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Document Consistency
We should strive for consistency in placement of fields in all documents.  With the many types of SAE documents that are produced, this may not be possible.  However, we will strive to maintain consistency within identified types of documents.  Whenever a document comes to SAE for Publication it will be formatted according to SAE Guidelines.  Each and every line in the document is tagged with a Style Tag.  By using the templates, the documents are much more consistent.

The following types have been identified:

Ground Vehicle Text Documents (includes Standards, Recommended Practices, Information Reports, Draft Technical Reports)

SAE has adopted SI Units primary.  All Ground Vehicle documents will comply.  Metric dimensions will be listed first, followed by English units in parentheses if necessary.  This is for Reaffirmed documents also.
Equivalency Statement (This statement is for document Equivalent to ISO Standards)
These statements shall be one line and included in the title block of the document, but separate and distinct from the title.

If further reference is required, the title block comment shall refer to the appropriate section in the document where a full reference description can be given.

Foreword (Optional)
SAE documents may contain a Foreword (which is always before the Table of Contents, if one is included in the document).  Pertinent information that is not part of the technical text is included here such as:

Relationship of the document to other documents (i.e., ISO, ANSI, ASTM, etc.)

History, background, and any other introductory material.

Table of Contents (Optional)
Should be identified as Table of Contents.

Should include primary and secondary headings only (and no more than three levels).  For example of format:

TABLE OF CONTENTS

1.
SCOPE
1


1.1
Purpose
1

2.
REFERENCES
2


2.1
Applicable Publications
2


2.1.1
SAE Publications
2

2.2
Related Publications
2


2.2.1
SAE Publications
2


3.
DEFINITIONS
3

3.1
Terms
3


3.2
Symbols
3


4.
TECHNICAL REQUIREMENTS
4


4.1
Icing Definitions
4


4.1.1
Icing Intensity
5

5.
NOTES
6


5.1
Marginal Indicia
6

Rationale

All Ground Vehicle documents MUST contain a Rationale section.  The Rationale statement would include the reason for any changes that may have occurred in the document, etc.  New and reaffirmed documents will include a Rationale section, but do not require a Rationale statement (*see example below).

RATIONALE

This is where the Rationale statement is typed (if the document is a revision it MUST have a paragraph stating the reasons for any revisions, etc.).

Not applicable. *(for new and reaffirmed documents only)

Scope
Section 1 will be designated as the Scope, which should briefly describe only the applicability of the document. The Scope should not be a summary of the contents of the document and should not be confused with the Foreword, Rationale, etc.  All documents MUST have a Scope.

The Section heading format shall be as shown in the following example:

1.
SCOPE
This is where the Scope paragraph is typed.
Purpose

1.1
Purpose

This paragraph is always numbered 1.1.  It describes the purpose of your J-Report.

References
Section 2 shall be designated References.  All pertinent and/or reference documents shall be listed here.  These documents shall be grouped by publisher and information shall be provided on where to obtain the documents.  SAE documents always go first, then the rest go in alphabetical order.

The following is an example:

If there are no references, the following statement shall be used:

2.
REFERENCES
There are no referenced publications specified herein.

If there are referenced documents they are numbered as shown below:
2.1
Applicable Publications (for publications cited within the body of the document)
The following publications form a part of this specification to the extent specified herein.  Unless otherwise specified, the latest issue of SAE publications shall apply.

2.1.1
SAE Publications
Available from SAE International, 400 Commonwealth Drive, Warrendale, PA 15096-0001, Tel: 877-606-7323 (inside USA and Canada) or 724-776-4970 (outside USA), www.sae.org.
2.2
Related Publications (Optional) (for publications not cited within the body of the document)
The following publications are provided for information purposes only and are not a required part of this document.

2.2.1
SAE Publications

Available from SAE International, 400 Commonwealth Drive, Warrendale, PA 15096-0001, Tel: 877-606-7323 (inside USA and Canada) or 724-776-4970 (outside USA), www.sae.org.
Definitions, Symbols, and Abbreviations (Optional)
All symbols and definitions pertinent to the document shall be included in Section 3.  We are following ISO guidelines for this.  

