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ABRIDGED STYLE MANUAL
FOR USE BY CONTRACTORS
PRODUCING TYPED REPORTS TO
AECB FORMAT SPECIFICATIONS

This manual has been prepared for use by individuals and organizations
producing documentation under contract to the Atomic Energy Control Board.
It is an abridgement of the style manual used by AECB staff. Questions
concerning the manual's content or application should be directed to the
AECB Office of Public Information via the contract project officer.

ABSTRACT

The AECB contractors' style manual sets down basic standards for content and
layout of typewritten reports. Points of style are outlined for reference by
authors. The elements of a document and their location are described, and
instructions to typists are detailed. Examples of proper usage are given
and the appendices contain layout pro formas for the setting up of any
typewritten page.

RESUME*

Le guide de redaction de la CCEA fournit les r&gles de base concernant ie
contenu et la presentation de rapports dactylographies. II resume les
principales considerations sur le style, decrit les difterents elements qui
composent un document et offre des indications portant sur la disposition
dactylographique. On trouve des exemples d1utilisation et, en annexe,'des
modSles de disposition dactylographique.

DISCLAIMER
(Not applicable)
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PREFACE

The purpose of this style manual is to produce consistency in the visual
appearance of AECB reports produced under contract, as well as to provide a
standard framework for ease of reference to Board documentation of this
nature. As the manual is an abridgement of a reference used internally,
adherence to its provisions will result in documents corresponding to the
AECB house-style.

Whether or not a contractor's final report is to be reproduced in
accordance with the specifications of this manual is a matter for decision
by the AECB project officer at the time the contract is let. Should this
option be selected, the contractor will be provided with a copy of this
manual and other necessary supplies.

In this manual, the basic rules of style are kept as simple as possible
to facilitate the work of authors and typists. Where, due to the nature of
the information to be documented, a significant departure from the specifications
is required, the contractor shall consult with the AECB project officer before
proceeding.

It is recommended that authors study this manual before beginning to compose
their report. The work of the typist will be greatly simplified if the
manuscript is set down in basic accordance with the specifications.

This style manual is reproduced in accordance with the requirements it sets
down. It also reflects the general provisions of the Federal Identity
Program (F.I.P.) which governs the style of governnent publications.
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ABRIDGED STYLE MANUAL
FOR USE BY CONTRACTORS
PRODUCING TYPED REPORTS TO
AECB FORMAT SPECIFICATIONS

A. DETAILS OF STYLE AND LAYOUT

1. Page Layout

All layouts follow an 8i x 11 format (P4, 21.5 cm x 28.0 cm), on plain white
bond stock.

Apart from special requirements such as fold-outs, which are not prescribed
in this manual, there are only two page layouts to be used in typewritten
reports: the title page and the body copy page. (See Appendices A and B)

1.1 Title Page

A document may or may not be published with a standard AECB window cover
and Cerlox binding, but the title page layout facilitates the addition of a
cover if required. See Appendix A for instruction on the use of this layout,
complete with example. The title page of this style manual follows the format.

1.2 Body Copy Page

The layout for body copy is a centred, standard format for every page other
than the title page. The symmetrical layout permits two-sided duplication, if
required, without having to be concerned about the location of the print on
the page, page numbers, etc. This layout is also to be used for figures and
tables which require a wide format and must therefore be typed lengthwise on
the page, a format called "broadside". See Appendix B for instructions on
the use of body copy layout.

2. Spacing

2.1 General Line Spacing

Documents may be typed using single-spacing or li-spacing. Double spacing is
not to be used in the text.

2.2 Internal Line Spacing

2.2.1 Headings

The space between a heading and the next typed line below (whether another
heading, or a paragraph) shall be one carrier return at li-spacing, and two
carrier returns on single-spacing.

2.2.2 Paragraphs

The space between consecutive paragraphs, whether single or li-spacing is
used, consists of two carrier returns. Use one carrier return between the
end of a paragraph and a heading in li-spacing typescripts, and two returns
in single-space.
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2.2.3 Other

More than one or two carrier returns may be used for spacing in any work
where the situation demands it, e.g. separation of signature blocks from the
copy above. The guiding principles are (a) the same non-standard spacing
must be used wherever it occurs in a given document, and (b) the spacing
should not result in the typescript looking excessively extended with unused
white space.

2.2.4 Continuation

The body text of a publication and the text in each appendix shall continue
or follow on from chapter to section to chapter without starting a new page.
In Chapter B., l.l(b), elements of a publication which must begin on a right-
hand page are detailed. Other elements may be combined on a page (left or
right) or start on a new page, as appropriate.

