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Foreword 

The Publishing and Communications Center (PCC) of the Office of 
Information Management and Communications provides typesetting 
services for GAO audit reports and other publications. PCC uses an 
increasingly automated process that accepts documents prepared in 
WordPerfect 5.1 (WP) as input and produces highquality typeset 
publications in GAO'S prescribed format. 

Chapters l-4 of this publication contain updated instructions for preparing 
publications for typesetting. Chapter 3, which addresses creating tables, is 
a result of a collaborative effort of PCC and GGD’S Table Preparation Task 
Team, part of the c&Regional Total Quality Management pilot. 
Appendixes I to VI contain sample pages that compare WordPerfect copy 
with typeset copy. 

Because this publication has been extensively revised, asterisks have not 
been used to indicate changes. This publication should be read in its 
entirety. 

Please contact your Customer Service Representative or call 512-9272 for 
additional information or assistance. 

F+ Kevin Boland, Director 
Office of Information Management and Communications 
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Chapter 1 

General Instructions 

The following instructions explain how to prepare a document produced 
on WordPerfect 5.1 (wp) for typesetting. 

The typewritten version of a GAO publication does not look like the typeset 
version. The design of the typeset version is produs by the codes 
inserted in the disk by staff in the Design, Composition, and Photography 
Section (DCP) of the Publishing and Communications Center (FCC), Office 
of Information Management and Communications (OIMC). The wp version 
should be consistent with GAO'S editorial policies as set forth in GAO'S 

Editorial Style Manual and the Communications Manual. 

For further guidance or to make suggestions on improving these 
instructions, please contact your Customer Service Representative 
(202) 512-9272 or call IXP between 8 a.m. and 4 p.m. at (202) 512-8590. 

Setting the Defaults l Set the following defaults before typing the publication. 

l Set margins wherever you wish for text and tables, except do not set the 
left margin at zero. 

l Turn hyphenation off. 
l Set spacing at 1 or 2. 
s Turn right justification off. 

Note: You may use Widow/Orphan Control. 

Organizing the Disk . Include on the disk all portions of the publication that are to be typeset 
and nothing else. Be sure to remove all files that are not to be typeset, 
such as preliminary correspondence and backup files. (DCP must have one 
version only of each section of a publication.) 

l Keep each section (e.g., letter, chapter, or appendix) of the publication in a 
separate file, or provide a single file of the publication. 

l Include InstantChart files and any Encapsulated PostScript (EPS) files on a 
separate disk. 

l Give each file a short descriptive name (e.g., “LTR” for the transmittal 
letter, “ES” for the executive summary, and ‘CHl” for ch. 1). 

Listing Abbreviations l Provide an alphabetical list of all abbreviations and acronyms on the disk 

and Acronyms 
and on the hard copy. If there is a table of contents, put the list at the end 
of it. If there is no table of contents, put the list in a separate file. This list 
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enables the typesetting software to set acronyms in small caps. If there are 
no acronyms in the publication, indicate this fact on the GAO Form 312, 
%c Production Services.” 

Note: Acronyms in publications that are smaller than 8-11’2 by 11 inches are 
set in the same type size as text. Therefore, provide a list of abbreviations 
and acronyms for such a publication only when it has a table of contents. 

Q-ping the Text 
Correctly 

l Use the automatic wrap feature; do not force line breaks in the middle of 
paragraphs. 

l You may type the entire publication flush left, except for third-level 
headings, see section on correct typing of headings and quoted 
paragraphs, which should be centered. 

l Try not to use more WP codes than necessary to provide the desired format 
because they can interfere with the production of a publication. (For 
example, when underlining a heading, try not to turn the underlining on 
and off more than once.) 

Separating the Elements of . Separate the elements of a publication from each other and from the text 
a Publication with at least two hard carriage returns-one at the end of the last line of 

the element and one between that line and the next element. These 
elements include 

l titles for a chapter, an appendix, a figure, or a table; 
l headings (such as those within a chapter); 
l paragraphs; 
. bullets and subbullets; 
. tables; 
l table notes and sources; 
0 notes and sources for visuals (figures); and 
* ends of report sections. 

Note: Any element on the disk that is not separated from another element 
by two hard carriage returns will automaticaLly be joined to that element 
during typesetting. (For example, a series of notes following a table will be 
merged into one paragraph unless they are separated from each other by 
two hard carriage returns.) 

Typing Numbers l Do not type the letter “1” for the number “one” or the letter “0” for uzero.n 
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General Instructions 

Typing Headers and 
Footers 

l If you wish use automatic features at the beginning of a file to type 
headers, footers, and page numbers. Do not type any of this information 
within a text file. 

Typing Headings l Break lines within text headings by single hard returns or allow them to 
wrap. 

l Differentiate levels of headings as follows: 

l First level (head 1): Use alI caps, align flush left, and underline. 
l Second level (head 2): Use initial caps, align flush left, and underline. 
l Third level (head 3): Use initial caps, indent, and underline. 

Note: Underlining in headings is removed in a typeset publication. 

Using All Caps l Use all caps in the following instances only: 

* section titles (e.g., chapter or appendix titles); 
l acronyms; or 
l head Is. 

. Do not type any words in a table in all caps (except acronyms). 

Typing Initial Caps l Capitalize the first letter of all nouns, pronouns, verbs, adjectives, and 
adverbs, no matter how short. 

. Lowercase the first letter of coordinate conjunctions, articles, and 
prepositions of three or fewer letters unless the word appears immediately 
after a colon or a dash or is the last word in the heading or the title. 