The following is an example:

3.
DEFINITIONS
3.1
Vehicle
A means of carrying or transporting something.

Technical Requirements
This is the body of the document.  It does not have to be named Technical Requirements.
Section 3 (if no definitions are in the document) or Section 4 shall be the Technical Requirements.  Section 3 or 4 and subsequent numbered sections, included as necessary, shall make up the body of the document.

Paragraph Identification
The identification of paragraph structure within a document shall be consistent.

An Arabic decimal numbering system shall be used.

Subdivision beyond a four-part number should be avoided.

The following is an example:

4.
PROCEDURE
A Heading1 is Uppercase.

4.1
Icing Intensity

A Heading2 is Title Case.

4.1.1
Icing Intensity

A Heading3 is Title Case.
4.1.1.1
Icing Intensity
A Heading4 is Title Case.

List of Items
An itemized list under any paragraph is introduced by a phrase; such as, "the following parts," "as follows," etc., and shall be followed by a colon.  Each item in a list is identified by preceding it with a lowercase letter, in alphabetical order, beginning with 'a', and followed by a decimal point.
The following is an example:

4.2
Test Samples for Textiles, Coated Fabrics, Leather, or Similar Flexible Materials

a.
Cut a 6.4 mm hole in the center of a 131 mm diameter specimen.
b.
Place the specimen on the rubber pad of the specimen holder.

If it is necessary to subdivide further under an item in a list, Arabic numerals shall be used.  An example of this subdivision is as follows:

a.
Cut a 6.4 mm hole in the center of a 131 mm diameter specimen.

1.
Place the specimen on the rubber pad of the specimen holder.


2.
Cut a 6.4 mm hole in the center of a 131 mm diameter specimen.

Notes
This section will contain information that is related to the document but not essential to the flow of the document.  This is always a Heading1.
Marginal Indicia

A change bar (I) located in the left margin is for the convenience of the user in locating areas where technical revisions, not editorial changes, have been made to the previous issue of this document.  An (R) symbol to the left of the document title indicates a complete revision of the document, including technical revisions.  Change bars and (R) are not used in original publications, nor in documents that contain editorial changes only.  (This paragraph is on ALL documents.)  This heading is always a Heading2.
"PREPARED BY" Statement
The Prepared by statement shall not have a paragraph number.  The statement should be in all caps and centered across the bottom of the last page before any appendices.  The statement shall always be introduced by the words, PREPARED BY, followed by the full subcommittee and the full committee name.
The following is an example:

PREPARED BY THE SAE MARINE ENGINE FUEL SYSTEMS SUBCOMMITTEE
OF THE SAE MARINE TECHNICAL COMMITTEE

Appendices (Optional)
Appendices shall be identified by a letter (i.e., Appendix A) and shall have a title.  Letters shall be assigned sequentially from their first mention in the text.  All appendices shall be mentioned in the text.

All appendix elements of a document shall be grouped together at the end of the document and shall be noted accordingly.

The appendix shall begin on the page following the document.

The first section of the appendix shall be numbered A.1 with subsequent paragraphs numbers as A.1.1, A.1.1.1, A.1.2, etc.  The second section shall be A.2; the third, A.3, etc.  Pages shall be numbered consecutively following the last page of the document.

Figures, tables and equations within an appendix shall be referenced in text and numbered Figure A1, etc., Table A1, etc., and Equation A1, etc.
General Rules
For Revised documents ALWAYS use the latest version of the document.  SAE Staff can provide this document.  This will be provided in WORD format, with instructions on how to use track changes.
Never use a hyphen to break a word at the end of a line.

Distinguish between the capital letter "O" and the number "0" and between the lowercase "l" and the number "1" for accurate reading in ASCII format.

Colored graphs and images are available in color only on the SAE website; hard copies are printed in black and white.
Illustrations or tables on facing pages requiring simultaneous viewing shall not be used.

Foldout pages shall not be used.

