actual structures or pavements.

3. Reports on the development and success of new or innovative specifications or standards for control of construction activities.

4. Reports on research carried out by others under contract to the ministry.

The cost of preparing and publishing reports is a small part of the value of the information obtained. As a consequence, and in view of the limited audience, reports published by HSB should be made available at no cost to the reader. The cost of publication and distribution (if any) of the report should be borne by the originating office. By publishing in a recognized report series, with each publication having a designated number, material will be preserved and can be easily referenced for retrieval.
Report-Writing Process


Report-writing activities include the following processes:

PREPARING AN OUTLINE

In deciding how long a report should be, there is a conflict between reader resistance to long, heavy reports and the author's desire to cover the subject completely. One solution is to write and prepare the report with a detailed outline. A conceptual plan with rough outlines should be created first. Check each section as you write it to ensure that the report is growing according to the plan.

Use headings and subheadings effectively to organize the text into legible and flowing units. A reader should be able to grasp the structure of the sections from reading the subheadings. One or two grades of headings within a chapter are usually enough.

Write a first draft with a preliminary layout that conforms to the required format. For typographic and page layout requirements, see Appendix D. Authors are expressly invited to work directly in the electronic format of this manual.

DRAFT REPORTS AND PROOFING

Draft reports should be printed on one side only, and on white bond paper. The draft report should be as letter perfect as possible. Spell-check the final version before sending for review or approval. Pay particular attention to equations, formulas, tables, captions, spelling of proper names and numbering of illustrations and references.

Drafts and proofs should be checked and returned promptly.

PEER REVIEW 

The Project Manager or author should give consideration to whether a peer review is required, and if so, who the appropriate reviewers should be. Persons selected for peer review should be knowledgeable about the topic. Normally, at least two persons should conduct a peer review. Where an external party is conducting research as part of a project, the need for a peer review should be considered for inclusion as one of the deliverables of the project.

The persons selected to conduct the review would normally work for MTO, but in cases where there are no suitable internal reviewers, external reviewers may be sought. Of course, such persons must be independent, impartial, and have no potential conflicts of interest. The identity of reviewers should not be revealed to the author.

APPROVAL PROCESS

Ministry authors or managers are responsible for obtaining approval from the appropriate Director(s) to publish reports. After approval, the report may be published. Note that changes following Director approval may require re-approval and delay publication.

REPORT NUMBERING 

Report numbers are to be assigned by the individual offices. Reports will be assigned a three-digit code in sequence, starting with 001. Report numbers are prefixed by office codes as outlined below.

· BRO – (Bridge Office) 

· HSB – (Highway Standards Branch)

· GEO – (Geomatics Office)

· DCSO – (Design and Contract Standards Office) 

· MERO – (Materials Engineering and Research Office)

· TRO – (Traffic Office) 

For example, this report is designated as: HSB-001.

REPORT AUTHORING

Generally, the primary author should be the person who wrote the report. Contributors who may have suggested extensive revisions, written parts of the report, or participated in a significant way in the reported work, will normally have their names following the primary authors. When reports are authored externally, the MTO contact would normally be acknowledged on the technical document page.

ELECTRONIC FILE FORMATS

· Reports must be in a version of MS Word meeting current ministry practice. Figures, if possible, should be imported as documents within the file.

· A single PDF file compatible with Adobe Acrobat Reader must be created.

· See “Main Body – Illustrations” guidelines regarding print quality.

METRIC STANDARD 

Canada adheres to the International System of Units (SI) in the application of metric measurements to scientific and engineering endeavours. Reports prepared for the Ontario Ministry of Transportation must conform to the SI standard when describing units of measurement. Imperial units are not permitted unless quoting another source that used imperial measurements. In this case, put SI units in parentheses.

REPORT FILING AND RETENTION

The original, and copies of illustrations, must accompany the sample copy of the report, which is retained by the originating office. Filing requirements are:

· The originating office will retain the original report for a minimum of 25 years.

· Two copies of the report must be filed with the Ministry of Transportation Library. 

· Three copies of the report must be filed with the Ontario Legislative Library.

INTENT TO PUBLISH AND ISBN NUMBER

All publications must either meet, or be exempt from, the requirements of the Government Publications Directive. HSB reports meeting the requirements of this publication, HSB-001, will normally be exempt from the directive with respect to translation requirements and Cabinet Office approval processes. The directive can be reviewed on-line at the Corporate Policy Branch’s intranet site under Corporate Directives/Information & IT Management/Government Publications Directives: http://intra.cpb.gov.on.ca. 

All government reports that are published must be filed with Management Board Secretariat through a “Notice of Intent to Publish and Distribute”. An on-line form can be accessed and filed through the Corporate Policy Branch’s intranet site under Corporate Directives/Information & IT Management/Government Publications Directives/Government Publications/“Notice of Intent to Publish and Distribute”: http://intra.cpb.gov.on.ca.
· Each format of the same report must have its own ISBN (number). For instance, a printed report and a report published on the Internet would have a different ISBN, as would a second edition of a publication.

· Contact the Information Resources Branch of the Ontario Legislative Library for the “Assigning ISBN Quiz” form and an “ISBN/ISSN Printing Instructions FAQ” sheet. An ISBN number will be assigned once the Library has received both completed forms, “Notice of Intent to Publish and Distribute” and “Assigning ISBN Quiz”.

· The “ISBN/ISSN Printing Instructions FAQ” sheet includes instructions on layout location for the numbers.

PRINTING AND DISTRIBUTION
The originating office is responsible for printing and arranging distribution of paper copies of the report. The number of copies printed and distributed will depend on the intended audience.

Report Elements


Canadian English is the standard for ministry reports. Technical reports are exempt from Ontario government requirements for French translation.

Logos or identifiers, other than that of the government of Ontario, are not permitted. Consultant company names and addresses may be shown on the title page. For guidelines on how to list authors, please refer to “Report Authoring” in the previous chapter.

See Appendix D for layout specifications. The material included in a report is grouped into three divisions and arranged in the following order regardless of omissions:

A.  PRELIMINARIES

· Cover

· Technical Report Documentation Page

· Title Page

· Table of Contents

· Executive Summary

B.  MAIN BODY

· Introduction

· Text

· Illustrations

· Results and Discussion

· Conclusions

· Recommendations

· Acknowledgements

C.  REFERENCE MATTER

· Footnotes

· References

· Bibliography

· Appendix

· Glossary
A.
PRELIMINARIES

Preliminary pages are numbered with small Roman numerals. The cover, the technical report documentation page, and the title page are not numbered.
1. COVER

Use the cover page in this report as the format. A light green cover stock will be used to identify HSB reports. Confidential reports will have a red cover stock with no report number and will be marked “Confidential” on the cover.

