
Template for Federal Railroad Administration Technical Reports

Please use the following template for any technical report that is to be published by FRA.  Guidance on writing some sections in provided in the margin.
Section 508 Compliance Checklist
All FRA technical reports must be compliant with the requirements of Section 508 of the Rehabilitation Act, which mandates that all electronic documents be accessible to people with disabilities.  Your technical report is 508 compliant if you have taken the following steps.

1. Determine if the document has the following characteristics:

a. Uses one or more of the recommended fonts (Times New Roman, Verdana, Arial, Tahoma, Calibri and Helvetica)

b. Uses Microsoft Word’s heading styles (Heading 1, Heading 2, Heading 3 at the very least)

c. Uses automatically generated page numbers

d. Has an automatically generated table of contents

e. Has automated footnotes and/or endnotes

f. Has automated captions for all tables and images

g. Ensures that all bulleted lists use a bullet style instead of manually entered markers

h. Employs full URLs  (including the http:// prefix)

If you use the Technical Report template, it will provide you with most of the tools needed to handle these issues.

2. Do not use blank spaces (including carriage returns) for formatting purposes.

3. Use colors that have high contrast against each other or against the background. 

4. Determine if the document’s images and tables have the following characteristics:

a. All images/tables have alternate text assigned to them

b. All background images and watermarks have been deleted

c. All images have their text wrapping set to “In Line With Text”

d. All multi-layer images have been flattened

e. No tables are used to control page formatting 

f. No merged table cells are used

g. No table cells break across pages

5. All images should be assigned alternative text (“alt text”), which should be a brief phrase that describes the graphic to users. If you are using Word 2010, you must also add alt text to all tables. When a software reader encounters an image or a table, it will read the alt text out loud. As long as there is a description in the Alt Text field, the document is 508 compliant. For example, the author can place the graphic’s caption in the alt text field.

a. To add alt text to a picture, right-click on the picture to bring up a menu. Select Format Picture item from that menu and the Format Picture window should appear. Click on the Alt Text tab and enter the alt text as appropriate.
b. (Word 2010 Only) To add alt text to a table, you must first save the template in Word Document format (.docx) and uncheck the “Maintain compatibility with  earlier versions of Word” checkbox. Then right click on the target table to bring up a menu. Select Table Properties and the Table Properties window should appear. Click on the Alt Text tab and enter the alt text as appropriate.
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NOTICE

This document is disseminated under the sponsorship of the Department of Transportation in the interest of information exchange.  The United States Government assumes no liability for its contents or use thereof.  Any opinions, findings and conclusions, or recommendations expressed in this material do not necessarily reflect the views or policies of the United States Government, nor does mention of trade names, commercial products, or organizations imply endorsement by the United States Government.  The United States Government assumes no liability for the content or use of the material contained in this document.

NOTICE

The United States Government does not endorse products or manufacturers.  Trade or manufacturers’ names appear herein solely because they are considered essential to the objective of this report.
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Abbreviations and Acronyms (sample)
	BLE
	Brotherhood of Locomotive Engineers

	CFR
	Code of Federal Regulations

	FMVSS
	Federal Motor Vehicle Safety Standards

	MBTA
	Massachusetts Bay Transit Authority

	OSHA
	Occupational Safety and Health Administration

	UTU
	United Transportation Union


Social Media Posting 

Social Media Accounts:
Facebook:           facebook/usdotfra

Twitter:                twitter/usdotfra

YouTube:            youtube/usdotfra

Would you like to share this report on FRA’s social media pages?
YES   FORMCHECKBOX 

Please provide the following:

1) For a Facebook post:  2–3 sentences about the report, along with any images, pictures, graphs, or charts that support the content.

(Insert info here)
2) For a Twitter tweet:  140 characters or less on the subject of the report.

(Insert info here)

3) Who is the target audience for this report? (e.g., railroaders, management, policy makers, etc.)

(Insert info here)
4) Why is it important to distribute information about this report on social media? 

(Insert info here)
NO   FORMCHECKBOX 

Please provide a brief explanation for choosing not to share.

(Insert info here)
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The Executive Summary





The executive summary is for readers who want to quickly understand the results, recommendations and main, supporting points of our research.  Your executive summaries must be succinct and clear.  These guidelines will help you write effective executive summaries: 





 State the result of the research in the first sentence.  Write it in the active voice.  For example:


---Transportation Technology Center, Inc. tested a full-size passenger railcar and demonstrated the car’s ability to withstand an 800,000-pound force compressive load.





 Then, state the recommendations or next steps:


---The same car will now be tested to determine its ultimate strength under compressive loading.





 Then, give some relevant background:


---The purpose of this series of tests is to validate the proposed waiver guidelines to the crashworthiness requirements in the Code of Federal Regulations—49 CFR 238.203.





 Then, summarize the report’s main points.  Make sure they appear in the same order as they are in the body of the report.





 Use the same key words and phrases from the body of the report in the executive summary.





 Do not include information in the executive summary that does not appear in the main report.  





 Aim for an executive summary that is one to two pages long. 





Report Writing Style





Use Plain Language.  The following link takes you to a checklist:


� HYPERLINK "http://www.plainlanguage.gov/howto/quickreference/checklist.cfm" �http://www.plainlanguage.gov/howto/quickreference/checklist.cfm�





For rules related to grammar, spelling, punctuation, and general form, FRA uses the U.S. Government Printing Office’s (GPO) Style Manual as a guide which is available online at � HYPERLINK "http://www.gpoaccess.gov/stylemanual/browse.html" �http://www.gpoaccess.gov/stylemanual/browse.html�.  





�Provide contextual information. Why is the work being done?  What does the reader need to know for the rest of the report to make sense?


�A simple statement of the research question that the report addresses.


�e.g. modeling followed by test followed by analysis.


�What the work covers and what is intentionally omitted.  E.g. the work reported here does not consider passenger rail cars.


�Typically no more than a page.  Do not introduce anything that has not been included in the body of the report.





ii
10

_962466326

_962466325