Graphs, illustrations, and photographs shall be produced with sufficient size and clarity that they will be adequately legible if reduced for an 8-1/2 x 11 page.

The J-Reports are formatted using Arial 10.  Normal text size shall be up to 80 characters per line.  It is desirable that tables adhere to this constraint as well.

With the exception of drawings, illustrations, or artwork, vertical text shall not be used.

Do not use "above" or "below" within the text.  Use either the section number or Table/Figure number.

The use of shall or should is determined by the preparing committee.  The use of "shall" or "should" has no bearing on the voluntary nature of SAE Ground Vehicle Technical Reports.  Inclusion of an SAE Ground Vehicle Technical Report in a document, standard, or contract by a company or agency is a voluntary act.  When an SAE Ground Vehicle Technical Report is so cited, the SAE Ground Vehicle Technical Report becomes a requirement within the limitations set forth by the document, standard, or contract.  The following shall apply to the use of these words:

· Shall ‑ "Shall" is to be used wherever the criterion for conformance with the specific recommendation requires that there be no deviation.  Its use shall not be avoided on the grounds that compliance with the SAE Ground Vehicle Technical Report is considered voluntary.

· Should ‑ "Should" is to be used wherever noncompliance with the specific recommendation is permissible.  "Should" shall not be substituted for "shall" on the grounds that compliance with the SAE Ground Vehicle Technical Report is considered voluntary.

All documents should be submitted electronically via Standards Works.
Figures
Every figure, halftone (photograph), line drawing, graph, or piece of artwork should be referenced in text and numbered.

Figures that contain dimensions shall utilize SI units as the primary unit.

Figures must be labeled with a short, descriptive title.

Figures must be submitted camera ready.  If submitting the figure electronically, please submit it using a .tif extension.  We should also have a camera-ready copy in case there is a problem.
Information contained within a figure will not be searchable.  In order for technical information to be searchable, it must be designated as text and follow the appropriate guidelines for text.

All figures must be numbered consecutively throughout the document with Arabic numerals in order of their reference in the text.  All figures shall be referenced in the text.  With few exceptions, the figures will appear as soon after the first mention as the layout will permit.  The figure number will be placed below the figure and a title included (use the HEADING7,FIGTITLE style tag).  If only one figure appears in the document, it will also be numbered.  The word "FIGURE" in uppercase letters shall precede the Arabic numeral shown as follows:

The following is an example:

FIGURE 1 - MEASUREMENT SITE DIAGRAM

Tables
All tables will be numbered consecutively throughout the document with Arabic numerals in order of their reference in the text.  All tables shall be mentioned in the text.  With few exceptions, the tables will appear as soon after the first mention as the layout will permit.  The table number shall be placed above the table.  If only one table appears in the document, it shall also be numbered.  The word "TABLE" in uppercase letters shall precede the Arabic numeral.  For example of format: TABLE 1 - NOMINAL BODY SIZE.

Tables will have the SI units as the primary unit.

Tables must be labeled with a short, descriptive title.

Each column and row must have separate headings.  That is, no heading should extend over more than one column or row.  (See Table 1.)

The following is an example of an acceptable table:


TABLE 1ACCEPTABLE VERSION OF TABLE

	Nominal

Body Size
	A Max

mm
	A Max

in
	B Max

mm
	B Max

in

	1/4
	6.35
	0.25
	22.2
	0.885

	3/8
	6.35
	0.25
	24.4
	1.000


The following is an example of an unacceptable table:


TABLE 2 - Unacceptable Version of Table

	Nominal Body
	Inches (mm)

	Size
	A Max
	B Max

	1/4
	0.25
	0.885

	
	(6.35)
	(22.2)

	3/8
	0.25
	1.000

	
	(6.35)
	(24.4)


Equations
As with figures and tables, all primary equations should be identified.  The primary equations shall be numbered consecutively throughout the document with Arabic numbers in parentheses.  An example of the equation format is as follows: 
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(Eq. 1)

An example of the equation in the appendix is as follows:
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(Eq. A1)

