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Formatting Guidelines 
for National Consortium for MASINT Research 
Two-Page University Research Project Status Summary Papers
This template provides a standardized format for the submission of your research project summary papers to the National Consortium for MASINT Research (NCMR). The NCMR compiles all summary papers into its annual and semi-annual technical review reports for publication in hard copy and navigable reports on CD. All summary papers are converted to Adobe Acrobat PDF files upon submission.
Please follow the guidelines below. Papers formatted incorrectly will need to be resubmitted.

1. Limit summary papers to two (2) pages, including pictures, graphics, charts, and tables.
2. File Format for Submission:  Microsoft Word (.doc).

3. For bulleted lists, use standard round bullets. Do not use custom bullets for lists as this may create errors when the summary is converted to PDF format.
4. Label all figures with consistent captions and heads, and refer to figures within the text.  See Page 2 for additional guidelines concerning figures.
5. Format the paper with 1-INCH MARGINS and follow the structure/format below:
Title of Research Project {Font: 14 pt Times New Roman Bolded}
University Name {Font: 12 pt Times New Roman Bolded} (FYxxxx Initiated University Project) {Year of Project Award in Parenthesis; Font:  12 pt Times New Roman Italicized} 

Single 12 pt Space
Principal Investigator (PI): {Font: 12 pt Times New Roman Bolded}
Name of PI / PhD Year / PI Phone Number / PI Email Address {Font: 12 pt Times New Roman Bolded}
Start Date: DD Month YEAR {i.e. 01 March 2005; Font: 12 pt Times New Roman Bolded}

Single 12 pt Space
Statement of Objectives {Font: 12 pt Times New Roman Bolded}

Body of Text {Single Spacing with One Blank Space between Paragraphs; Alignment Type: Justified; Font 12 pt Times New Roman}

Background and Research {Font: 12 pt Times New Roman Bolded}

Body of Text {Single Spacing with One Blank Space between Paragraphs; Alignment Type: Justified; Font 12 pt Times New Roman}

Accomplishments {Font: 12 pt Times New Roman Bolded}

Body of Text {Single Spacing with One Blank Space between Paragraphs; Alignment Type: Justified; Font 12 pt Times New Roman}
Additional Guidelines for Figures and Graphic Inserts:

1. Use Figure 1. , Figure 2. , etc as figure identifier labels.  Write out figure identifier in full and followed by a period (e.g., Figure 1.).
2. Format figure identifier labels and descriptions in 10-point bold Times New Roman, set flush left under figure.  For additional caption information, use 10-point Times New Roman (not bolded).
3. Be sure that figure captions are present (if necessary) and complete.

4. For graphs, define meaning of each axis in the figure caption if axis labels are not legible on graph itself.

5. Do not enclose either the figure, description, or identifier in a visible border.

6. Subsume important additional information into the text, rather than overloading the caption.

7. Place captions and heads consistently (left flush with figure’s left edge).

8. Call out figures in text and number them correctly, as Figure 1, Figure 2, and so on.

9. Place figures as close to callout in text as possible (either flush left or text wrapped).
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