0 See Words Into Type, pages 146-148, for further guidance. 

Typing Footnotes l Number text footnotes with Arabic numerals. 
l Use the normal WP footnote option (CtryF7) to create footnotes, not the - 

Super/Subscript (CtrVF8) key. (For notes to tables, see ch. 3.) Do not 
select 4 (Advance Up) or 5 (Advance Down); letters and numbers typed 
with options 4 or 5 will not be read by ASDB’S automatic coding program. 

l If 11 or more text footnotes are used, begin the first footnote in each 
section of the publication with a number “1.” If text footnotes number 10 
or fewer for an entire publication, you may number them sequentially from 
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Chapter 1 
General Instructions 

the beginning to the end of the publication or may begin with the number 
“1” in each section. 

Q-ping Figure Notes and 
Sources 

. Type directly below the space where the figure is to be inserted in the 
publication. Be sure to type the notes for InstantCharts as well so that this 
material may be typeset. 

Typing Bulleted Items . Type two dashes (use the key to the right of the zero), leave a space, and 
enter text. 

. You may block text, but this is not necessary. 
l Separate the bulleted items from each other and from surrounding text by 

two hard carriage returns. 

Underlining and Indicating l Use underlining to indicate the name of a publication, a vessel, an airplane, 
Emphasis or a spacecraft. 

l Use underlining or boIding for emphasis, but be consistent within your 
publication. 

Using the Spelling 
Checker 

l Run the spelling checker feature before printing a hard copy and 
duplicating the disk(s) for DCP. 

Preparing the The instructions below pertain to all publications. 

Qpesetting Package . Duplicate the disk(s). 
l Print the file index. 
. Label disk(s) with the report’s or the publication’s titIe and number. 
l Number the disk(s). 
. Include the following in the package: 

l y~cc Production Services” (GAO Form 312); 
l “Printing Release Form” (GAO Form 47, the pink card); 
l one copy of the publication disk(s) with a hard copy of the disk file 

directory; 
l one hard copy of the publication; 
. separate disk containing any InstantCharts or EPS files of artwork with a 

hard copy of the disk file directory; 
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Chapter 1 
General Instructions 

9 originals of the request and agency comment letters (for audit reports) 
and originals of any other documents to be reproduced “as is” in the 
publication (such as a memorandum), artwork, and photographs; 

. an alphabetical list of abbreviations and acronyms in the hard copy and 
on the disk @lease indicate on the Form 312 if the report has no 
abbreviations or acronyms); 

9 a signed memorandum requesting priority services (if applicable); and 
l the original signature in black ink of the person signing the publication, 

if other than one of the usual signers (e.g., heads of divisions and offices 
and issue area directors). 
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Publication Sections 

The following information applies to specfic sections (chapters, 
appendixes, etc.) of publications. 

Generating the Cover . The typesetter generates the cover from material coded by DCP. Therefore, 
do not include a cover page on the disk. 

Aping the Basic 
Transmittal Letter 

l For prepublished reports, type the date of the basic transmittal letter on 
the hard copy and the disk. 

Note: The addressee and signature blocks will be typeset to duplicate the 
line breaks and the indentation of the WP copy. 

l Do not use tables, figures, or footnotes in the transmittal letter of a 
chapter report, and generally limit this letter to one page. 

l You may use tables, figures, and footnotes in the basic letter in a letter 
report. 

Typing the Executive l You may type the executive summary the same as the rest of the report 

Summary 
(Le., flush left). If you wish to submit to DCP a format resembling the 
typeset version, however, type the headings on lines above the text and 
separate headings from the text by two hard carriage returns. 

l You may use footnotes, but including them in the body of the report is 
better. 

l You may include tables and figures in the executive summary. 
l An executive summary should not usually exceed four pages when 

typeset. 

Generating the Table 
of Contents 

Because the typesetting process generates the table of contents 
automatically, DCP does not require a particular format for the WP version 
submitted. 

If a publication does not have a table of contents, you must still include 
the list of abbreviations for the B-l/Z- by 1 l-inch size. For smaller 
publications, include this list only if the publication has a table of 
contents. 

Numbering Chapters l Use Arabic numerals to number chapters. 
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Chapter 2 
Publication Sections 

3 Typing Section Titles 9 Center titles or type them flush left and allow them to wrap. 

Typing the 
Appendix(es) 

l Use Roman numerals to number appendixes. 

Note: If a publication has only one appendix, you may use the Roman 
numeral “I” after the word “Appendix” if you wish. 

9 Type the title of the appendix on the first page only of the appendix. 
l Use the “Header/Footer” feature to type “APPENDIX” and its number at 

the top left of each appendix page. 

Appendixes may contain request letters, agency comments, and other 
documents to be reproduced “as is”; visuals; and GAO text and tables 
produced in WP. (See chs. 3 and 4 for guidance on tables and visuals.) 

l Submit the originals of request letters, agency comments, and other 
documents to be reproduced “as is.” Ensure that they are clean and are of 
suitable quality for reduction to 70 percent of the original size. (DCP artists 
will reproduce them to fit into a box on the righthand two-thirds of the 
wW 

l Title the appendix title of the request letter as “REQUEST LETTER.” 
l Begin the title for a comments appendix with “COMMENTS FROM” 

followed by the source (usually an agency) in all caps. 
l Include the same number of pages in the WP file as the number of letter or 

document pages to be reproduced; these will be typeset as placeholders 
on which DCP artists will mount the reduced version. 

Typing Marginal Notes to 
Agency Comments 

Marginal notes for agency comments consist of GAO comments and new 
page references. (Examples of the m-produced copy and the 
corresponding typeset copy are found in app. I) 

l Type these notes in the left margin of the blank page(s). 
l Type them in the order in which they appear. 
l Begin each note on a separate line. 
l Separate the notes from each other with at least two carriage returns. 
l For GAO comments, type the following words on the first blank page of the 

appendix flush left below the appendix title: “Note: GAO comments 
supplementing those in the report text appear at the end of this appendix.” 