3. Indentation and Margins

3.1 Block Style

In keeping with the F.I.P. guidelines, and to optimize the visual effect of
the overall corporate identity design, the style for AECB typed material shall
be the "block" or flush-left format. This means that indentation of a single
line, e.g. first line of a paragraph, is never used, and in general the bulk
of all copy shall be typed from the extreme left hand margin.

3.2 Tab Margin

To allow for clarity or emphasis in the presentation of such things as lists,
tabular material, clauses and points (see Section 5.), and the highlighting
of quotations or verbatim excerpts from references, a departure from the left
margin is allowed. However, this "indentation" is actually the establishment
of a tab margin, and all material typed with it must be in "block" format.

The tabbed indentations are in units of five character spaces from the left
margin, i.e. the first artificial margin is five spaces to the right, the
second 10, and so on. Copy typed from a tabbed left margin shall always
continue to the standard right margin limit (if length makes this necessary).

3.3 Justification

A repcrt may be typed with a justified right margin (to the margin guide)
provided that the equipment used can accomplish this without excessive between-
word spaces or word-break hyphenation.

4. Pagination

4.1 Page numbers shall appear in Arabic numerals at the top centre of each
body copy sheet (see Appendix B) between single dashes. The first page of
body copy is not physically numbered, but is "page 1".

4.2 A title page is numberless. Any pages appearing between the title page
and the first page of a publication, e.g. abstract, preface, table of contents,
etc., (see Chapter B.), shall be numbered at top centre in lower case Roman
numerals between dashes, beginning with -i-.
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4.3 There shall be no "follow-on" page indications, e.g. 2/.

4.4 See Chapter B., 2.14 for pagination of appendices.

5. Text Numbering and Heading System

5.1 The basic numbering system and heading style to be followed in the main
text of any publication is as follows:

DIVISIONS or CHAPTERS - A., B. , C , etc.

Sections - 1., 2., 3., etc.

Sub-Sections - 1.1, 1.2, 1.3, etc.

Sub-Sub-Sections - 1.1.1, 1.1.2, 1.1.3, etc.

Clauses - (a), (b), (c), etc.

Points - (1), (2), (3), etc.

Internal Sequences - (i), (ii), (iii), etc.

The following are explanatory notes on the numbering and heading system:

- the use of upper and lower case, and underlining in headings shall
correspond to that shown in the above listing.
- authors may choose not to use certain portions of the numbering system
if they are not suited to the text, but the usage must be consistent.
For example, a text consisting solely of several chapters of sectioned
prose, in one of which was a list of recommendations, would use the
chapter letters and section numbers, but could adopt the point numbers
(1), (2), (3), etc., for the recommendations, rather than use the sub-
section notations.
- there Is no "zero" used in the sectional numbering, e.g. 1.0, 1.1.0,
1.1.1.0.
- in the rare event that the number of divisions or clauses exceeds 26,
one may use AA., BB., C C , etc., or (aa), (bb), (cc), etc., for the 27th,
28th, 29th, etc.

5.2 Heading Layout

5.2.1 Margins

Except for clauses, points and internal sequences, the headings corresponding
to the numbering system shall be flush left on the margin, with copy beginning
below at appropriate spacing (see 2.2). The three exceptions may be moved
right to tabbed margins, and text may follow the heading, if any, on the
same line. Clause and point headings shall include a colon, and internal
sequence headings a dash. No punctuation is used with other headings.

5.2.2 Absence of Headings

I", the event that no heading is used, the text is always typed beginning
on the same line as the letter or number.



-4-

5.2.3 Vertical Alignment

While observing the requirements of the "block" style and heading layout, it is
passible to enhance t'.e visual effect of the typed page by the judicious use
of space between the headings (or text if no heading) and corresponding letters
or numbers, resulting in a vertical alignment on the page.

As an example, note on p.2 that there are two spaces between "3." and
"Indentation and Margins", one between "3.1" and "Block Style", and two between
"4." and "Pagination". The result is that the first letter of the first word
in each case aligns vertically with those above and below.

This is particularly effective for chapters, sections and sub-sections which
are the most frequently used text divisions, (see for example p.l of this
manual.) The more varied lengths of numbers u°^d in other text divisions makes
It difficult to achieve vertical alignment.

AECB publications should be typed with due regard to use of this layout
refinement.

6. Typefaces

6.1 For readability and some degree of standardization, serifed faces such
as Prestige Elite shall be used, and sans serif faces like Artisan and Letter
Gothic avoided.

6.2 Typefaces such as script or other "arty" designs shall not be used.

6.3 Do not mix typefaces, except if italics are required. The latter should
only be used for short insertions, emphasized words, etc., not body type, and
underlining usually suffices in lieu.