2. TECHNICAL REPORT DOCUMENTATION PAGE
An abstract, text only, of approximately 200 words, should be included on the documentation page. An abstract should summarize essential report findings. This page should always appear as the front inside cover of the report; use the one in this report as the format.

3. TITLE PAGE
Use the title page in this report as a guide. It is important to include the disclaimer, “Published without prejudice as to the application of the findings. Crown copyright reserved”.

4. TABLE OF CONTENTS
The table of contents lists all main headings and subheadings with their corresponding page numbers. It does not include the cover, technical report documentation, or title pages. Use the table of contents in this report as the format.
5. EXECUTIVE SUMMARY
All reports should contain an executive summary, which is an expanded abstract of one to two pages in length. A well-crafted executive summary will convey to the reader a good understanding of the contents of the report. The following topics will generally bring out the relations, processes, findings, and applications that are contained in the report, and should be described in an informative abstract or summary.

· Problem statement

· Alternatives considered

· Findings

· Recommendations

· Potential impacts

B.
MAIN BODY
1.
INTRODUCTION


The introduction explains the general scope and content of the report. It should discuss purpose and methodology, provide any background material the reader may require, and the approach used by the author. A good introduction will normally fit the reasons for the work reported on into an appropriate context. This is usually done by a literature review of previous work in the topic area. If a literature review is extensive, it may warrant a separate heading following the introduction. Arabic numerals are used for page numbers beginning with the introduction through to the appendices.

2.
TEXT

Major divisions of the text are referred to as chapters, though the word chapter does not appear in the heading. If chapters are numbered, use Roman numerals in front of each chapter title. Each chapter (or main heading) begins on a new page. Examples of what would constitute a chapter are Introduction or Background. In long reports, related chapters may be grouped into 'parts'. Whenever possible, avoid dividing a word at the end of a line and a paragraph at the foot of the page. If a title head will have three or less lines of text below, move the head to the next page.

Numerous authoritative texts on rhetoric, style, and grammar are listed in the bibliography. The author should strive for conciseness and clarity. Words and expressions should be chosen carefully to convey the correct meaning. 

All illustrations, including tables and figures, are to be included within the body of the text. They should be referred to clearly within the text. Illustrations should be placed as close to the related text as possible. Text should also tell the reader what the illustrations show and what to look for when viewing them.
3. 
ILLUSTRATIONS
Whether they are photographs, drawings, tables, or graphs, illustrations should be included only when they substantially increase understanding of the text. 

a) Illustrations must be accurate, clear, simple, and well proportioned. Lines and wording should be reduced to a minimum. Consistency should be maintained in all artwork prepared for a single report.
b) The required resolution for a continuous tone image is 300 dpi at 100% reproduction size. A jpeg is the preferred graphic file format for supplied digital images. For line art, supply digitally at a minimum of 800 dpi at 100% reproduction size or higher if the image contains fine detail. Images are expected to be high quality.

c) Greyscale, i.e. black and white only, illustrations are preferred. Colour should be used only when necessary to illustrate some critical feature not otherwise identifiable. For best quality images, illustrations should exhibit good contrast and a full tonal range.

d) Drawings and graphs may be created in appropriate graphic software and imported into the current ministry word processing application used to produce the report. Avoid showing more than three or four curves on one illustration.  Avoid interlaced or unrelated curves. It is preferable to label each line rather than using a key. Colour is not permitted.
e) Format and style for mathematical expressions are assumed to follow mathematical conventions.

f) All illustrations should be numbered in sequence, with Arabic numerals, in order of appearance. Number as Figure 1, Figure 2, etc. (not Figure 1.1, 1.2, etc.) and avoid using terms such as "Chart" or "Plate".

g) Every figure must have a caption that includes the figure number and a brief, informative title. If more information is needed on the figure, use complete sentences and standard punctuation. If possible, the caption should provide enough detail to make the figure self-explanatory.

Table 1 – Standard Type and Line Sizes to be used in Drafting Illustrations.
	Minimum Height for Lettering
	Thickness of Ruled Lines

	10 pt. preferred, 8 pt. minimum for lower case lettering, numerals, capital letters, symbols within drawings 

12 pt. for titles and captions of figures and tables


	Light: 0.5 pt., for graph grids, arrows

Medium: 1.0 pt., for graph borders or reference lines

Heavy: 2.0 – 3.0 pt., for graph curves or emphasis lines


h) Figure captions should appear below the illustration. Table titles are placed above the tables.

i) Whenever feasible, illustrations should be contained within letter or legal-sized sheets. Reproduced illustrations should fit within the margins of the report page format.

j)
To improve the visual appearance of line graphs, the following is suggested:

A ruled open-grid may be used if quantitative reference to the figure is to be made. Tick marks may be employed if only semi-quantitative presentation is desired.
· The grid scale for each axis should be chosen with the proportion, number, and type of rulings that will help the reader to best interpret the data and the curve.

· Show all scale numbers and titles outside the grid border.

· The axis must be labelled clearly with both the quantity measured and the units in which it is measured. Each caption should be parallel to its axis.

· All lettering and numbers should read from left to right, if possible, or from bottom to top, if necessary.

· For plot-points, use template data symbols. The following symbols are recommended in order of preference: ●, ○, ▲, (, ■, □, (, ▼, (
· Each curve should preferably be labelled rather than using a key.

· If legends or keys to symbols are needed, they should appear in the figure itself.



4.
RESULTS AND/OR DISCUSSION

For most reports, the presentation of results and discussion of their significance may be separated into two distinct sections. Occasionally, however, a chronological approach may be preferable. In either event, the following points should be noted:

a)
Only relevant data should be included. Equations, figures, and tables should be introduced where necessary for clarity and conciseness. In general, the same data should not be reported in both figures and tables. Other data may be included in appendices.

b)
In the discussion of the significance of the results, an objective explanation should include features and limitations of the work, and results should be interpreted, compared, and contrasted.

c)
A summary may add to the value of the presentation of the results. It should be interpretive and not repetitious. The problem may not have been completely solved; if so, further study may be suggested.

