BEFORE  YOU  CONTINUE...

PRINT  and  READ  THIS  INSTRUCTION  PAGE

Below are instructions for completing the more challenging parts of this template file. This page does not affect any page numbering, whether it is present or not. The first page of the actual report text is numbered page 1. If you so desire, however, this page can be removed by selecting and deleting all text and the page break.

Cover and Title Page Footer

To change month and year in the footer, double click on the text, type appropriate information (delete the brackets), then close header/footer toolbox. The month and year will appear automatically on both pages.

The STI Program Office...In Profile

This page backs up the title page and must stay exactly as shown, with no changes made.

Placing Special Notice Box on Cover and Acknowledgment Page  (if applicable)
If you are using the Microsoft Internet Explorer browser:

1.
Select desired notice from website and position mouse over notice

2.
Click right mouse button and select ‘Copy’ from pop-up menu

3.
Switch back to appropriate page in Word document and position mouse cursor on page

4.
Paste and reposition box as necessary

If you are using the Netscape browser:

1.
Select desired notice from website and position mouse over notice

2.
Click right mouse button and select ‘Save Image As...’ from pop-up menu

3.
Filename should already be entered in dialog box; be sure to make note of which directory file


is being saved in; click Save button.

4.
Switch back to appropriate page in Word document and position mouse cursor on page

5.
From Word menu bar, select Insert / Picture / From File..., and go to the same directory where 


the file was saved

6.
Select desired ‘.gif’ file (a preview of the box should display)

7.
If available, make sure “Float over text” option is selected, and click on ‘Insert’ button

8.
After box appears on page, select, reposition, and/or resize as necessary

Using Styles

The text styles in this template follow recommendations made by the STI Program. You can view these styles here, along with samples of the Microsoft Word default styles, and other suggested styles. The STI Program also recommends that headings use the same font as the normal style, or body of your report. It is not mandatory that these particular fonts or styles be used, as long as those chosen show consistency and stay within the guidelines set forth in the NASA STI Page Layout Samples guide. When you are finished reviewing and selecting styles, highlight and delete the text before beginning your report. 
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The NASA STI Program Office ... in Profile

Since its founding, NASA has been dedicated to the advancement of aeronautics and space science. The NASA Scientific and Technical Information (STI) Program Office plays a key part in helping NASA maintain this important role.

The NASA STI Program Office is operated by Langley Research Center, the lead center for NASA’s scientific and technical information. The NASA STI Program Office provides access to the NASA STI Database, the largest collection of aeronautical and space science STI in the world. The Program Office is also NASA’s institutional mechanism for disseminating the results of its research and development activities. These results are published by NASA in the NASA STI Report Series, which includes the following report types:

· TECHNICAL PUBLICATION. Reports of completed research or a major significant phase of research that present the results of NASA programs and include extensive data or theoretical analysis. Includes compilations of significant scientific and technical data and information deemed to be of continuing reference value. NASA counterpart of peer-reviewed formal professional papers, but having less stringent limitations on manuscript length and extent of graphic presentations.

· TECHNICAL MEMORANDUM. Scientific and technical findings that are preliminary or of specialized interest, e.g., quick release reports, working papers, and bibliographies that contain minimal annotation. Does not contain extensive analysis.

· CONTRACTOR REPORT. Scientific and technical findings by NASA-sponsored contractors and grantees.
· CONFERENCE PUBLICATION. Collected papers from scientific and technical conferences, symposia, seminars, or other meetings sponsored or co-sponsored by NASA.

· SPECIAL PUBLICATION. Scientific, technical, or historical information from NASA programs, projects, and missions, often concerned with subjects having substantial public interest.

· TECHNICAL TRANSLATION. English-language translations of foreign scientific  and technical material pertinent to NASA’s mission.

Specialized services that complement the STI Program Office’s diverse offerings include creating custom thesauri, building customized databases, organizing and publishing research results ... even providing videos.

For more information about the NASA STI Program Office, see the following:

· Access the NASA STI Program Home Page at http://www.sti.nasa.gov
· E-mail your question via the Internet to help@sti.nasa.gov

· Fax your question to the NASA STI Help Desk at (301) 621-0134

· Telephone the NASA STI Help Desk at  (301) 621-0390

· Write to:

          NASA STI Help Desk

          NASA Center for AeroSpace Information

          7121 Standard Drive

          Hanover, MD 21076-1320
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[Begin your one-column report here]
The basic styles, as recommended by the STI Program, are shown below. You can modify or create other styles as desired.

Heading 1 – 14 pt. Times Bold

This is the Normal Style for the body of your report. – 11 pt. Times Regular 

Heading 2 – 12 pt. Times Bold

This is the Normal Style for the body of your report. 

Heading 3 – 11 pt. Times Bold Italic

This is the Normal Style for the body of your report. 

Heading 4
Highlight the rest of the paragraph and turn the bold off, if you want to use a run-in heading at this level. This heading style is the same size as the normal style.

Heading 5
Highlight the rest of the paragraph and turn the bold and italic off, if you want to use a run-in heading at this level. This heading style is the same size as the normal style.

________________________________

Microsoft Word default styles are shown below. To use this or any other style set, you must modify the styles: From the Format menu, select Style...

Heading 1 – 14 pt. Arial Bold

This is the Normal Style for the body of your report. – 10 pt. Times Regular 

Heading 2 – 12 pt. Arial Bold Italic

This is the Normal Style for the body of your report. 

Heading 3 – 11 pt. Arial Regular

This is the Normal Style for the body of your report. 

____________________________________

Other suggested styles are as follows. To use this style set, you must modify the styles: From the Format menu, select Style...

Heading 1 – 12 pt. Arial Bold CAPS

This is the Normal Style for the body of your report. – 11 pt. Times Regular 

Heading 2 – 12 pt. Arial Bold 

This is the Normal Style for the body of your report. 

Heading 3 – 11 pt. Arial Bold Italic

This is the Normal Style for the body of your report.
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[This is an appropriate way to acknowledge those who participated in the production of your report. 
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[Optional:


This report is also available in electronic form at http://_______________________________________________]