6.4 Orator and similar large or all-upper-case type is not to be used in
published documents, with the rare exception of tables or figures which
correspond to overhead transparencies used in a presentation.

6.5 Either 10- or 12-pitch proportioning may be used, with the latter
preferred, but proportional spacing (e.g. IBM Executive typewriter) is not
acceptable unless it is used in conjunction with right margin justification
(sea 3.3).

7. Upper and Lower Case

7.1 Except where indicated as points of style, e.g. titles and headings, the
use of upper and lower case is not prescribed in detail in this manual, and
standard language usage is the guide. However, it is recommended that
capitalization of words be minimized in all AECB publications.

7.2 Of more importance from a style point of view is not where upper and lower
case is used in the text, but that the use be consistent from beginning to
end of the word.
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Tablo 1: Example of Number and Heading System Usage

A. REGULATION

1. Licensing

There are a number of important points to consider in licensing any nuclear
facility, and these may vary from one type of facility to another.

1.1 Reactors

There are various types of reactor which are subject to the AECB licensing
process.

1.1.1 Experimental Reactors

Experimental reactors are licensed with attention being paid to components
dealing with safety as well as the operation or process.

(a) Safety Systems: the last line of the defence in depth concept
is the safety system, which has several important characteristics.

(1) Separation: the separation of safety system components from
those of the process system is a key requirement.

(i) shutdown - one way to separate the shutdown system from
others is ...

(ii) coolant - the emergency core coolant ...

(iii) poison - the injection of poison as a secondary means
of shutdown is separated ...

8. Rules and Underlining

8.1 The general principle for underlining in AECB publications is "minimize".
Headings other than chapter or internal sequence are underlined, but if the
heading covers more than one line, only the lowest is underscored, with the
rule extending to the right as far as the longest line above.

8.2 Underlining may be used for emphasis (where the word(s) would appear in
italics or bold face type in typeset material) , and must be used under book
titles, as well as the abbreviations ibid, and op. cit.

8.3 Horizontal rules, always from left to right margin guide, are used
sparingly where separation must be clearly defined, e.g. between "additional
data" and the abstract (see p. i). A full rule always separates main text and
footnote(s) (see Chapter B., 2.11.3).
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9. Acronyms and Abbreviations

9.1 In abbreviations which use all upper-case letters, periods are generally
used only for geographic locations, e.g. U.S.A., U.K., F.R.G., N.B.
Abbreviations for companies, agencies and other organizations, and most
acronyms do not normally have punctuation, e.g. AECB, ICRP, IAEA, UN, EMR,
INFCE; CIRUS, CANDU, PANDA, SEAP.

9.2 Abbreviations of titles, projects, programs, etc., shall conform to common
usage, e.g. Federal Identity Program - F.I.P.; Social Insurance Number - S.I.N.;
Member of Parliament - M.P.; Doctor of Philosophy - PhD.; Systeme
Internationale - SI.

9.3 For clarity, abbreviations other than well-known ones shall never be
used without a definition at the first usage, e.g. Emergency Core Cooling
System (ECCS).

9.4 Soire common text abbreviations and non-abbreviations:

Not abbreviated: Table
Figure
Appendix
Chapter
Section
and (as ampersand "&")

Abbreviations: page - p.
pages - pp.
Reference - Ref.

10. Language and Terminology

10.1 The standard AECB dictionary references for spelling and word meaning
are: English - The Oxford English Dictionary; French - Le Petit Robert.

10.2 Technical terms, symbols, mathematical formulae and scientific notation
shall comply with accepted international practice. For clarity when SI units
are used, thair equivalents may be added in brackets. However, SI and
other units shall not be indiscriminately mixed in the text.

11. Punctuation

AECB texts shall conform to standard punctuation rules for the language in
which they are written. As the purpose of punctuation is clarity and
readability, it should be used judiciously.

12. Quotations

12.1 Double quotation marks are used in all cases where such punctuation Is
needed, except where a quote within a quote is typed, requiring single
quotation marks. Long quotations broken into paragraphs shall have a quotation
mark at the beginning of each paragraph, but one at the end of the last
paragraph only.

12.2 A reference annotation for an entire quote will always be located
outside the end quotation marks.
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12.3 Where quotations start or stop in mid-sentence, or are truncated, three
periods shall be used to indicate missing text, e.g. "...and whereas it is
in tha public interest to provide information. ..as well as consult
individuals in the community, I believe we must comply."