5.
CONCLUSIONS

The essential points and conclusions of the report should be summarized for the reader in this section.

6.
RECOMMENDATIONS 

Recommendations should only be presented after some thought is given to their implications. This will normally require discussion and agreement with the report sponsor.

7.
ACKNOWLEDGEMENTS


The inclusion of acknowledgements is left to the discretion of the author. Below is one example.

The authors wish to acknowledge the assistance and dedicated work of the staff of the Materials Engineering and Research Office in testing aggregates, measuring frictional properties of pavements, and assisting in the work described herein. In particular, the efforts of Everton Arnold, Tom Gillanders, David Howard, Hernan Maldonado, Frank Marciello, Judy Pretty, Ray Ramasray, Dale Smith, Brian Schubert, Danny Tari, and David Williams are gratefully acknowledged. The laboratory testing was carried out in the Soils and Aggregates Laboratories of the Ministry of Transportation. The assistance of aggregate suppliers throughout Ontario, who have provided samples and access to their properties, is also gratefully acknowledged.
C.
REFERENCE MATTER

1.
FOOTNOTES
The use of content footnotes is discouraged. If it is worth saying, include it in the body of the text. If necessary, footnotes
 should appear at the bottom of' the same page as the text referred to. They should be numbered in sequence of appearance.

Notes to tables are handled independently of, and should never be numbered in sequence with, other footnotes. Table footnotes are placed directly under the table. They are indicated by underlined lowercase letters as superscripts and are listed consecutively as part of each table.

2.
REFERENCES

Author references within text should appear as author(s) name(s) and year of publication in brackets, e.g. [Smith and Kwok, 1998], immediately after being referred to. When there are more than two authors, use “et al”, but in the reference list, provide all authors’ names. If the same authors have more than one paper published in a year referenced, use a, b, etc.

Complete references are listed under the heading “REFERENCES”. Follow the order of items below when referencing.

a)
For a book reference: 

· Author's name as it appears on the title page, with last name first;

· Title of book;

· Edition, if other than the first;

· Name of publisher;

· City of publication;

· Date of publication; and

· Chapter or page of book referred to.

b) For a periodical reference (including magazines, conference proceedings):

· Author's name, if any, as for a book;

· Title of article;

· Title of periodical (in full, unless periodical is a legal or technical journal);

· Volume number, if any;

· Number of issue, if any;

· Date of publication; and

· Page numbers.

REFERENCE FORMATS

	Usage
	Examples

	Book: 

One author
	Bonner, David M., Heredity, Prentice-Hall, Inc., Englewood Cliffs, N.J., 1961, pp. 32-34.

	Book:
Two or more authors
	Fisher, Robert C., and Ziebur, Allen D., Calculus and Analytic Geometry, Prentice-Hall, Inc., Englewood Cliffs, N.J., 1961, p. 575.

	Book:
No author given
	A Manual of Style, The University of Chicago Press, Chicago, 1949, pp. 46f.

	Book:
Edited or revised other than by the original author
	Ivey, Paul W., and Horvath, Walter, Successful Salesmanship, rev. by Wayland A. Tonning, Prentice-Hall, Inc., Englewood Cliffs, N.J., 1961, p. 102.

	Book:

Translation
	Mann, Thomas, Joseph in Egypt, trans. H.T. Lowe-Porter, Alfred A. Knopf, Inc., New York, 1944, p. ix.

Shaw, T.E., trans., The Odyssey of Homer, Oxford, University Press, New York, 1940, p. 25.

	Book:

In a series
	Vroom, Victor H., Some Personality Determinants of the Effects of Participation, The Ford Foundation Doctoral Dissertation Series, Prentice-Hall, Inc., Englewood Cliffs, N.J., 1960, p. 23.

	Periodical:

Author
	Bozozuk, M., “Downdrag Measurements on a 160-ft Floating Test Pipe Pile in Marine Clay”, Canadian Geotechnical Journal, Vol. 9, No. 2, 1972, pp. 127-136.

	Periodical:

No author
	"Training Probation and Parole Personnel", Focus, March, 1948, pp. 44-48.

	Unpublished Work
	Bayne, M.M., "Sir Thomas Browne and the Metaphysicals", Masters thesis, Harvard University, 1945, p. 30.

Colvin, Sidney, to R.L.S., April 26, 1880, Stevenson Papers, Yale University.

	Encyclopaedia Article
	"Descriptive Geometry", Encyclopaedia Britannica, 1953, VII, 254-257.

	Legal journal article
	39 Harv. L. Rev. 725, 1926.


c)
For unpublished and multi-volume references:

· Put chapter and article titles and titles of unpublished works in quotes.

· Italicize book and journal titles and titles of separate volumes in a multi-volume work.

Follow these rules for all types of references:

a) Use abbreviations, "Vol.", "Part", "Chap.", "Sec.", "No.", "p." or "pp.". Do not use "Vol." and "p." when both are given, unless required for clarity. Use "n.p." when the place of publication cannot be found.

b) Use capital Roman numerals for volume and part numbers, lowercase Roman numerals for chapter numbers and front-matter pages, and Arabic figures for section, page, and periodical numbers.

c) In citing consecutive page numbers (or dates), omit hundreds from the second number unless the first number ends in two zeros; in that case, repeat the full form. If the next to the last figure in the first number is a zero, do not repeat it in the second number:

· pp. 11-12, pp. 111-12, pp. 200-204 (not 200-4), pp. 204-5 (not 204-05)

· 1811-12, 1800-1804 (not 1800-04), 1898-1904, 1904-5 (not 1904-05)

d) Write (or provide) the publisher's name exactly as the publisher's imprint reads, using "Co." or "Company", "Inc.", or "Incorporated", "Ltd.", or "Limited", "K" or "and". Use "n.d." when the date of publication cannot be found.

3.
BIBLIOGRAPHY


A bibliography is a list of sources of information on a given subject. If deemed necessary, a bibliography should be a carefully selected list of sources, brief notes on content, or level of treatment. Bibliographic lists should be alphabetical by author's name, or by title, if no author is given in the reference source. Long bibliographies can be grouped according to subject and then alphabetized. Use the same order of items in a bibliographical reference as a reference footnote, but with modified punctuation.

