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	1. TITLE
	2. IDENTIFICATION NUMBER

	Scientific and Technical Reports
	DI-MISC-80711

	3. DESCRIPTION/PURPOSE

	3.1
Scientific and Technical Reports describe and disseminate to the analytical, scientific and technical community the precise nature and results of analytical studies, research, development, test and evaluation (RDT&E) on an assigned task(s).  Scientific and Technical Reports may be definitive for the subject presented, exploratory in nature, or an evaluation of critical subsystem or of technical problems.

	4. APPROVAL DATE

(YYMMDD)
	5. OFFICE OF PRIMARY RESPONSIBILITY (OPR)
	6a. DTIC APPLICABLE
	6b. GIDEP APPLICABLE

	881202
	S/DD
	X
	

	7. APPLICATION/INTERRELATIONSHIP

	7.1
This DID contains the format requirements and preparation instructions for the information product generated by the specific and discrete task requirement as delineated in the contract.

7.2
This DID is applicable to the organization, preparation and production of technical publications.

7.3
This DID supersedes UDI-S-2327C, DI-S-4057, and DI-S-3591A.

7.4
Defense Technical Information Center (DTIC) Cameron Station, Alexandria, VA  22304-6145

	8. APPROVAL LIMITATION
	9a. APPLICABLE FORMS
	9b. AMISC NUMBER

	
	SF 298
	S4578

	10. PREPARATION INSTRUCTIONS

	10.1
Reference document.  The applicable issue of the documents cited herein, including their approval dates and dates of any applicable amendments, notices, and revisions, shall be as specified in the contract.

10.2
Format.  Document format shall be in accordance with ANSI Z39.18 Scientific and Technical Reports:  Organization, Preparation, and Production.

10.3
Content.  Document content shall be clearly written, describe accomplishments and other facts adequately and with no technical errors, and be acceptable for release.  If Scientific and Technical Reports when sent to DTIC are marked unclassified unlimited they should be accompanied by a letter certifying that they have been cleared for public release and sale; to include foreign nationals.

	11. DISTRIBUTION STATEMENT

	


DD Form 1664, AUG 96 (EG)
PREVIOUS EDITIONS MAY BE USED

DATA ITEM:  
Amendment No. 1 to DD Form 1664, Data Item Description #DI-MISC-80711, SCIENTIFIC AND TECHNICAL REPORTS

In Block 10 of DD Form 1664, add the following to the existing subparagraphs:

10.4 Each technical report will conform to the format prescribed in ANSI Z29.18* as amended and supplemented by this modification sheet. 

Each report must have a cover and a Report Documentation Page (SF Form 298**) prepared in accordance with ANSI Z39.18.  The SF 298 shall be included in the page count of the front matter but will not carry a page number. (SF298 Report Documentation Page is available at:  http://www.vs.afrl.af.mil/abstracts/templates/form298.dot
If the 298 is missing from report, report will be returned to contractor by AFRL/VSIP.

When more than one author for the report is listed, the first named will be the principal author.  If there is no principal author, the names will be arranged alphabetically.  List each author by first name or initial, middle initial and last name.

Each report will also include the following: (a) A list of scientists and engineers who contributed to the research reported in the document. (b) All previous and related contracts and previously produced publications or articles resulting from total or partial sponsorship of the contract.

SF 298, Block 13 (Abstract). The abstract must identify the purpose of the work and briefly describe the work carried out, the finding or results, and the potential applications of the effort.  Since the abstract will be published by the DoD, it must not contain any proprietary or classified data. 

10.5
Classified reports will be marked according to ANSI Z39.18 and current DoD security policy and regulations.  The contractor is responsible for insuring security markings are current, complete, and accurate.  Current security guidance is available through the Administrative Contracting Officer (ACO).  Each report will contain an appropriate distribution notice as specified in Air Force Instruction 61-204.  The contract manager will select the distribution notice to be used on each report.