9 Then type “See comment” followed by an Arabic numeral. 
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Chapter 2 
Publication Sections 

. For new page numbers, type “Now on p. x” or “Now on pp. x-x.” 
l Do not change the page references until the proofs are received since page 

numbers will change when the document is typeset. 

Note: DCP artists will place margin notes on the camera copy (repros) in 
accordance with the marked-up proofs. 

Typing GAO’s Response to 
Agency Comments 

Create a new page with the words “The following are GAO comments on 
the . ..‘I followed by the name of the source and the date of the comment 
letter. Insert two hard carriage returns and type “GAO COMMENTS.” 
Insert two hard returns before typing the GAO comments. 

Typing Optional 
II 

l Open a separate WP file for each section. 
l 

Publication Sections 
Lf a publication contains one or more of the following sections, include 
them after the appendix(es) in this order: 

l “MAJOR CONTRIBUTORS TO THIS REPORT” (last appendix), and 
l “GLOSSARY,” 
. “BIBLIOGRAPHY,” 
. “INDEX,” 
l “RELATED GAO PRODUCTS.” 

(Examples of the wp-produced copy and the corresponding typeset copy of 
these optional sections begin are in apps. I to VI.) 

l Do not set up any of these sections as tables. Type them as text, flush left. 
l Center titles or type them flush left. 

Typing a List of Major 
Contributors 

. Number and designate this section as the last appendix. 
l Type the name of the division or the office as a head 1. 
l Insert two hard carriage returns. 
l List the contributors’ names. 
l Insert two hard carriage returns before listing another division or office. 

Typing a Glossary . Do not number or designate this as an appendix. 
9 Type each term as a head 2, 
l Insert two hard carriage returns. 
l Type the definition. 
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Chapter 2 
Publication Sections 

l Insert two hard carriage returns before typing the next term. 

Typing a Bibliography . Do not number or designate this as an appendix. 
l Type each entry as a separate paragraph. 
l Insert two hard carriage returns between entries. 
l Divide categories by head Is, if appropriate. 

Typing a List of Related 
GAO Products 

. Do not number or designate this as an appendix. 
l Limit the list to one page. (See Communications Manual for an exception.) 
. Do not divide the list with headings. 
l Type each entry as a separate paragraph. 
- Insert two hard carriage returns between entries. 
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Chapter 3 

Tables 

9 Follow these instructions, which apply to aI tables in all publications, to 
ensure that your tables are not scrambled in typesetting and processing is 
not delayed. (Some examples in this chapter show how the material 
appears on the screen.) 

4 Use the Table Editor function in WP. Do not use the Column On/Off 
feature. 

Placing Tables in the l Type tables in the text file between paragraphs. 
l 

Text 
Separate the table from surrounding text by two hard carriage returns. 

Note: Use the Block Protect feature to keep tables intact when printing the 
copy, 

Converting From 
Lotus 

+ Convert tables typed in Lotus to WP. If necessary, be sure to change your 
paper size (press ShifWFS and select 2) before importing the Lotus table, 
and import the Lotus table as a table, not as text. Press CtrlfF5 (Text 
In/Out), select 5 Spreadsheet, select 1 Import, press 1 to select the 
filename option, type the name of the file you are importing and press 
Enter, press 3 to select the type of file, and leave the option set at “table.” 
Then select 4 Import to begin the import function. For most tables, using 
the Table Editor in the fast place is just as easy. 

Designing Tables l Whenever possible, design a table so that it is longer than it is wide. 
Tabular information presented vertically is usually more easily read and 
understood than the same information presented horizontally. Tables may 
be all numeric, all text, or a combination. 

. Avoid using tables containing more than three text columns. The more 
columns in a table, the narrower the columns wilI be and the harder the 
typeset tables will be to read. Multiple-column tables should consist of 
numeric data. 

l If you have a table that is wider than it is long, try turning the stub items 
(see “Typing the Stub Column”) into column heads, turning the column 
heads into stub items, and rearranging the data accordingly or contact DCP, 
a writer-editor, or a reports analyst for help in table design. 

Determining the Table l If you change the margins, the font, or the paper orientation (to 

Size 
landscape), do so before the table definition ([TbIDefl) code. Change them 
back after the table off ([Tbl Offl) code. 
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. If you change the paper orientation, put that table on a separate page. 
Insert a hard page return before the table definition and after the [Tbl Off] 
code. 

Setting Margins the left margin at zero. 
l Reset the width for text at the end of the table. 

CapitaIizing . Use sentence-style capitalization (that is, capitalize only the first letter of 
the first word and proper nouns and type acronyms in all caps) for all 
parts of the table except the title and legend (if there is one), which should 
be typed in initial caps, (See “Typing Initial Caps” in ch. 1.) PCC cannot 
accept tables typed in all caps. 

l Do not hyphenate words in tables except words that are always Hyphenating Words - hyphenated, such as “mother-in-law”; this includes the column headings. 
This is crucial to the coding process. Turn off the default hyphenation. 

Underlining and l Use underlining to indicate the name of a publication, a vessel, an airplane, 

Indicating Emphasis 
or an spacecraft. 

l You may use underlining in tables for emphasis; however, all underlined 
text will appear in italics in the typeset publication. 

l You need not use underlining for column heads if you leave the default 
settings (lines) on in the Table Editor. If you take the lines out, however, 
underline only the base line (last line) of the column heading. 

l You may bold text or numbers you wish to emphasize. 
l Use bold for all totals. 
l Remove WP codes that enable portions of a table to be shaded. The 

typesetting software cannot accommodate these codes. 

Note: Using more than one method to emphasize material in a table will 
make it hard to read. 