4.
APPENDIX


Material not absolutely necessary to the text, but too long for a content footnote, is placed in an appendix. When there are several kinds of materials to be included, more than one appendix should be used, each having a main title and being prefixed with a capital letter. When there are large numbers of tables or illustrations, which may distract or interrupt the flow of the text, these may be placed in appendices. Each appendix starts on a new page.

5.
GLOSSARY


The intended audience may not be familiar with the technical language used for a particular subject. When necessary to ensure the reader's understanding of the language used, authors are encouraged to define each new term in the text or list the definitions alphabetically in a glossary following the appendices. The glossary should also include acronyms where applicable. Common engineering and scientific terms, unless the report is written for a non-technical audience, do not require definition.

Conclusions


This manual offers some suggestions and guidelines for authors to follow in the preparation of their reports. The appendices also provide information on form and usage, with some specific examples for technical writers.

In addition, as all concerned gain experience in using this manual, it is hoped that useful additions and revisions may result. 

Recommendations


It is recommended that offices within the Engineering Standards Branch use the format and guidelines contained in this document for publishing reports. 
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Appendix A: Frequently Misused Terms

Accuracy, precision - Accuracy refers to the discrepancy between the true value and the result obtained by measurement. Precision refers to the agreement among repeated measurements of the same quantity.

Adjust, calibrate - Adjust is now and then confused with calibrate. Adjustments or changes - usually slight ones - may be made without even hinting at calibration.  Calibration suggests the determination of exact gradations, as of a measuring device.

Affect, effect - Affect is the verb; effect, the noun - in most usages. Affect means to change or modify; effect is the result of something. Effect may be used as a verb to mean put into effect. Correct: "This change will not affect system operation. The effect will be nil."

Alternate, alternative - Alternate means reciprocal, occurring, or succeeding by turns; an alternative offers two things, one of which must be chosen. 

Apparent, obvious, evident - That which is apparent is open to view; that which is obvious is unavoidably clear, so clear as to need no explaining; that which is evident is demonstrable by facts or evidence.

Assure, insure, ensure - To assure is to confirm or to make (one) certain; to insure is to assure against a loss by a contingent event, on certain stipulated conditions or at a given rate, i.e., to underwrite; to ensure is to make sure, certain, safe, to guarantee.

Compare, contrast - In most usage, compare means to point out similarities and differences, but contrast should be reserved for the latter meaning. A few writers restrict the meaning of compare to pointing out likenesses-alone.

Compose, comprise, consist - These words are not synonymous and may not always be used interchangeably. Consult your dictionary. For example:

A solution is composed of solute ions and solvent.

A solution comprises solute ions and solvent.

A sodium chloride solution consists of sodium ions, chloride ions, and solvent.

Continual, continuous - The former means over and over again at short intervals; the latter means occurring without ceasing.

Distinguish, differentiate - The former means to recognize (and point out) those aspects of something that mark its separate identity; the latter means to point out the difference between two things.

Enable, permit - To enable is to provide power or competency to be or do something; to permit is to allow or authorize.

Fewer, less - Fewer applies to individual units; less to quantity. It is not best usage, therefore, to speak of less people being in attendance than formerly.

Flammable, inflammable - Both words have the same meaning. However, flammable is preferred.

Imply, infer - To imply means to express an opinion or to present a fact indirectly without being blunt or outspoken; to infer means to draw a tentative conclusion and to suggest it as a hypothesis.

Partially, partly - The antonyms suggest the distinction to be made in these words; partially -completely; partly - wholly. Although, for many uses, the two may be synonymous, partly is preferred.

Portion, proportion, part - A portion is a part of a whole; a proportion is the relation of one portion to another, or to the whole, or of one thing to another, as respects magnitude, quantity, or degree. Proportion is often misused for part; it should be reserved to express a comparative relation between things or magnitudes.

Principal, principle - These two words are frequently confused even though the distinction in meaning is commonly understood; the trouble is basically one of spelling forms. Principal means (in technical usage) main, chief, most important;  principle means a physical truth or an accepted code of conduct. Principle is always a noun; Principal is an adjective in technical writing.

Utilize, use - As a verb, use has the same meaning as utilize, since nothing is gained in precision of meaning by using the longer word, the shorter words use, used, using should be used in place of utilize, utilized, utilizing.
Various, varying - Various is an adjective meaning different, changeable, inconstant; varying, from the verb to vary, means modifying, altering in form, appearance, substance, position.

Appendix B: Form and Usage

Although not an exhaustive review of grammar and punctuation, the rules given below cover problem areas encountered most frequently in writing, 

I. PUNCTUATION

	Usage
	Rules
	Examples

	Apostrophe: 

Possessive case of nouns.
	a) Add 's to all singular nouns, unless they already end in s. 

b) When the plural is formed by adding s, add ' only.

c) When the singular noun ends in s and the plural is formed by adding es, add ' only.

d) When the plural is formed by a word change which does not end in s, add 's.
e) When forming the plural of letters, figures, or words used as exhibits, add 's.
f) When indicating possession of nouns that do not refer to living things, use a prepositional phrase.

g) Some expressions of time are exceptions to (f).
	John's 
Charles'
employees' or programmers'

Holmeses' car

women's

I could not tell his m's from his n's. The 7's look like 9's.

the residents' petition

the city's parks 
the condition of the highway

a week's vacation 

today's schedule

	Apostrophe: 

Possessive case of indefinite pronouns.
	As rules given for nouns.
	one's or everybody's


	Usage
	Rules
	Examples

	Apostrophe:

Common possession of two or more persons.
	Apostrophe used with the last name only
	Mary and Sue's office is on this street.  (one office)

Mary's and Sue's trucks are being repaired. (two trucks)

	Apostrophe:

Contractions
	Used where letters are omitted
	It's is the contraction for it is; its is the possessive form of the pronoun it. 

	Brackets
	To interpolate material into a quoted passage for the reader's benefit.
	“The population of the study area for that year [1974] was about one million.” 

“It was the general feeling that they [the committee members] had not studied the report carefully.”

	Colon
	a) To introduce a formal statement or quotation.

b) Before a listing.

c) When the list is short and follow are, were, such as, and include, no colon is used.

d) A period may precede a listing when a complete sentence introduces the list and when each item in the list is a complete sentence.
	Surely Thoreau envisioned today's urban expressway when he said:  "The swiftest traveller is he that goes afoot."