Footnotes
Footnotes should be at the bottom of the page of the footnote designation, and separate and distinct from the main text of the document.  Footnotes should be designated by an Arabic numeral, begin at the far let margin, and wrap to the far left margin.  An example of the footnote format is as follows:

1  The relationship of the icing intensity of terms of trace, light, moderate, and severe to the corresponding.
Footnotes to tables should be handled as stated, but should be positioned within the framework of the table as shown in the following example:



TABLE 1 - ACCEPTABLE VERSION OF FOOTNOTES IN TABLE(1)
	Nominal

Body Size
	A Max

mm
	A Max

in
	B Max

mm
	B Max

in

	1/4
	6.35
	0.25
	22.2
	0.885

	3/8
	6.35
	0.25
	24.4
	1.000

	1.  Please note the SI Units are the primary units of measure.


Revision Indicators
Revision indicators (the change bar) shall be in the margin preceding the paragraph number.  If the entire document has been rewritten, the "(R)" shall precede the title in the block.

11/10/05
TEMPLATE BASIC INSTRUCTIONS
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Print out a copy of the template to use as a reference.



To assure you are using the most recent template,

download a new template for each project.

REVISION GUIDELINES:

· If the changes will be made within the original document, track changes must be turned on to identify the changes.  (See Item 7)
Track changes will identify all changes and insert the change bar on the left margin.  Track changes MUST REMAIN ON.  SAE will 'accept the changes' and then add the sidebars that will identify the changes in the final document.
· If the changes are extensive, it is suggested that you begin on a new template. Insert ‘R’ next to the title to identify new rewrite.
1.
HEADER (title block):
· To change information in the title block; simply highlight the text you want to change and type over with the correct information.
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· Each section is included within a table. Make the necessary changes to:

· Type of Document
· Surface Vehicle Standard
· Surface Vehicle Information Report

· Surface Vehicle Recommended Practice

· Document Number
· Insert the Document Title
· Highlight title text and type over with the correct title

IMPORTANT

In the preparation of the draft/revision, DO NOT use any hard returns within a paragraph.
Let the text wrap automatically.

2.
HEADINGS:
The Headings and following text will now be on separate lines unless it is a numbered paragraph without a heading. The Heading1 through Heading6 style tags should be used.  Type the Heading and return.  This will automatically apply the correct corresponding Body tag for the following paragraph.  If you have a numbered paragraph without a heading, choose the appropriate Heading style tag.
3.
STYLE TAGS:

Each template is equipped with SAE style tags appropriate for completion of the technical report. Style tags apply character and paragraph formatting. (Only style tags that are part of the template are to be used. Do not modify.)

· To identify or select a Style Tag:

[image: image9.wmf] 


In the template, place your cursor on the various headings or sections; the ‘style in use’ changes as you move your cursor from one section to another.

· To apply a style to a character or paragraph, highlight the text, click on the Style list on the Formatting toolbar, and then select the appropriate style tag. 

· Greek symbols used in your paper must be tagged using the Symbol style tag.  Applying this tag ensures proper conversion into our electronic database.  To apply the Symbol style tag, highlight the character(s), click on the Style list on the formatting toolbar, and then select the Symbol style tag.

4.
LISTS:

· When preparing a list, select the appropriate Style Tag. 

· Letters, numbers, etc. need to be inserted manually.

5.
GRAPHICS:
All figures/graphics should be saved separately, preferable in a *.tif format and submitted along with your Word file. Graphic images should be saved at no less than 300 dpi. To insert a graphic, choose Insert, Picture, From File, and choose the .tif image.  Once you have inserted the graphic, click on graphic to highlight and then apply the Figure style tag.  

6.
TABLES:

· Use the style as indicated in the template for the Heading

· Insert the Table. All tables must be referenced in consecutive order and a title included (use the HEADING8,TTITLE style tag).
· Do not use Insert, Footnote for tables because it puts the footnote at the bottom of the page instead of keeping it with the table.  Use 1,2,3 as the numbering sequence when numbering the table footnotes.
7.
TRACK CHANGES:

Track changes must be used in the revision of documents.