Using Abbreviations . Do not use abbreviations or symbols that mean more than one thing in 
tables (e.g., “Co.” and ‘VP)+ 
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Typing Table Numbers _ -_ - and Titles 
l Do not turn on the Table Editor until after you have typed the table 

number and title. 
. Number all tables in a publication section consecutively. 
. Type the table number and title flush left. 
9 Use one Arabic numeral to number a table in the letter of a letter report or 

in an executive summary. For example: 

Table 1: Federal Programs 

l Use two Arabic numerals separated by a period to number tables in 
chapters. Number the first table in chapter 1 as follows: 

Table 1.1: State Prosrams 

l Use a Roman numeral followed by an Arabic numeral to number tables in 
an appendix, Number the second table in appendix II as follows: 

Table 11.2: County Programs 

+ If an appendix consists of one table and one table only and no text, the 
title of the appendix is the table title. In this case, do not number or title 
the table. 

. Insert two hard carriage returns between the last line of the title and the 
first line typed within the Table Editor. 

Typing Headnotes l Type headnotes (e.g., “Dollars in millions”) one line after the table title. Do 
not underline them. For example: 

Table 3.1: Funds Spent for Three Aircraft Commonly 
Used for Executive TransDortation 

Dollars in millions 

Turning on Table 
Editor 

. Press AltAY7, select 2 Tables and 1 Create, and respond to the prompts 
about number of columns and rows. The number of rows should include 
the number of spanning column headings and column headings. If you are 
not sure of the exact number of rows, overestimate. It is easy to delete 
extra rows after you have entered all of your data and text. 
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Setting Column 
Justification 

l You cannot use the Tab Align feature within the Table Editor. Instead, 
while in the Table Editor, block the rows and columns where you will be 
entering text. From the menu, select 2 Format; select 1 Cell; select 
3 Justify; then select Left or Right, depending on whether you are entering 
text or numbers. Align entire columns: text on the left and numbers on the 
right. 

Q-ping Column 
Headings 

l Phrase concisely to avoid a top-heavy look. 
l You may left-justify, center, or right-justify heads. But use the same style 

throughout your publication. In the typeset version, stub heads will be 
aligned flush left and column heads will be aligned flush right, except 
spanning heads, which will be centered. 

. Center spanning heads over the columns they span. Do this by joining 
side-by-side cells. Press AWF’7 Table Edit and select 7 join and y. 

An example of a spanning head and text in columns follows. 

Figure 3.1: Example of Column 
Headings Award type and 

range 

state Base pay Bonus Comments 

Alabama Varies Varies Bonuses for those 
at pay range 

Florida Varies None Staff at range max 
get lump 
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Level of Column 
Headings 

l Type each level of column headings in a separate row. Position the 
second-level heading above alI the first-level headings. Make sure that all 
column heads have the same baseline. 

l Vertical alignment of column headings wil.I not effect typesetting of the 
column headings. Typeset column headings are always lower aligned. 

Figure 3.2: Example of Level of 
Column Headings Second-level Second-level 

heading heading 

First First First First 
Stub heading level level level level 

Note: Align the stub heading with the first-level headings, not with the 
second-level headings. 

Q-ping the Stub The stub is the first column on the left. 

Column l For entries of more than one line, indent the second and subsequent lines 
two spaces to show that the text belongs together. In the typeset version, 
the second and subsequent lines will be flush left. 

. When stub entries have subgroupings, follow this hierarchy: bold the first 
level, type the second level flush left, and indent the third level. 
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Joining Cells For use in the Table Editor, a “cell” is defined as a small editing window in 
which one can enter text, numbers, or a formula 

l Type each item of the table in a separate cell. Do not create a cell with 
more than 300 characters. 

l Do not join cells vertically (up and down) in the Table Editor; they cannot 
be typeset this way. 

9 You may join cells horizontally, that is, using a spanning column head. 

Figure 3.3: Example of Joined Cells Cells joined vertically: (Cannot be typeset) 

Joined cells 

Cells joined horizontally: (Can be typeset) 

Joined cells 

Q-ping Dollar Signs . For columns with dollar amounts, type dollar signs next to the first 
number in the column and the total (if there is one). 

Typing Superscripted l In a cell that contains nothing but a reference (a lowercase letter) to a 

Notes 
specific note, superscript the letter ln the cell, flush right. Press Ctrl/FS, 
and select 1 Size and 1 superscript. Do not use the WP Footnote feature 
(CtrUF7). (See “Typing Table Notes” in this chapter.) 

Q-ping Headers l Define the row(s) containing the column headings as the Table Header 
using the “Header” feature in the Table Editor. Press AWF7 Tables and 
select 4 Header. 

l Enter the number of rows. 
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!&ping Totals l You must bold totals. 
. Do not bold or underscore subtotals. 

Typing Legends l Use a legend to explain any symbols in the table. Type the legend outside 
the Table Editor and at the bottom of the table, before any table notes. 

Legend 

Q = Questionnaire 

I = Interview 

Typing Table Notes There are three types of table notes. General notes apply to the whole 
table. These are not numbered or lettered. Specific notes apply to certain 
parts of the table and are indicated with supercript letters. Source notes 
show where GAO obtained data that it has not generated. 

. Type all notes directly on the page at the end of the table outside the table 
editor. 

l Type general notes first, followed by specific notes and then source notes. 
l If the table is longer than one page, type all notes at the end of the table on 

its last page. 
l Use Ctrl/F’S to type superscripted letters for specific notes. Do not use the 

Advance Up/Down feature. Do not use WP footnote feature (Ctrl’F7). 
l Order specific notes from left to right within the table, not down the 

columns. 
l Do not use a specific note reference in the table title. Use a general note 

instead. 
l Separate notes from each other, the table, any legend, and the text that 

follows with two hard carriage returns. 
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Chapter 3 
Tables 

Detailed Examples This is an example of a table with a headnote, a spanning head over two 
columns, indented text in the stub column, bolded entries, and 
superscripted notes. Note that the text entries are flush left and the 
numbers are flush rigth. 

