
[image: image1.png]


CR – ####
THIS IS A PLACE HOLDER FOR THE TITLE OF THIS CONTRACT REPORT

AUTHOR
Author Affiliation


DAY MONTH YEAR

GM CONFIDENTIAL

MONTH YEAR 

CR - ####

This Is a Place Holder 

for the Title of This Publication

prepared for

Lab Director’s Name

Science Lab Name

GM R&D Center

prepared by

Author Name

Author Afilliation

Author Name

Author Lab or Affiliation

Author Name

Author Lab or Affiliation

Author Name

Author Lab or Affiliation

Author Name

Author Lab or Affiliation

Author Name

Author Lab or Affiliation

Explanation of arrangement under which work was done.

The following formatting styles are embedded in this document and create uniform style and spacing within the report.  These styles include all of the necessary font and spacing formatting and link to the correct following style.  Just click on the down-arrow in the style box (where “NORMAL” usually appears). Near the bottom,  you will see the following styles.  

RPTHEADING 1:  Main headings (see format for ABSTRACT below)

RPTHEADING 2:  Flush left, bolded (format:  upper case)

RPTHeading 3:  Indented, underscored (format:  upper/lower case)

RPTText:  This is the text format.  This is spaced at 1.3 line spacing to allow for super- & subscripts.  To quickly change text you have inserted or text you are typing that is different, just select your text, find the RptText style and apply it.  

RptConclusions:  For this section; includes the wrap tab.

RptEquation:  Includes 2 tabs: one at  0.5" from left margin, one at 6.2" from left for Eq. No.  If you are inserting a multi-level equation, highlight the cognizant paragraph mark (¶) at the insertion point, pull down FORMAT PARAGRAPH, change from Exactly 15.6 pt to SINGLE.

RptReferences:  (same as Conclusions above)

RptFigureManual:  This includes a page break before, the white space (46 lines) where the figure will be manually inserted and the formatting for the caption itself.  FORMAT PARAGRAPH & change 46 to a lower number to accommodate longer captions.


If you are inserting graphics onto a figure page, highlight the page with the figure caption, pull down FORMAT, PARAGRAPH and change the number of lines BEFORE the figure caption to 4.  This will free-up space to insert the graphic.  Also FORMAT PARAGRAPH, change from Exactly 15.6 pt  to SINGLE.  This will format the spacing for the graphic correctly.


Instructions for alternating between portrait and landscape figures.  In PORTRAIT, insert Section Break (Next Page).  Select FILE, PAGE SETUP, PAPER SIZE, select LANDSCAPE.  Insert Section Break (Next Page) and Insert Page Number (-Continue from Previous Section).  Then Insert Section Break (Next Page) and select FILE, PAGE SETUP, PAPER SIZE, select PORTRAIT.  Insert Section Break (Next Page) and Insert Page Number (-Continue from Previous Section).  The page number for the landscape page will be on the outside edge, but MS Word does not have any footer orientation commands to change the footer position between portrait and landscape.

ABSTRACT

text

PURPOSE OF THE RESEARCH

text

CONCLUSIONS

1.
text

2.
text

3.
text

4.
text

SIGNIFICANCE

text

INTRODUCTION

text

SUMMARY

text

ACKNOWLEDGMENTS

The author 

REFERENCES

1.


2.


Figure 1.


Figure 2.


DISTRIBUTION LIST

GM Research & Dev. Center


Dept.


Name

Division

Name


Name (exact Lotus Notes name)

CONTRACT  REPORT


GM RESEARCH & DEVELOPMENT CENTER











GM CONFIDENTIAL
1
GM CONFIDENTIAL