· From the tool bar, click on Tools, Options, Track Changes tab; you will then see the screen below. Duplicate the settings shown below. This will also insert the required change bars needed in preparation of Revision documents.
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8.
EQUATIONS:

If there are equations within the document, the following settings must be established:

· From the tool bar, click on Insert, then Object and then from the list choose Microsoft Equation 3.0. 

· If you receive a prompt to load math type, click no.
· From the tool bar, click on Size, and then Define.
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· From the Equation Tool bar, click on Style, and then Define.

· Insert settings to match the ones below.
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If you do not have Microsoft Equation installed on your computer, contact your Computer Support Department.

Reference materials to use in the preparation of the Technical Report are located in the online Public Forum, Technical Committee Member Information/Aids.
http://forums.sae.org/access/dispatch.cgi/x_ssamemberinfo_pf/folderFrame/100167/0/def/6d73

· Template 
· Using Microsoft Word to Prepare SAE Reports
· Format Guidelines for Ground Vehicle

The template will be a living document…it will be modified and improved as feedback is received from our members. Please ‘download a new template’ for each new project.

ABBREVIATION LIST

	absolute
	abs

	after top dead center
	atdc

	alternating current (as compound adjective),
	AC

	amperes
	A

	amperes-hour
	A·h

	analog-to-digital
	A/D

	before top dead center
	btdc

	boiling point
	bp

	brake horsepower (-hour)
	bhp (bhp·h)

	brake mean effective pressure
	bmep

	brake specific fuel consumption
	bsfc

	Brinell hardness number
	BHN or HB or Bhm

	British thermal units
	Btu

	cab-over-engine
	COE

	calorie
	cal

	candela
	cd

	candlepower
	
cp

	center of gravity
	c.g.

	celsius (centigrade)
	C

	centigrams
	
cg

	centiliter
	cl

	centimeter
	cm

	centistroke
	cst

	centimeter-gram-second
	cgs

	circular mils
	cir mils

	copper
	Cu

	cosecant
	csc

	cosine
	cos

	cotangent
	cot t

	coulomb
	C

	cubic centimeter
	cm3

	cubic foot
	ft3

	cubic foot per hour
	ft3/h

	cubic foot per minute
	ft3/min

	cubic foot per second
	ft3/s

	cubic inch
	in3

	cubic meters
	m3

	cubic yards
	yd3

	cycle per minute
	cpm

	cycle per second
	cps

	cylinder
	cyl

	day
	d

	decibel
	dB

	degrees for angles (not temperature)
	degrees

	degrees Celsius (centigrade)
	°C

	degrees Fahrenheit
	°F

	degrees Kelvin (no degree mark)
	K

	degrees Rankin
	°R

	diameter (only in tables)
	dia

	diamond pyramid hardness
	dph

	direct current
	DC

	dram
	dr

	electric horsepower
	ehp

	electromotive force
	emf

	Farad
	F

	feet
	ft

	feet per minute
	ft/min

	feet per second
	ft/s

	foot-candles
	ft-c

	foot lambert
	fL

	foot-pounds
	ft-lb

	formaldehyde
	HCHO

	friction horsepower
	fhp

	gallons
	gal

	gallons per minute
	gpm (gal/min)

	gallons per second
	gps (gal/s)

	gigahertz (109 = 1 000 000 000)
	GHz

	gram
	g

	gram-calorie
	g-cal

	gravity
	g

	gravity, (second style)
	G

	gross vehicle weight
	gvw

	henry
	H

	hertz
	Hz

	horsepower
	hp

	horsepower-hour
	hp·h

	hour
	h

	inch
	in

	inch-pound
	in-lb

	inch of mercury
	in Hg

	inclusive (only in tables)
	incl

	indicated horsepower (-hour)
	ihp (·0h)