10.6
Two (2) copies of the scientific final report including the cover, SF 298, text, and all other material that will be made a part of the document, will be forwarded to AFRL/VSIP (Technical Publications Office) for review. These manuscript copies may be prepared in final form (such having one space or one and one-half spaces between typed text lines) and be ready for approval.  However, any changes necessary in the report are the responsibility of the contractor.  It is emphasized that the reports must be sent to:

AFRL/VSIP (Technical Publications Office)

29 Randolph Road

Hanscom AFB, MA 01731-3010

With a copy of the letter of transmittal forwarded to the Administrative Contracting Officer (ACO), the Procurement Contracting Officer (ESC/PKR), and AFRL/VSOT (R&D Contracts Liaison).

10.7  Upon receipt of the contractor manager’s written approval of an interim scientific or final report, the contractor will prepare a master copy from the approved manuscript.  The master copy must be an original suitable for reproduction by photo-offset or microfilm.  Illustrations shall be handled as follows:  Line drawing pasted down on the appropriate pages, but half-tone photographs may be submitted as 8x10 glossies (with reduction size and page number written on the back), and the space for the half-tone indicated on the appropriate page.  One camera-ready master copy of each approved report will be delivered to AFRL/VSIP (Technical Publications Office).

AFRL/VS (Hanscom Research Site) is responsible for the printing and distribution of  these contractor reports.  Unless otherwise specified in the contract, the contractor will receive ten copies of each finished report.  Any further reproduction of the report will be at the contractor’s expense.

10.8  Interim Scientific Reports are normally prepared when a definable phase of the research has been completed, when the research effort reached a point where it is logical to summarize the results, or if no other scientific report was issued during the contract year.  It is emphasized that at least one report is required under each contract year in multi-year contracts, and at least a final report in one-year contracts.  Interim Scientific Reports will cover all phases of work undertaken during the period of the report, fully reporting all failures and/or successes.  When feasible, material should be prepared in such a manner as to permit ready incorporation without change into the final report.

     With the approval of the contract manager, reprints of an article published in a scientific journal may be accepted as satisfying an Interim Scientific Report requirement.  Whether or not they satisfy Interim Scientific Report requirements, all journal articles documenting research sponsored by the AFRL/VS (Hanscom Research Site) will acknowledge such sponsorship and site the contract number.  Furthermore, five reprints of each article must be submitted to AFRL/VSIP (Technical Publications Office), 29 Randolph Road, Hanscom AFB, MA 01731-3010.  Each submission will include a completed SF 298.

Contractors should follow the requirements, for technical reports, as outlined in ANSI Z39.18 (may be accessed at: www.NISO.org).  In addition, the following are some of the most common errors found in technical reports:

     1) DD Form 1473 (Documentation Page) is obsolete; it has been replaced by SF 298.

     2) Front page(S) numbering and layout:

       
SF 298                       (I)

        
Reverse of  298 (blank)      (II)

        
Contents Page(s)             (III) through ………..

     3) First page of report (Introduction) always starts on page 1.  All text pages should be numbered consecutively (bottom center) beginning with 1.

     4) Tables and illustrations will be numbered in Arabic consecutively, e.g. Figure 1, Figure 2, Table 1, Table 2.  Do not number figures and tables by chapter, e.g. 1-1, 1-2, 1-3.

     5) All references should have titles, including those submitted or published by journals.

     6) Half-tones (photographs) should be black and white glossy prints.  Color artwork to be used \ONLY 

when B&W data will be misinterpreted or adversely affects mission.

     7) To alleviate unnecessary white space on pages (those that are less than ½ or ¾ full) text should be continuous.  Do not start new section on new page.

     8) Each new APPENDIX will start on right-hand page (odd number).

     9) Ensure ALL text is clear and legible for reproduction.  If text is too small or too dark, it will not reproduce properly, thus affecting quality of report.  While 600 psi laser printer output is satisfactory, dot matrix printer output is UNACCEPTABLE.

___________

*Copies of the ANSI Standard can be obtained by contracting:



American National Standards Institute



1430 Broadway



New York, NY 10018       Telephone 212-642-4900
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Exhibit ___
Page ___ of ___