At the end of each day, the clerk should do the following:
a) put away all papers;

b) fill printer trays; and,

c) turn off computers.

The topics include land use forecasting, economic impact of new transportation facilities, and traffic control.

Here are some of the reasons why we do not communicate with each other.

a) We assume everybody understands our viewpoint.

b) We mean to say one thing but say something different.

c) We "talk past each other" rather than have a meeting of minds.

d) We do not consider that words mean different things to different people and the way we say them may cause misunderstanding.


	Usage
	Rules
	Examples

	Comma:

To separate parenthetical expressions.
	a) For year following month and day.

b) For abbreviations – note that viz. (namely), e.g. (for example), and i.e. (that is) are preceded by a comma. A comma is used after e.g. but not necessary after viz. Also, i.e. should not be followed by a comma, unless the sense requires one. Avoid using etc. in formal writing.

c) For conjunctive adverbs such as however, moreover, nevertheless, consequently, therefore, thus, then, so, yet, and otherwise. Note: When a conjunctive adverb joins two independent clauses, it is preceded by a semicolon and followed by a comma.

d) For province or country following the name of a city.

e) For words used in apposition. Note: Names used in apposition after words such as brother and friend and restrictive appositives are not set off by commas.


	The project started January 1, 1974 and ended March 10, 1974.

John W Smith, Jr., is the new employee.

The forms, envelopes, reports, etc., should be stored until needed.

The meeting, therefore, was postponed.

The meeting has been postponed; therefore, I will not see you on Thursday.

Two early studies were conducted in Toronto, Ontario, and Halifax, Nova Scotia.

Jane Williams, representing M.M. Dillion and Co., will be here on Monday. 
You may want to interview my friend John Smith. 

The expression in this day and age is trite and should not be used.

	Comma:

Before and after a direct quotation.
	When the sentence continues and no other punctuation is required.
	He said, "I'll get my book," and left the room.




	Usage
	Rules
	Examples

	Comma:

To the left of every three digits.
	Common NA practice uses commas between groups of three digits, which diverges from the SI standard of using a single space. Either practice is acceptable.
	1,928,499 or 1 928 499

2,348 or 2 348

732

	Comma:

To set off non-restrictive clauses and phrases.
	A non-restrictive clause or phrase adds information about the word it modifies, but is not essential to the meaning of the sentence. If it were omitted from the sentence, the meaning would still be clear.
	The staff members, who attended the orientation sessions, have completed the forms. The clause, "who attended the orientation sessions", does not limit or restrict the meaning to specific ones. To limit the meaning to only those staff members who attended the sessions, omit the commas and make the clause restrictive, as in: The staff members who attended the orientation sessions have completed the forms.

	Comma:

To separate the clauses in a compound sentence.
	Note: A semicolon is used to separate two clauses in a compound sentence, when:

a) the co-ordinating conjunction is omitted;

b) clauses are connected by an adverbial conjunction such as moreover, however, and nonetheless; and,

c) one or both of the clauses are long and contain commas.
	The survey was completed in June, but the data have not been processed.

Gregory did the work; Eric got the praise.

At-grade crossings cause traffic accidents and delays; therefore, proposed rail or highway construction plans should not include plans for at-grade crossings.

The parcel can be recognized on assessment maps, planimetric maps, and Sanborn atlases; and, as an aerial unit, it can also be recognized on the ground.


	Usage
	Rules
	Examples

	Comma:

To separate introductory phrases and clauses.
	Note: A gerund or infinitive phrase used as the subject of the sentence should not be confused with an introductory clause or phrase in an inverted sentence.
	Although you requested three copies of the report, I can send you only one.


Ignoring the confidential nature of the project, he discussed the salient points with almost everyone at the meeting.

Extending the model to include estimates of other social and economic characteristics of the population requires only a minor revision. (The long noun clause introduced by the gerund extending is the subject of the sentence.)

	Comma:

To separate words or groups of words in a series.
	a) Usually, a comma before and is not functional.

b) Sometimes, a comma before and is necessary to avoid ambiguity. Note: If members of a series are long and contain commas, semicolons should be used between the members instead of commas.
	French, German, Spanish and English were taught.

The report is based on current inventories, analyses and forecasts, and budgets.

	Comma:

To separate two or more adjectives.
	When the adjectives co-ordinately modify the noun. Note: Additional rules governing multiple modifiers are noted in the section on hyphens. (See note on page 34.)
	Long, narrow roads lay ahead of us. These roads are long and narrow. (The two adjectives are co-ordinate and a comma is needed.)

Unpaved country roads lay ahead of us. These roads are country roads, which are unpaved. (The two adjectives are not co-ordinate, and no comma is needed.)


	Usage
	Rules
	Examples

	Dash:

To indicate an abrupt break or indicate a series of words.
	a) Abrupt break in thought.

b) Abrupt break in parenthetical words or phrases.

c) A series of words used in apposition.
	His actions at the meeting are hard to understand -- but that is not your problem now.

They were less hostile -- almost friendly -- during the meeting today.

Officials of all the cities concerned -- Toronto, London, St. Catharines and Windsor -- are invited.

	Ellipsis:

To show that something has been left out of a quoted passage.
	If the omitted portion comes within a sentence, the mark consists of three spaced periods.  If it comes at the end of the sentence, the mark consists of four spaced periods, the last period to indicate the end of the sentence. Omission of an entire paragraph is indicated by a full line of spaced periods.
	"After 1122 B.C, the Chou dynasty of Chinese rulers founded … first organization to operate and repair roads …".