Figure 3.4: Detailed Example Number 1 

Table 3.1: Total Work Load of the Three Aircraft 
Commonly Used for Executive Transportation 

August 11, 1988, to July 31, 1989 

Plight time 

Mission 

Attorney General 
transportation 

Hours Percent 

146.0 17.8 

FBI Director 
transportation 

213.5 26.1 

Other executive 
transportation 

71.0 8.7 

Total executive 
transportation 

430.5 52.6 

Investigative 
missions' 

188.8 23.1 

Aviation support 
operationsb 

198.9 24.3 

Total 818.2 100.0 

'Includes undercover missions (76.5 hours), 
transportation of passengers to support 
investigations (63.8 hours), equipment and evidence 
transport (42.9 hours), and photography (5.6 hours). 

bIncludes pilot training (73.7 hours); maintenance 
and testing of the planes (62.6 hours); and ferrying, 
i.e., moving the planes from one location to another 
(62.6 hours). 
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Chapter 3 
Tables 

This is an example of a table with a spanning head, specific notes, and a 
sourcenote. 

Figure 3.5: Detailed Example Number 2 

Ear, nose, and throat 0.0 5.2 2.0 2.0 
Other" 14.9 13.0 23.6 18.1 
Unable to determine 6.4 13.0 11.8 10.2 
Totalb 100.0 100.0 100.0 100.0 

a Includes anesthesiology, thoracic/cardiovascular surgery, orthopedics, 
psychiatry, plastic surgery, oncology, neurosurgery, neurology, urology, 
gastroenterology, colon and rectal surgery, internal medicine, other 
laboratory, pharmacy, surgical nursing, and inpatient nursing. 

b Columns may not total 100 because of rounding. 

Source: DOD. 
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chrpta?r 3 
Tables 

Thisis an example ofatable withentciesthatare a.Utext.Note thatthe 
textinthecolumnsa&nswiththetopl.ineofthestubtext.Themoretext 
columnsthereare,thenarrowerthecolumnswillbe and theharderthe 
typesetversionwill be toread. 

Figure 3.6: Detailed Example Number 3 

Table 1.1: Comparison of Capital Standards for Countries Using IOSCO 
Framework 

-- European markets 
Framework 
standard France Germany Switzerland 
Does the capital Yes. Capital Yes. As a Yes. As a 

rule cover must exceed both universal banking universal 
liquidity and liquidity and country, Germany banking 
solvency? solvency ratios. has capital country, 

requirements that Switzerland has 
apply only to its securities 
banks. activities done 

primarily by 
banks. 

Does the capital Yes. All No. Capital is No. Banks 
rule mark positions are convervatively maintain assets 
positions to recognized on a defined as and securities 
market? trade date reserves. at book value. 

basis. 

Does the capital Yes. It is No. There is no Yes. The base 
rule have a based on base requirement requiremnt is 
base business volume for the 2-l/2% of 
requirement? and equals 66% securities 

of the clients' 
average short- 

activities of term 
total position. German banks. liabilities. 
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Chapter 4 

Visuals 

Because visual material is an integral element of GAO’S publication design, 
all visuals used must be of the highest quality possible. 

Visuals are referred to as figures in typeset publications. 

Determining If 
Material Is a Visual 

Visuals are merged into the publication either electronically or pasted up 
by hand after the camera ready repro is generated. 

Visuals may be 

l photographs; 
l illustrations (e.g., maps or drawings); 
l charts (e.g., organizational, flow, pie, bar, or line charts); or 
. anything that will be reproduced in the publication “as is” (e.g., agency 

comments; the request letter; or any other material, such as tables that are 
being reprinted from a non-GAO source and memorandums). 

Tabular material is not considered a visual if GAO produced it on WP; such 
material is considered part of the typed manuscript and will be typeset 
with the rest of the publication. 

. When using charts and graphics that are created with the InstantChart and 
TextFrame software, make sure to use the updated version (InstantChart 
3.11 or greater and TextFrame 2.0 or greater). This will allow the charts 
and graphics to be put in place automatically. 

Placement, 
Numbering, and 
Titling of Visuals 

l Place visuals between paragraphs. 
. At the end of the paragraph that precedes a visual, insert two hard carriage 

returns. 
. Refer to and label all visuals as figures (except certain material included as 

appendixes, that is, the request letter; agency comments; and other 
material being reproduced “as is,” such as a memorandum.) 

. Number all figures throughout a publication section consecutively. 
l Type the figure number flush left. 

Note: Titles for TextFrames and InstantCharts must be typed as part of the 
WP material submitted, not just in the TextFrame and InstantChart 
software. 
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Chapter 4 
Visuals 

l Use one Arabic numeral to number a figure in the letter of a letter report 
or in an executive summary. For example: 

Figure 1: Federal Programs in Urban Areas 

l Use two Arabic numerzils separated by a period to number figures in 
chapters. Number the first figure in chapter 1 as follows: 

Figure 1.1: Federal Programs in Rural Areas 

l Use a Roman numeral followed by an Arabic numeral to number figures in 
an appendix. Number the second figure in appendix II as follows: 

Figure 11.2: Federal Programs in Wilderness Areas 

4 If an appendix consists of one figure and one figure only and no 
accompanying text, the title of the appendix is the figure title. In this case, 
do not title or number the figure. 

l Insert space to accommodate the visual. 
l Beneath the space, type any caption, credit, note, or source. 

