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Section 1
Introduction and General Requirements 
The purpose of Research and Technology projects is to develop new knowledge, and to publish and distribute widely the reports submitted on each project sponsored by the Federal Transit Administration (FTA). Reports are a major source of scientific and technical information.  Because reports are published and distributed electronically and become part of an ongoing electronic knowledge base—thorough documentation, clear communication, uniformity in presentation, and consistency in the placement and sequence of report elements are required. 
This paper presents a model format that outlines the elements, organization and design of a final technical reports., including guidance for the uniform presentation of front and back matter, text, and visual and tabular matter in print and digital formats.  

The Office of Research, Demonstration and Innovation (TRI) of the Federal Transit Administration (FTA) developed this report as a user-friendly guide for preparing a final project  report.  It provides guidance to contractors and others responsible for preparing and delivering a final project report to the FTA project manager in electronic and print formats.  Its purpose is to foster uniformity in FTA project reports for ease of information retrieval, for quality control and for processing in information systems, as well as for assuring permanent access and delivery of digital documents. This report provides information to contractors, academics, and others so that final project reports are consistent in their style of presentation and conform to the desired model format on page 3 of this report.  
Acceptability of a final research project report depends on three criteria: 1) fulfillment of project objectives as set forth in the contract, 2) conformity to the desired form and format as presented in this document, and 3) adequacy of documentation and clarity of presentation.  All reports should be complete in all their parts, organized appropriately, and accurate in matters of documentation.  All final project reports must have the FTA Mark in the upper-left corner of the front cover.   

SECTION 2 – REPORT ORGANIZATION/ ELEMENTS  
Model Format  

This model format outlines the elements, organization, and design of FTA final technical reports, namely—research, development, and demonstration project reports.  It provides guidance for uniform presentation of front and back matter, body text, and tabular matter for print and/or digital formats.  
FRONT MATTER
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Title Page 
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Abstract

Summary   
BODY/TEXT MATTER

Chapter Sequence 

Chapter 1.  Introduction (Problem/background)

Chapter 2.  Research Approach (Methodology to solve problem)

Chapter 3.  Results/Discussion 

Chapter 4.  Conclusions/Summary/Recommendations
BACK MATTER


References


Appendix material

Metric Chart
CONSISTENCY in the placement and sequence of report elements is required.  

FRONT MATTER
Front matter consists of all materials preceding the text. It give the reader a general idea of the purpose and scope of the report, lists where in the report the reader can find specific chapters, headings, etc., and provides cataloguing information for bibliographic databases.
When a draft final report or contractor’s final report is submitted to an FTA Project Manager for review and possible publication, the draft report should contain all of the following elements as Front Matter and in the order listed.  
Cover  
The required data elements of a final report cover are:
· DOT/FTA Mark in upper left corner of front cover (Sponsoring Agency) 
· Report number
· Report title and subtitle, if one is used (upper 1/3 of  cover)
· Date of publication
· Theme illustrating subject or content (2/3 of cover space).  
Note:  Report numbers always begins with FTA, and can be placed on front or back cover of the report or both.  Ex,  FTA-DC-26-7000-2008.1
Disclaimer 
All interim and final report must contain the disclaimer statement printed exactly as indicated here, on the inside of the front or back cover, or after title page.  .
NOTICE

This document is disseminated under the sponsorship of the United States 

Department of Transportation in the interest of information exchange. The 

United States Government assumes no liability for its contents or use thereof.

The United States Government does not endorse products of manufacturers.  

Trademarks or manufacturers’ names appear in the document only because they are essential to the objective of this report.  