	Hyphen:

To divide a word at the end of a line.
	a) Divide at the syllable.

b) Divide between double letters.

c) Divide after a vowel.

d) Divide compound words only at the hyphen.

e) Do not divide single-syllable words.

f) Do not divide before or after only one or two letters.
	pro-tect (not prot-ect)

know-ledge (not knowl-edge)

intel-ligent
plan-ning (the second n is not part of the root word)

tell-ing (both l's are part of the root word)
digi-tal (not dig-ital)

analy-sis (not anal-ysis)

popu-lation (not pop-ulation)

president-elect 

(not: presi-dent-elect)
wrapped (not wrap-ped)

charged (not charg-ed)
eco-nomic (not  econom-ic)

econo-mic (not e-conomic)


	Usage
	Rules
	Examples

	Hyphen:

Compound noun, unless dropped by common usage.
	When in doubt, consult the dictionary. 
	airport
person-hour
courthouse



	Hyphen:

After prefixes.
	a) When three identical letters occur in succession.

b) When the last letter of the prefix is the same as the first letter of the word to which it is attached.

c) When the prefix comes before a proper noun or adjective.
	wall-like (not walllike)
anti-intellectual
(not antiintellectual)
co-ordinate (not coordinate)
co-operate (not cooperate)
ex-President
post-Reformation

	Hyphen:

With compound modifiers to convey the intended meaning of the sentence.
	a) If the first word modifies the second, a hyphen should connect the two modifiers.

b) If the first modifier is an ly form of an adverb, no hyphen is used.

c) If the first modifier is in the form of a comparative or superlative, no hyphen is used.

d) When two or more modifiers are hyphenated to one noun, use a suspended program.

e) Between the numerator and the denominator of fractions and have compound numerals from 21 to 99.
	Interim plan report (means an interim report of a plan)

Interim-plan report (means report of an interim plan)

six-foot length
five-page report

rough-edge paper
roughly edged paper

a fast-moving car

the fastest moving car

single- and multiple-mode transportation

three-fourths

twenty-one to ninety-nine




	Usage
	Rules
	Examples

	 Parentheses:

To enclose parenthetical and other elements.
	a) Note that standard punctuation is used; the comma is placed after the parenthesis. 

b) References or direction.

c) A definition or an example given to explain a word in a sentence.
	Before our next meeting (Is it at the regular time?), I should like to review your proposal for the project.

In this example, one time period is used for five age groups. (See Figure 1)

Findings of the field staff (see Chapter 111) help to explain the patterns shown here.

Indefinite pronouns (that, which, and who) are frequently used as subjects of clauses.

	Period:

After standard abbreviations.
	a) No space is left after periods within the abbreviation, though a space is left following each period after an initial of a person's name.

b)  Periods are not used in acronyms or abbreviations of the names of many countries and government organizations.
	Mr. R.S. Brown
Ph.D.

a.m. and p.m.

AASHTO, ASTM, CSA, MTO, TRB, UK, USA, etc.

	Quotation Marks:

At the beginning and end of all direct quotations.
	Note: If the quoted material is longer than two or three lines, it should be placed in a separate, single-spaced paragraph with the quotation marks omitted. The paragraph should be indented eight spaces on both right and, left sides.


	In his essay "Of Boldness", Bacon gives this account of Mahomet and the hill:
Mahomet called the hill to come to him, again and again: and when the hill stood still he was never a whit abashed, but said, "If the hill will not come to Mahomet, Mahomet will go to the hill.”


	Usage
	Rules
	Examples

	Quotation Marks:

Alternate double (") and single (') quotation marks. 
	When there is quoted material within quoted material.
	He said, "Wasn't it George who said, 'Let's have a party'?"

	Quotation Marks:

Usage with other punctuation.
	Generally, periods and commas go within quotation marks; semicolons and colons remain outside. Question marks and exclamation points may be placed inside or outside, depending on the structure and punctuation of the sentence.
	Did you say "Am I my brother's keeper"?

	Quotation Marks:

Around titles of incomplete works.
	Use for articles in magazines, chapters of books, or reports.  Do not use for titles of complete works such as books, magazines, reports and newspapers or the names of trains, planes, and ships.
	

	Quotation Marks:

Around words or phrases for meaning.
	a) When it is desired to convey a meaning not generally associated with the word.

b) Do not use for foreign words and words, letters, and numbers used as exhibit.

c) Do not use for technical terms, slang or colloquialisms.
	This "original" research was discussed in a scientific journal in 1920.

	Semicolon:

To separate two independent clauses.
	a) When the co-ordinating conjunction is omitted.

b) When a conjunctive adverb is used.

c) When a co-ordinating conjunction is used, but the clauses are long and contain commas.
	See examples under “Comma” for sentences illustrating these rules.

	Semicolon:
To separate members of a series.
	When one or all members are long and contain commas.
	See example Colon (b) to an example of this rule.


II. GRAMMAR

	Usage
	Rules
	Examples

	Agreement in Number and Case:

Agreement of Noun and Verb.
	a) Phrases introduced by in addition to, as well as, with, or including placed between the subject and verb does not change the number of the verb.

b) Predicate nouns do not affect the number of the subject and verb.

c) Collective nouns and fractions take a singular verb unless members of the group are considered individually.

d) When some plural nouns describe a quantity or unit, they take a singular verb.

e) Compound subjects joined by and require a plural verb unless the two nouns refer to a single thought or are preceded by every.
f) Compound subjects joined by or, either ... or, and neither ... nor take a singular or plural verb depending on the number of the noun nearest the verb.

g) The plurals of foreign nouns require plural verbs.
	The final plan, as well as some alternate plans, is included in the report.
The program, including diagrams, cards, and printouts, is available.

The first thing we saw were the papers scattered across the table.

The staff is having its picnic tomorrow. The staff have returned to their offices.
Two-thirds of the committee is in favour of the resolution. Two-thirds of the committee are wearing black suits.

Thirty miles is the average length of all trips originating at places of residences.
My supervisor and friend supports me in this action.

Every residence and business establishment was listed.

Either the employees or the supervisor is responsible for this error. Neither the mayor nor the transit commissioners know what the problem is.

These are the data you requested. Are these the only criteria you considered? Is that the only criterion you considered?


	Usage
	Rules
	Examples

	Agreement in Number and Case: 

Agreement of Pronoun and Antecedent.
	a) A pronoun must have a noun for an antecedent, and the pronoun must agree with the noun in gender, number, and person.

b)  A relative pronoun (that, which, and who) must be placed next to its antecedent. The relative pronoun must agree in number with both its antecedent and its verb. Note: Who refers to persons; which refers to things or groups of persons; and that refers to persons or things.
	Because cars are double-parked on the streets, it is difficult to drive through the town. (It lists no noun antecedent. Corrected: Because cars are double-parked on the streets, driving through the town is difficult.)