Note: Do not give the source for GAO-produced visuals if GAO generated the 
data they contain. 

l Insert two hard carriage returns before continuing with text typing. 
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Appendix I 

Example of an Agency Comments Appendix 

Figure I,.1 : 
Example of a WP Page of Agency 
Comments APPENDIX IX 

COMMENTS FROM THE NUCLEAR CLAIMS TRIBUNAL 

Note : GAO COmEbents 
supplementing those In 
the report text appear at 
the end of this appendix. 

64 
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Appendix I 
Example of un Agency Comments Appendix 

Figure 1.2: 
Example of a Typeset Page of Agency 
Comments 
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Appendix I 
Example of an Agency Comments Appendix 

Figure 1.3: 
Example of a WP Page of Agency 
Comments APPENDIX IX 

Now on p. 

See comment 1. 

Now on p. 

See comment 1. 

Now on p. 

See comment 1. 

Now on p. 

See comment 1. 

Now on p. 

See comment 2. 

Now on P. 
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Appendix I 
Example of an Agency Comments Appendix 

Figure 1.4: 
Example of a Typeset Page of Agency 
Comments 
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Appendix L 
Example of an Agency Comments Appendix 

Figure 1.5: 
Example of a WP Page of GAO 
Comments 

APPENDIX II 

The f0liWlI-t~ IS GAO's cOmment on the Department of Treasury's 
letter dated October 2 1, 1992 * 

GAO COMMENT 

1. In view of the International Monetary Fund’s standard, we 
agree that letters of credit are not a viable option for 
this purpose and have revised our report accordingly. 

(472282) 
21 
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Figure 1.6: 
Example of a Typeset Page of GAO 
Comments 

Appendix I 
Example of an Agency Comments Appendix 

The f&wing is GAO’S comment on the Deparmwnt of the Trenarlun’s letter 
dated October 21,1992. 

GAO Comment 
- In view of the hernational Monetary Fund’s standard, we agree that letters 

of credit are not B viable option for this purpose and have revised our 
report accordinglr. 
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Appendix II 

Example of a Memorandum Being 
Reproduced as an Appendix 

Figure II.1 : 
Example of a WP Page for a 
Memorandum Being Reproduced APPENDIX VI 

MEMORANDUM TO PAB GENERAL COUNSEL REGARDING 
PRO e 
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Appendix II 
Example of a Memorandum Being 
Reproduced as an Appendix 

Figure 11.2: 
Example of a Typeset Page for a 
Memorandum Being Reproduced PW 

kfk~orandum to PAE3 General Counsel 
Regarding Proposed EEO Oversight Study 

I 
L 
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Appendix ITI 

Example of Optional Publication Section- 
Major Contributors to This Report 
(Last Appendix) 
Figure III.1 : 
Example of a WP Page of Major 
Contributors APPENDIX XII 

MAJOR CONTRIBUTORS TO THIS REPORT 

PROGRAM EVALUATION AND METHODOLOGY DIVISION 

Stephanie L. Shipman, Assistant Director 

Kenneth C. Litkowski, Project Manager 

Patrick C. Seeley, Reports Analyst 

Hy X. Le, Project Staff 

David G. Bernet, Project Staff 
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Appendix III 
Example of Optional Publication Section- 
Major Contributors to This Report 
(Last Appendix) 

Figure 111.2: 
Example of a Typeset Page of Major 
Contributors 

Major Contributors to This Report 

Program Evaluation 
and Methodology 
Division 

StephMieLShipman,AssistantDhctm 
Kenneth C. Lkkawald, Project ?4anager 
Parrick C, secley, Reporta Analyst 
~Xh,RoJectStpil 
DatidG.BemefF’rojectStaff 
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Figure IV.1 : 
Example of a WP Page of a Glossary 

Appendix IV 

Example of Optional Publication Section- 
Glossary 

1 

L 

GLOSSARY 

Atria1 Lead 

An atria1 lead is a type of permanent implantable cardiac 
pacemaker lead that is positioned in the atria1 chamber of the 
heart. It is a transvenous lead that is implanted through a 
vein. This type of lead can fail and not necessarily have 
catastrophic effects on the patient. 

Audit Check 

FDA audit checks are methods to determine the adequacy of a 
firm's performance in ensuring that all consignees (device 
purchasers) have received notification of a recall and are taking 
appropriate action. They may be personal visits, telephone 
calls, or some combination. FDA decides on an audit program and 
selects an audit check level after evaluating the firm's recall 
strategy. The audit check level will either be based upon the 
effectiveness check level provided in the U.S. Code of Federal 
Regulations, chapter 21, or on other statistically valid plans. 
FDA may be assisted by cooperating federal, state, or local 
officials in the performance of the audit checks. 

Bipolar and Unipolar Leads 

Bipolar leads have two electrodes or conductors. One end of 
the conductor makes contact with the metal plate of the pacemaker 
and the other end of each conductor makes contact with the inner 
surface of the heart. The unipolar lead is typically thinner and 
has only one electrode or conductor. 

Confidence Level 

A number, stated as a percentage, that expresses the degree 
of certainty associated with an interval estimate of a population 
parameter. 

Confidence Interval 

An estimate of a population parameter that consists of a 
range of values bounded by statistics called upper and lower 
confidence limits. For this study, a value is the rate at which 
a lead fails at a given t ime interval. 

Effectiveness Check 

Effectiveness checks are actions taken to verify that all 
consignees (device purchasers) at the level specified by the 
recall strategy have received notification about the recall and 
have taken appropriate action. The method for contacting 
consrgnees may be accomplished by personal visits,telephone 
calls, letters, or some combination. These checks are conducted 
by the recalling firm as part of its recall strategy. 