12.4 Quotations separated from the text shall be single spaced.

13. Dates

13.1 When dates are expressed in all-numeric form as in tables and figures,
the sequence year-month-day shall be used, e.g. 1981 02 25. (This method Is
in accordance with National Standard CAN3-Z 234.4-76.) However, such notation
is not iecommended for texts as it is awkward to read. The preferred method
is the book and newspaper style of month-day-year, e.g. March 27, 1980. Where
only the month and year are noted, the month is separated from the year by a
comma and one character space, e.g. May, 1956. A comma and space follows the
year if the sentence continues.

13.2 When used alone or without a day-date, months are never abbreviated,
e.g. November, 1978; October. Otherwise abbreviate Jan., Feb., Aug., Sept.,
Oct., Nov. and Dec, but not the other five, e.g. Feb. 9, Sept. 26, 1979;
but April 12, 1980.

14. Numerical Values

Other than in such uses as technical figures, mathematical equations,
percentages, reference and pa^e numbers,data tabulations, ages, times and
dates, the numbers 1 to 9 used without decimals or fractions shall be spelled
out, e.g. eight workers, two submissions, four days, (but 3.5 years, 6 rem,
etc.) Although it should be avoided, a sentence beginning with a number
shall have the number spelled out. Except where precision is required, numbers
in the text above 999,999 should use a combination of figures and spelling,
e.g. 2.5 million. A hyphen is added between the number and word when such a
figure is used adjectivally, e.g. "a 3.2-inillion increase".

B. ELEMENTS OF A PUBLICATION

1. Order of Elements

The following is a list of the order in which a document's elements shall
appear (not all need be used):

Cover
x Title page
x Data additional to title information
x ABSTRACT or SUMMARY
DISCLAIMER (see (c) below)
PREFACE or FOREWORD

x TABLE OF CONTENTS
x First page
Body
TABLES AND FIGURES (see (d) below)
REFERENCES (see (e) below)
BIBLIOGRAPHY
ACKNOWLEDGEMENTS

x APPENDICES
x INDEX
Back cover
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1.1 Notes on Elements

(a) documents need not contain all the elements listed, the minimum
possible being title page, abstract/disclaimer, first page and body.

(b) all elements marked with an "x" must be on right-hand pages or,
if longer than one page, must start on a right-hand page. (See also
Chapter A., 2.2.4)

(c) disclaimer may be included at the bottom of the abstract page,
or on the back of the title page if two-sided copying is used.

(d) tables and figures may also be placed in appropriate locations
in the body.

(e) references used in an appendix shall be listed at the end of the
appendix, forming part of it.

(g) the use of upper case and underlining for headings on element
sections shall correspond to those shown in the above listing.

2. The Elements

2.1 Cover

The standards set down in this manual are designed for use of the AECB
window cover applied with the Cerlox binding system.

2.2 Title Page

All publications shall have a title page. See Appendix A.

2.3 Data Additional to Title Information

This section of a document is intended to simplify the title page. It covers
^uch things as the author's position, company information, details of a
contract, etc. It is convenient to have this information under the reiterated
title on the same page as the abstract and disclaimer.

2.A Abstract or Summary

2.A.I All contract reports shall have an abstract or summary in both
official languages.

2.A.2 Certain documents such as technical assessment reports may lend
themselves to the use of a summary in lieu of an abstract, cf. executive
summsry. As distinct from an abstract which outlines a document's overall
subject matter in abbreviated form, a summary presents a brief distillation
of the results or recommendations of a written work.

2.5 Disclaimer

All reports prepared by contractors shall carry a disclaimer. Sae Appendix
C for the standard disclaimers and notes for their use.
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2.6 Preface or Foreword

The use of this element to establish the context for the publication is
entirely at the author's discretion. Alternatively, a preface may be inserted
in a document by AECB managerial decision if it is felt that the Board's or a
branch position should be made explicit with reference to the text that
follows.

2.7 Table of Contents

A table of contents may be used for lengthy works, to provide ease of
reference. Such a table follows the publication's chapter, section and
page sequence and is not alphabetical.

2.8 First Page

See Appendix B for body copy pages. The title is repeated on the first page,
followed by the main text which may begin with an introduction. The
introduction would constitute the first division or chapter.

2.9 Body

See Appendix B.

2.10 Tables and Figures

Tables (columnar presentations of data) and figures (graphs, charts, art,
etc.,) shall be numbered sequentially in Arabic numerals from beginning to
end of the document. In case of special groupings, supplementary insertions
or variants, tables and figures may be annotated Table 1-1, Table 1-2, etc.
Every effort should be made to locate tabular or graphic material as close as
possible to its first mention in the publication. If there are a lot, they
may be grouped in a special section either at the end of the applicable chapter
or following the body of the text just before the references.