This letter informs the household that they have been selected. (Household is singular and requires a singular pronoun. Corrected: This letter informs the household that it has been selected.)
He removed the overlays from the charts and sent them out to be reproduced. (Antecedent of them is not clear: charts or overlays? Corrected: He removed the overlays, and sent the charts out to be reproduced.)
He took one of the charts to the meeting which was not yet completed. (The relative pronoun which is separated from its antecedent charts by a prepositional phrase. The antecedent of the pronoun is plural while the verb is singular. The sentence should read: He took one of the charts, which were not yet completed, to the meeting.)


	Usage
	Rules
	Examples

	Agreement in Number and Case:

Form of Pronouns.
	a) Nominative forms (I, you, he, she, it, we, you, they, and who) are used as subjects of sentences or of clauses or after any form of the verb to be.

b) Objective forms of pronouns (me, you, him, her, it, us, them, and whom) are used as objects of prepositions, verbs, infinitives, and other verbals.

c) A possessive pronoun is used before a gerund (an ing form of verb used as a noun).
	Could it have been he who wrote this report? (He follows form of verb to be; who is subject of clause.)

The director, the executive director, and I will attend the meeting.  
He speaks better than I (I is subject of clause in which the verb speak is omitted.)

The presentation will depend on who is present. (Who is the subject of the clause.)

Who did you say she is? (Rearranged: She is who? Who follows form of verb to be.)

The report may be sent to whoever requests it. (Whoever is the subject of the clause; the entire clause is object of the preposition to.)

The project has been assigned to Jane and me. (Me is object of preposition to.)

Not:
Between Jane and 1 ...


Between Jane and myself …
She will take you to the meeting rather than me. (Me is object of verb take which is omitted.)

The new director is someone whom everyone will respect. (Whom is object of verb respect.) 
For the first time, he let George and me prepare the requisitions. 
Whom are you going to vote for? (Whom is object of preposition for.)

We are all in favour of her getting the promotion. (Getting is a gerund.)

We saw him driving down the street. (Driving is a participle.)


	Usage
	Rules
	Examples

	Handling of Words
	a) Avoid introducing sentences by "it was found that" or "it was demonstrated that".

b) Where directness is desired, use the active voice.  Avoid passive constructions such as "is depended upon"; "depends upon" is preferred.

c) Avoid unnecessary words and duplication.

d) Wordy expressions may often be substituted by a single word.
	Not: estimated at about 10 per cent
oval in shape
they are both alike
bright red in colour 

oval in shape

throughout the entire experiment
fewer in number 
two equal halves

owing to the fact that - because

by means of – by

subsequent to - after


it appears that – apparently

in the near future – soon

at the present time - now


a very limited number of – few

	Sentence Structure:

Dangling Phrases or Words.
	These words usually are placed at the beginning of the sentence and refer illogically to the subject of the sentence.
	After completing the interview, the form should be checked by the interviewer. (Corrected: After completing the interview, the interviewer should check the form.)
To meet that schedule, coffee breaks must be discontinued. (Corrected: To meet that schedule, employees must discontinue coffee breaks.)

Narrow and unpaved, the traffic on the street is heavy. (Corrected: Narrow and unpaved, the street carried heavy traffic.)


	Usage
	Rules
	Examples

	Sentence Structure:

Modifiers
	a) Modifying words and clauses should be placed as close as possible to the words they modify

b) Avoid allowing modifiers to accumulate in front of a noun until it becomes difficult to know where hyphens and commas should be placed.
	The data only include the number of trips originating within the study area. (Corrected: The data include only the number of trips originating within the study area.)

The report did not make the relationship between income and travel mode clear. (Corrected: The report did not make clear the relationship between income and travel mode.)
The poorly-planned congested expressway . (Corrected: The poorly planned expressway is already congested.)

The universally-used blue lined pink pads (Corrected: The pink pads with blue lines are universally used.)

A computerized traffic simulation program (Corrected: A computer program for traffic simulation.)

	Sentence Structure:

Parallel Construction
	When parallel ideas are expressed in a sentence, they must be expressed in parallel form. If the first is expressed as a noun, the second must be expressed as a noun. Parallel ideas may be connected by and, but, for, either … or, neither . nor, not only … but also, and whether … or.
	The decision will either be made this morning or it will be made next Thursday. (Corrected: The decision will be made either this morning or next Thursday.)

That building always has and always will be on that corner. (Corrected: That building always has been and always will be on that corner.)
At the meeting, we discussed the travel surveys, the network selection, and how the maps would be prepared. (Corrected: At the meeting, we discussed the travel surveys, the network selection, and map preparation.)


III. STYLE

	Usage
	Rules
	Examples

	Abbreviations
	a) In formal writing, do not use abbreviations at all except for ones such as Mr., Ms., Messrs., Dr., and abbreviations for academic degrees.

b) Do not abbreviate names of persons and titles of positions.

c) Do not abbreviate the names of streets, cities, and provinces or the words, street, avenue, and boulevard. 
d) Do not use symbols for and (&), number (#), or at or per (@). The symbol for degrees ((), however, is permissible as is that for per cent (%), cents (¢) and dollars ($), though money amounts or per cents less than ten should be written out. Note that per cent is two words and percentage is one word.

e) Note: Abbreviations and symbols are permitted in column heads of tabular material, forms, and other materials where space limits the number of characters, which may be used. If abbreviations are unclear, explanations should be given in footnotes.
	Not:
Dr. Wm. T. Hardin, Pres. But:
Dr. William T. Hardin, President or Dr. W.T. Hardin, President

Beech Street, Toronto, Ontario

111 N. 17th Street

truck and taxi (Not: truck & taxi)
number of people (Not: No. of people)
item number 121 (Not:  item 121)
119 km. at 30 cents a km. (Not: 119 km. @30/km.)
five per cent (Not: 5%) or 25%


	Usage
	Rules
	Examples

	Capitalization
	a) The first word and all-important words in headings, and in titles of books, articles, speeches and reports.

b) The first word in each item in a listing and each item in a topical or sentence outline.

c) The first word of a complete sentence following a colon.

d) Titles accompanying the names of persons, but not titles used alone.

e) Points of the compass when they refer to parts of the country but not when they refer to direction.

f) Names of languages, nationalities, constellations, planets (but not earth), political parties, religious groups, and historical events, persons, and documents.

g) Do not capitalize seasons of the year, names of classes and subjects, a.m. and p.m., or words such as federal, nation, government, city, county, and province unless used with a proper noun.
	The citizens made their position clear: They do not want an expressway.