71 
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Appendix Iv 
Example of Optional Publication Section- 
GIosssry 

Figure IV.2 
Example of a Typeset Page of a 
Glossary Glossary 

4trial Lead An akial lead I.9 a type of permanent implantable cardiac pacemaker lead 
that ia positioned in the atriaI chamber of the heart It is a tran.wenous 
1eadthatisimplantedthroughaveinThisEypeofleadcanfailandnot 
necessarily have catastrophic effects on the padent 

4udit Check FDA audit checks are methods to determine the adequacy of a firm’s 
performance in ensuring that sIl codgoees (device purchasers) have 
received notitication of a recall and are taldng appropriate action. They 
may be personal v&is, telephone calls, or some combination FOI decides 
on an audit program and selects an audit check level sfter evaluating the 
h’s recall abate@. The audit check level wtll either be based upon the 
effectlvenesa check level pmvided in the U.S. Code of Federal Regulations, 
chapter 21, or on other stadstkdy vahd plans. roe may be assisted by 
cooperating federal, stare, or local officials in the performance of the audit 
check?,. 

Bipolar and Unipolar Leads Bipolar leads have two electrodes or conductors. One end of the 
conductor makes contact with the metal plate of the pacemaker and the 
other end of each conductor makes contact with the inner surface of the 
heart The unipolar lead is typically thinner and has only one electrode or 
conductor. 

Confidence Level A number, stated as a percentage, that expresses the degree of certainty 
associated with an intervai estimate of a population parameter. 

3mtIdence Interval An estimate of a population parameter that consists of a range of values 
bounded by statistics called upper and lower confidence limits. For this 
study, a value is the rate at which a lead fails at a given time interval. 

Effectiveness Check Effectiveness checks are actions taken to verify that all consignees (device 
purchasers) at the level specified by the recall strategy have received 
noti5cafion about the recall and have taken appropriate action. The 
method for contaclfng consignees may be accomplished by personal visus, 
telephone calls, letters, orsome combination. These checks are conducted 
by the recslling firm as part of its recall strategy. 
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Appendix V 

Example of Optional Publication Section- 
Bibliography 

Figure V.l: 
Example of a WP Page of a 
Bibliography 

EIBLIOGRAPHl' 

Advisory Committee on Intargovernmontal RelatiOIlS. Siqnltlcant 

Features of Ftscal Fedarallsm. 1979-80 Edition. Washington, 

D.C. : 1980. 

Advisory Committee on Xntergovernmental Relations. Slqnfffcant 

Featurea of Fiscal Federalism, 1989 Edition. Washington, D.C.: 

1989 * 

sane, Mary Jo, "Household Composition and Poverty." In Sheldon n. 

Oantiger and Daniel H. Weinberg (eda.). Plqhtlng Poverty: What 

Works and What Doesn't. Cambridge, &lam.: Harvard University 

Press, 1986, 209-31. 

aillIe, Mary Jo, and David Ellwood. “One Flfth of the Nation's 

Children: Why Are They Poor?" Science, 245 (1999), 1047-53. 

Bureau of the Census. The current Population SurVeV: Desiqn and 

Hethodoloqy. Technical Paper 40. Washington, D.C.: U.S. 

Government Printing Office, 1977. 

Bureau of the Census. Household and Pamilv Characteristics: March 

1481. Currant Population Repoeta, Series P-20, No. 371. 

Washington, D.C.: U.S. Government Printing Office, 1981a. 

189 
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Example of Optional Publication Section- 
Bibliography 

Figure V.2: 
Example of a Typeset Page of a 
Bibliography 

Bibliography 

Adwry Committee on Intergovemmental Relations. S@ificanl Features 
of Flscal Federalism. 197960 Edition Washington. D.C.: 1980. 

Advwxy Committee on Intergovernmental Relations. Signifxant Feati 
of F5xal Fede&kzq 1989 Edition. Wa&n@.on, D.C.: IS&‘. 

Bane, Mary Jo. ‘Household Composition and Powrty.’ In Sheldon H. 
Danziger and Daniel H. Weinberg (eda.). Aghting Povetty: What Works 
and What Doesn’t Cambridge, Mass.: Harvard University Press, 1986, 
2o9-31. 

Bane, Mary Jo. and David EUwood. ‘One FVth of tie Nation’s Children: 
Why Are They Poor?” Science 246 (1989). 1047-63. -r 

Bureau of the Census. The Current Population Survey Design and 
Methodology. Technical Paper 40. Washingu~n, D.C.: U.S. Government 
Prinling 05ce, 1977. 

Bureau of the Census. Household and Family Characteristics: March 1981. 
Current Population Reports, series P-20, No. 371. Washington, D.C.: U.S. 
Govemment PI-in- ofnce, lgslr 

Bureau of the Census. Money lncomc and Poverty Status of Families and 
Persons in rhe United States: 1980. C-t Population Repons, Series 
P&4 No. 127. Washiqton, D.C.: U.S. Government Priming OftIce, 1981b. 

Bureau of the Emu Chamcteristica of the Population Below the Poverty 
Level: 1989. c-t Populaticul Fkporls, Series P40, No. 133. WashIngto& 
D.C.: U.S. Govemment Printing Offke, 1962. 

Bureau of the Censru. Estimating After-Tax Money Income Ditributions 
Using Data From the March Current Population Survey. Current 
Population Repons, Senea P-23, No. 126. Washington. D.C.: U.S. 
GovemmenL Printing Office, 1983. 

Bureau of the Census Who’s Minding the Kids? Current Population 
Rep~tt~, Senea P-70. No. 9. Wasb~gton, D.C.: U.S. Government Priming 
omce, 1987. 

Bureau of the Census Labor Force Statu and Other Chamcreristics of 
Perso- WIIII a Work Disability: 1981 to iBs8. C-t Population Reports, 
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Appendix VI 

Example of Optional Publication Section- 
Related GAO Products 

Figure VI.1 : 
Example of a WP Page of Related GAO 
Products 

Air Pollution: EPA's Vehicle Comu iance With 
Emission Standards (GAO/RCED-92-94BR, Jan. 13, 1992). 