Report Documentation Page 
Agencies within the federal government use a Report Documentation Page in addition to a title page/section.  It is placed on the back of a Title Page or on the page following the Title Page.  See Appendix A for a sample Report Documentation Page.  
Title Page  

Report title must be the same on title page as on external cover.  The required title page provides information needed for the description and bibliographic control of and access to a report.  These data are critical to Online databases, abstracting services, and other organizations that acquire, store, and provide access to information resources.
Required data elements of a title page are:

1. FTA Report number

2. Report title and subtitle, if one is used

4. Author, principal investigator, editor, and/or compiler

5. Performing organization (complete address)
6. Sponsoring organization
7. Publication data, including publishing date 
8. Report Availability - Online www.fta.dot.gov/research]
Foreword   
The Foreword is an introductory statement that follows the title page.  It sets the context of the report and precedes the table of contents. The Foreword states the reason for publishing report, presents a short summary of contents, and identifies the audience that the report addresses
Preface - Optional.  
Contents
Table of Contents identifies headings and location of, or link to, each major section of front matter, text content, and back matter.  Contents help readers understand organization and scope of a report.  Contents include list of Figures and Tables
Abstract

An abstract has no more than 200 words, suitable for use in computerized information storage and retrieval systems. Abstract is an informative statement of the purpose scope, methods, and major findings of the report.  It  will be provided to the Transportation Research Information Services (TRIS) database, and the National Technical Information Service (NTIS). 
Summary
The Summary states key points (best stuff) of the project report, including the problem under investigation, results, conclusions, and recommended course of action for decision makers.  

BODY OF A REPORT  [TEXT MATTER]
The body of the report is the part of the report where the author describes the methods, assumptions and procedures, then presents the results, draws conclusion, and recommends actions based on those results.  Consistency in the placement and sequence of chapters, as outlined below, is required.
Chapter 1:  /Background/Problem 

Chapter 2:  Methodology/Research Approach 
Chapter 3:  Results/Discussion 
Chapter 4:  Conclusions/Summary/Recommendations

Chapter 1: Introduction/Background/Problem
The required introduction provides readers with general and background information that they need to understand the more detailed information in the rest of the report. It discusses the problem that led to the study, and the current knowledge and resources that helped in solving problem.  Introduction introduces the subject, the purpose, the scope, and the way the author plans to develop the topic. It includes the audience for the report.  The introduction does not include findings, conclusions, or recommendations.

Chapter 2: Research Approach/Methodology 

This chapter discusses the methodology, assumptions, and approach used in addressing the problem.  
Chapter 3:  Results/Discussion
This section presents the findings based on the methods.  It discusses the findings and what they mean in terms of understanding or solving the problem, as well as what effects they have on the economy, safety, policy, etc. 
Chapter 4:  Conclusions/Summary/Recommendations

This section interprets, and discusses the most important findings that have been substantiated in the discussion of the results, and discusses their implications that may extend the findings beyond the conditions of the project.  Recommendations present a course of action based on the results and conclusions of the study.  
BACK MATTER
The back matter supplements and clarifies the body of the report, and shows where additional information can be found.  

References – References, unlike bibliographies, list only sources cited in the text and in the order of citation. [Bibliographies lists sources consulted, but not necessarily cited in the text, and organized alphabetically.]
Appendices -  Appendices contain information that supplements, and supports the contents.  
Metric Conversion Chart – Metric chart is a component of federal project report.
Note:  No Contractor logos are allowed anywhere in technical project reports.
Reference –Scientific and Technical Reports – Preparation, Presentation, and Preservation. An American National Standard ANSI/NISO Z39.18-2005.  Developed by the National Information Standards.  Approved by the American National Standards Institute, July 27, 2005.  Published by the National Information Standards Organization Press, Bethesda, Maryland. 
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APPENDIX B  - MODEL REPORT FORMAT
FTA promotes this model format for organizing the basic components of technical project reports—Front Matter, Body/Text, and Back Matter. The model allows for presenting information about the creation, structure, content, and availability of the report in a comprehensible manner.  