Jane Smith, Director, is the speaker. The director is in her office.

We travelled through the Maritimes. The northern part of the province does not have a large population.

French
Mars
Unitarian
Second World War

economics 

The cities, countries, and province have agreed to undertake co-operative transportation planning.
He represents the City of Hamilton.


	Usage
	Rules
	Examples

	Italics
	a) When words are used separately, only those words that require it should be italicized.

b) Italicize all headings except first-degree headings that are typed in capital letters.

c) Italicize the titles of complete works such as books, newspapers, magazines, and plays.

d) Italicize the titles of bound and printed reports; titles of articles, short papers, and speeches should be in quotation marks.

e) Italicize foreign words and phrases when usage has not made them a part of the English language.

f) Italicize words, letters, or numbers when used as exhibits.
	too many if's, and's and but's (Not:
 too many if's, and's and but's)
I read that in The Toronto Star.

The feature article in this month's MacLean's Magazine is "Canadians and Leisure Time".
Our report, Staggered Hours in the Central Business District, contains the data you requested.

Can you give a fifteen-minute talk on "The Role of the Construction Engineer in the Ministry"?

The raison d'etre for the project is to prepare a transportation plan for the province.
Interviewers should be instructed to form their 7's and 9's correctly.

There are six the's in that sentence.


	Usage
	Rules
	Examples

	Numbers
	a) Numbers are written as numerals, except for one digit numbers.

b) Numbers are written as words when they come at the beginning of the sentence.

c) Numbers are written as numerals when the sentence contains a series of numbers and any one number would require more than two words.

d) Both words and figures may be used for large round numbers.

e) Amounts of money are written as figures accompanied by the dollar or cent sign.

f) Figures are used to express dates when the month is used.

g) Figures or words are used to express time.

h) If the numerator or denominator is more than one digit or word, and no other number is attached, fractions may be written out. Otherwise, figures are used to express decimals and fractions.
	The average lot size is 11,000 square meters. There are 1,550 square kilometers in the study area.

Forty to fifty thousand rail cars pass through the study area each week.

The 1,550 square kilometres in the study area is divided into 40 districts, 541 zones, 8 rings, and 7 sectors.

25 million or twenty-five million $1.5 million or 1.5 million dollars

$1, 792
$75
$75.00, $63.57, and $9.40
$6 or six dollars
6¢ or six cents but not $0.06

I have your letter of May 7. (Or May seventh, or the seventh of May -- but not May 7th or the 7th of May.) We will see you on the twenty-second. (Not 22nd)

7:00 a.m.
7:00 in the morning
seven in the morning

seven o'clock in the morning

17.2

14 3/4
(not 14 - 3/4)
9/10

0.134

one-tenth


	Usage
	Rules
	Examples

	Spelling
	For consistency of style, use the most recent edition of the Oxford Dictionary or the current edition of the Canadian Oxford Dictionary. When multiple spellings are acceptable for a word, choose one spelling and use it throughout the report.
	


Appendix C: Proofreader’s Symbols 


Appendix D: Layout Specifications 

	Element
	Font
	Size
	Attributes 
	Justification
	Line Spacing

	Body Text
	Times Roman
	12
	
	Full
	1 line space between paragraphs

	Chapter Head 
	Arial Narrow
	28
	Bold 


	Left
	0.5 pt. line,   start body text 3 x 12 pt. lines below 

	2nd Level
	Times Roman
	14
	Bold Caps


	Left
	2 x 12 pt. lines below text

1 x 12 pt. line above text

	3rd Level
	Times Roman
	12
	Bold Caps 


	Left
	1 line space below text

	4th Level
	Times Roman
	12
	Bold
	Left
	1 line space below text

	5th Level
	Times Roman
	12
	Underlined
	Left
	1 line space below text

	Title 

(Table or Illustration)
	Arial
	12
	Bold
	Centred
	2 line spaces below text

	Caption 

(Table or Illustration)
	Arial
	10
	
	Centred
	1 line space above table or below the illustration

	Head/Label 

(Table or Illustration)
	Arial Narrow
	12/10
	Bold
	
	Within table or illustration

	Page Number
	Times Roman
	10
	
	Centred
	Page top

	Footnote
	Times Roman
	9
	
	Left
	

	Footer
	Arial Narrow
	9
	
	Centred
	Page bottom


COVER PAGE:
	Element
	Font
	Size
	Attributes 
	Justification
	Line Spacing

	Report Identification (top 2 lines)
	Arial Narrow
	16
	Bold 


	Right
	

	Report Title 
	Arial Narrow
	28
	Bold 
	Right
	Start 3 lines below report number

	Report Number 
	Arial Narrow
	16
	Bold White
	Centre
	


TECHNICAL DOCUMENTATION PAGE:
	Element
	Font
	Size
	Attributes 
	Justification
	Line Spacing

	Page Subhead (top line)
	Times Roman
	10
	Bold, White text in black background
	Left, 6.25 cm (2.5”) from left edge of page
	

	Page Heading 
	Arial Narrow
	18
	Bold 
	Left, 6.25 cm (2.5”) from left edge of page
	

	Documentation Table Headings
	Arial Narrow
	10
	Bold
	Left
	

	Documentation Table Text
	Times Roman
	10
	
	Ragged left, 3.125 cm (1.25”) from left edge of table
	0.5 pt. line between table heading sections


TITLE PAGE:
	Element
	Font
	Size
	Attributes 
	Justification
	Line Spacing

	Report Identification and Number (top 3 lines)
	Arial Narrow
	14
	Bold 


	Right
	1 line space before report number

	Report Title 
	Arial Narrow
	24
	Bold
	Right
	Start 3 lines below report number

	Date
	Arial Narrow 
	12
	Bold 
	Right
	Start 3 lines below report title

	Author/ Originating Office
	Arial Narrow
	12
	
	Right
	1 line space below date

	Contact Information
	Arial Narrow 
	12
	
	Right
	1 line space below author/ originating office 

	Copyright Label
	Arial Narrow
	10
	Bold        (1st sentence only)
	Right
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Figure 1 – Graph Meeting Style Manual Requirements








� The Research and Development Division no longer exists at the Ontario Ministry of Transportation, although transportation research is still conducted by various offices of the ministry.


� A content footnote that is very long may be more appropriately placed in an appendix.  