Traffic Manaaement: Federal Policies to Encouraae Low-Cost 
C (GAO/PEMD-II~-~~BR, Aug. 28, 
1991). 

Air Pollution: 0 vsenated Fuels HelD Reduce Carbon Monoxide 
(GAO/RCED-91-176,XAug. 13, 1991). 

Alternative Fuels: ExDeriences of Countries USinU Alternative 
Motor Fuels (GAO/T-RCED-91-85, July 29, 1991). 

Full Disclosure of National Enerqv Strategy Analvses Needed to 
Enhance Stratew's Credibility (GAO/T-ACED-91-76, July 8, 1991). 

g Alternatfve Fuels: 
Fueled Vehicles (GAO/RCED-91-169, May 24, 1991). 

1 
E er 3 (GAO/T-RCED-91-36, Apr. 17, 1991). 

Enerw Policv: Evolution of DOE's Process for DeveloDfns a 
National Enerw Stratecry (GAO/RCED-91-76, Feb. 21, 1991). 

Enerw ReDortS and Testimonv: 1990 (RCED-91-64, Jan., 1991). 

Environmentai Protection: Biblioaranhv of GAO Documents, August 
B (GAO/RCED-90-228, Sept., 1990). 

Enerw: Biblioarauhv of GAO Documents Januarv 1986-December 1969 
(GAO/RCED-90-179, July, 1990). 

A lcohol Fuels: 
(GAO/RCED-90-156, July 16, 1990). 

Air Pollution: Air Oualitv Implications of Alternative Fuels 
(GAO/RCED-90-143, July 9, 1990). 

(472282) 
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Appendix VI 
Example of Optional Publication Section- 
Belated GAO Products 

Figure Vl.2: 
Example of a Typeset Page of Related 
GAO Products Related GAO Products 

Alternative Fu&: Exp&ences of Btas~I, Canada and New Zealand in 
Using Altemative Motor Fuels (o&nCsns%I1s, May 7.1992). 

Air Pollution: EPA’S Actions to Ensure Vehicle Compliance With Emission 
Standards (GAWWEtL~O4BR, Jan 13,1992). 

TrsfBc Msnagement: Federal Policies to Encourage Low-Cost Approaches 
Need to Be Strengthened (owvEMDsl-Z6BR, Au& 231991). 

Air Pollution: Oxygenated Fuels Help Reduce Carbon Monoxide 
(GAOtRCEDW176, Aug. 13, 1991). 

Ahemstive Fuels: Experiences of Countries Using Alternative Motor Fuels 
(GGA(YP.RCED~M~, July29,1991). 

Full Disclconre of National Energy Strategy Analyses Needed to Enhance 
Strategy’s Credibility (GACVPRCED~I-~~, July 8,199l). 

Altemativc Fuels: lncreaslng Federal Procurement of AlternativeFueled 
Vehicles(mmCEaemw,?day 24,1991). 

Balanced Approach and Improved R&I) Management Needed to Achieve 
EnergyE6kiencyObjectives (GAWT-RCEW9136,&w. 17, 1591). 

Energy Policy: Evolution of WE’S Process for Developing a National 
Energy Stmeg~(~~cm~r~~m, Feb.21,1991). 

b%?rgY Reports and Testimony: 1990 (RCEDSHt-4, hn., ILWI). 

Environmental Protection: Bibliography of GhO Documents, August 
19SEAprii 1999 (~~wx~n-xwzs, Sept, 1990). 

Energy: Bibliography of GAO Documents January 199GDecember 1989 
(GAOIRCELWlTQ, July,1999). 

Alcohol Fuels: Impacts From Increased Use of Ethsnd Blended Fuels 
(GAoIRCEBO&IE6, July 16, 1990). 

Air Pollution: Air QuaIity Implications of Alternative Fuels (GACVRCEBWI~, 

July 9,lW). 
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Checklist: Evervthinq You Always Needed to Know About Settinq Up a Table but 
Were Afraid to Ask 

November 1992 version 

Number and title 
Type In initial caps. 

Type flush left, underline and let carryover lines wrap. 

Insert two spaces after colon, which appears after table number. 

Before typing headnotes, insert two hard returns after title; do not underline. 

Turn on Table Editor--Alt+F‘I, 2(table), 1 (create). # rows, and # columns. 

Stub (first column on left) 

Use sentence-style capitalization. 

Indent carryover lmes two spaces (use space bar). 

Indent subordinate entries four spaces (use space bar). 

Row alignment 
Align numbers In column with top or bottom line of stub. 

Align text in columns with top line of stub. 

Align comblnatlon of numbers and text with top line of stub. 

Column heads 
Type muMme headings in same style--flush left, flush tight, or centered. Be consistent throughout publication. Align baselines 
horizontally. 

Use sentence-styte capitalization. 

Center column heads that span more than one column (spanning heads). 

Columns 
Type columns of numbers flush right--Alt+F7, Fl2 to block column, 2(format), iljcolumn), 3(justify), 3(right). 

Type columns of text flush left. 

Type combinatton of numbers and text flush left or flush right. 

If superscnpt letter IS the only entry in a cell, type it flush right. 

Place $ before the hrst number (except zero) at the top of the column and before the total, if there is one; no space after $. 

Notes: 
Type legends and all notes outside table box, after Table Editor has been turned off 

Type legend before notes. 

Type general notes first, speclflc notes (indicated by lowercase letters} second (use superscript function, not footnote function), source note last 

Do not indent carryover lines 

Co not rype hypnens anywhere in table unless a word is normally hyphenated (“long-term effect”). 
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