FRONT MATTER

Front Cover 

Disclaimer 
Title Page (Title same as cover)




Foreword 

Table of Contents

List of 
Illustration/Figures 

Acknowledgements - Optional

Abstract 
Summary   
BODY/TEXT MATTER
Chapter Sequence

Chapter 1.  Introduction (Problem/background)

Chapter 2.  Research Approach (Methodology to solve problem)

Chapter 3.  Results 

Chapter 4:  Discussion (Applications)
Chapter 5.  Conclusions/Summary/Recommendations
BACK MATTER
References

Appendix material
Metric Chart
APPENDIX C – FINAL REPORT/DOCUMENTATION
FTA Circular 6100.1C, Chapter III, Section 5f

FTA Circular 6100.1C, dated 05-02-03, is the official document for Transit Research And Technology Programs: Application Instructions And Program Management Guidelines.  
Online 

Chapter III: Project Administration And Management,
Section 5f.
f. Final Report/Documentation/Organization. A final technical report documenting project performance and the final results of research, development and demonstration projects, including a Summary, must be submitted by the contractor/recipient to the FTA project manager at the conclusion of the project. All reports and supporting documentation must be provided to the FTA project manager in both a reproducible hardcopy and an electronic/web-ready format, as specified by FTA. FTA requires all documentation be Section 508 compliant and meets a high standard of organization and clarity of writing. The final report must be organized as listed and described in the Section 2, Report Organization/Elements, of the report “Preparation and Presentation of a Final Technical Report,” May 2008.
Final Report Organization, Elements and Style. A final technical report documenting project performance and results must be submitted by the contractor to the FTA project manager at the conclusion of the project. FTA requires all documentation be Section 508 compliant and meets a high standard of organization and clarity of writing.
g. Hardcopy of Final Report. Documents provided for hardcopy reproduction must be in Encapsulated Postscript (EPS), and the provider must provide all necessary fonts. All FTA sponsored research, development and demonstration documents must be entered into the National Technical Information Service system. A reproducible hardcopy of the final project report, plus 7 additional hardcopies, and 5 CDs must be submitted to the FTA project manager for entry into the National Technical Information Service, and the Department’s National Transportation Digital Library [http://ntl.bts.gov], and Transportation Research Information Services (TRIS) database.  All FTA sponsored publications are available to the public from the National Technical Information Service, 5285 Port Royal Road, Springfield, Virginia 22161.

h. Electronic Copy of Final Report/Section 508 Compliant. Text supplied electronically may be provided by one or more of the following formats to facilitate posting on the FTA Website:  searchable Portable Document File (PDF/Adobe Acrobat V. 6.) or Hypertext Mark-Up Language (HTML).  All accompanying graphics must be provided in Graphic Interchange Format (GIF) or Joint Photographic Experts Group (JPEG) format, or a format acceptable to FTA, in addition to their native format (e.g., Tag Image File Format (TIFF).  All document produced electronically 
5. PROJECT REPORTING REQUIREMENTS
i. Electronic Published Documents (Internet). All published documents (including graphics) must comply and be accessible in accordance with current requirements/interpretation of Section 508 of the Rehabilitation Act of 1973, as Amended. All documentation must be approved by FTA before distribution to the public and prepared in a format specified by FTA. The Federal Transit Administration (FTA) is required by law to develop its website and documentation therein to meet the requirements of Section 508 of the Rehabilitation Act, as Amended (29 U.S.C. 794d).  Recipients of federal funds are responsible for consulting sources such as the Access Board [http://www.access-board.gov/508.htm], and Section 508 Website [http://www.section508.gov/].  
*See also Adobe Systems “Creating Accessible Adobe PDF Files: A Guide for Document Authors,”  Online [http://www.adobe.com/enterprise/accessibility/pdfs/acro6_pg_ue.pdf]. This step-by-step guide covers the basics for creating Adobe portable Document Format (PDF) files so that they can be more accessible to users with disabilities, including the blind.  This guide provides information on using Adobe Acrobat 6.0 software and Adobe Acrobat Capture 3.0 software to optimize documents for distribution as PDF documents that can be easily read with Micorsoft Windows based assistive technology, such as screen magnification or screen reading software.  Adobe Reader 7.0 [http://www.adobe.com/enterprise/accessibility/reader/].
APPENDIX E – BACK COVER
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