	initial boiling point
	ibp

	inside diameter
	ID

	joule
	J

	kilocycle
	kc

	kilocycle per second
	kc/s

	kilogram
	kg

	kilogram-calorie
	kg·cal

	kilogram-meters
	kg·m

	kilogram per cubic meter
	kg/m3

	kilogram per second
	kg/s

	kilohertz (103 = 1000)
	KHz

	kiloliter per minute
	kl/m

	kilometer
	km

	kilometer per hour
	km/h

	kilometer per second
	kmps

	kilonewton
	kN

	kilo-ohm
	k

	kilopascal
	kPa

	kiloton
	kt

	kilovolt
	kV

	kilovolt-ampere
	kV·A

	kilowatt-hours
	kW·h

	kilowatts
	kW

	lead
	Pb

	liters
	L (write out if confusing in context)

	liquified petroleum gas
	LPG

	lumen
	lm

	lux
	lx

	maximum (in tables)
	max

	mean effective pressure
	mep


	megajoules
	MJ

	megahertz (106 = 1 000 000
	MHz

	methane
	CH4

	meters
	m

	microampere
	µA

	microgram
	µg

	microinch
	µin

	micrometer
	µm

	micron - use micrometer
	µm

	microsecond
	µs

	mile
	(spell out)

	mileage
	(spell-out)

	miles per gallon
	mpg

	miles per hour
	mph

	milliamperes
	mA

	millijoules
	mJ

	milligrams
	mg

	millihenry
	mH

	milliliters
	mL

	millimeters
	mm

	millisecond
	ms

	millivolts
	mV

	milliwatts
	mW

	minimum (only in tables)
	min

	minimum spark advance for best torque
	mbt

	minute (spell out if it can be confused with minimum)
	min

	nautical - measurement of speed
	knots

	nautical mile (s)
	n·mile (s)

	newton
	N

	newton meter (torque)
	N·m

	newton per square meter (pascal)
	Pa

	nickel
	Ni

	nitromonoxide
	NO

	not available (in tables)
	N.A.

	not significant (in tables)
	N.S.

	number (s) (in tables)
	No.

	ohm
	(Cap Omega)

	ohm per circular mil foot
	 cir-mil

	ounce
	oz

	ounce-foot
	oz-ft

	ounce-inch
	oz-in

	outside diameter
	OD

	oxygen
	O2

	page
	p.

	pages
	pp.

	part per million
	ppm

	pascal
	Pa

	percent
	%

	pint
	pt

	pound
	lb

	pound force
	lbf

	pound-foot
	lb-ft

	pound-inch
	lb-in

	pound per brake horsepower-hour
	lb/bhp-h

	pound per square inch
	psi (lb/in2)

	pound per square inch absolute
	psia (lb/in2 absolute)

	pound per square in gage
	psig (lb/in2 gage)

	pound per square foot
	psf (lb/ft2)

	power takeoff
	PTO

	quart
	qt

	radian
	rad

	Reid vapor pressure
	Rvp

	relative humidity
	RH

	revolution per minute
	rpm

	revolution per second
	rps

	Rockwell B (or C)
	Rb (Rc) (HRB or HRC HR30N)

	root/mean square
	rms

	Saybolt Universal Second
	SUS (SSU)

	second (time)
	s

	shaft horsepower
	shp

	spark ignition engine
	SI engine (Not nec. to change)

	specific fuel consumption
	sfc

	specific gravity
	sp-gr

	square centimeter
	cm2

	square foot
	ft2

	square inch
	in2

	square meter
	m2

	standard deviation
	SD

	steradian
	SR

	Stere
	35.31 ft3

	tangent
	tan

	telsa
	T

	tetraethyl lead
	TEL

	tons
	(spell out)

	tons per square inch
	tsi

	top dead center
	tdc

	total indicator reading
	TIR

	viscosity index
	V.I.

	volt
	V

	volt-ampere
	V-A

	volume (for book numbers)
	Vol.

	volume (for quantity)
	vol

	watt
	W

	watt-hour
	Wh

	watt per cander
	wpc

	weber
	Wb

	week
	(spell out)

	wide open throttler
	WOT

	yards
	yd

	year
	(spell out)

	zinc
	Zn
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In order to meet the requirements of the template, it has been developed in Word 2000. Word was selected because of its common use worldwide.
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