Tables and figures shall be centred on the page, and may be typed lengthwise
(broadside); see Appendix B.

Tables have their titles and number at the top. For figures, the number and
title shall appear at the bottom. In both cases, this data shall be typed
beginning flush left with the left extremity of the ruled box which shall be
drawn around the information. (By their nature, figures will likely have
defined borders.) The table or figure number is separated from the title by
a colon and single character space.

In the text, the words "Table" and "Figure" should never be abbreviated.
When used in a similar fashion to a reference, the correct notation is
(Figure 3).

2.11 References

2.11.1 External to Text

As a rule, AECB publications will have all external text references compiled
in a special section near or at the end of the document. They are numbered
sequentially from beginning to end of the publication, including appendices.



-10-

The preferred method for annotating a reference is the superscript,
e.g. "...the last quarterly report.12 The next..." Compared to other
methods, the superscript is particularly valuable in terms of readability
when a reference occurs in the middle of a sentence. However, for single-
spaced material and as the result of limitations of some typing equipment,
it may be necessary to use the alternative of the abbreviation "Ref." with
an Arabic numeral, both in brackets (square brackets, if available.) The
addition of the abbreviation is to avoid confusion with any numerical
data which may appear in brackets, and numbered points in the text. Example:
"...the last quarterly report. (Ref. 12) The next..." A double space
separates any reference notation and the start of a new sentence.

References are always single spaced where they are listed. To reduce the
typing required i'i listing references, the following standard notations
should be used:

op. cit. - "in the work cited": must be used with an annotation
indicating the other reference number, its author or title, e.g.
12. Ref. 10, op. cit., p. 27.

ibid. - "one Just before": refers to the reference listed on the
line above; there may be a succession of "ibids."

2.11.2 Internal to Text

Where a reference is mads to information contained in the text itself, the
page number may be used, e.g. (see p. 8), or the specific section may be noted.
If the latter, the reference must be clear as to chapter and section or
sub-section, clause or point. For example, a reference to a sub-section
in the same chapter could simply say (see 2.9), but if another chapter is
involved, the notation shall be (see Chapter C , 2.9). The reference
notation follows the sequence of the numbering system set down in Chapter A.,
Section 5., e.g. "see 1.1.2 (b)(3)".

2.11.3 Footnotes

Where, for clarity, it is imperative that a footnote or two appear on the
same page as the corresponding text, brevity is the rule, and in no case is
a footnote to be continued on a subsequent page. Footnotes shall be indicated
from the top of the page downward by an increasing number of asterisks, and
be separated from the page copy by a horizontal margin to margin rule.*
Regardless of the length of the main text, the footnotes are always at the
bottom of the page, i.e. the last line of the last footnote on a page shall
be aligned as closely as possible to the solid rule at the bottom of the page
guide, with others ranged above as high as necessary.

2.12 Bibliography

Use of this element is at the author's discretion. The standard method of
listing texts alphabetically by author then title, publisher and date shall
be used.

*as with references, footnotes shall always be typed single spaced and
separated from each other by one carrier return.
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2.13 Acknowledgements

The use of this element Is at the author's discretion. In some instances it
is advisable to secure an individual's permission to mention his/her name
in an acknowledgement.

2.14 Appendices

An appendix is in many respects a textual reference incorporated into a
publication, although it may refer to other documents in its own right.
Appendices, generally speaking, follow all the style requirements outlined
in this manual, with some modifications:

- appendices are given sequential alphabetical notations, and the
first page has APPENDIX A (APPENDIX B, etc.) in the upper right
corner, using the body copy page layout;

- if the appendix has a title, this is entered in upper case letters,
without underlining, on the left immediately below the upper dashed
layout rule;

- the first page of an appendix is not numbered, but subsequent
pages are, at top centre, using the alphanumeric notation -A2,
-A3-, etc.;

- tables and figures in appendices are annotated Table A-l, A-2,
Figure B-4, etc., separated from their titles with a colon and single
character space (see 2.10). Where groupings are required, the method
Table A-l-1, A-l-2 is used.

2.15 Index

An index is a comprehensive, alphabetical tabulation of key word or personal
name references in the text, annotated as to the page(s) on which the reference
may be found. Preparation of an index is difficult and time-consuming, and
this element will normally be found only in lengthy texts which, by their
nature, require a highly specific, ready-reference system. In general, the
table of contents will suffice for most uses.

C. REPRODUCTION

1. General

Reproduction of AECB documents should always be on a high quality basis.
Publications may be reproduced either one-sided or two-sided, with the latter
preferred for any document longer than 50 pages. (It should be noted that in
two-sided reproduction, odd-numbered pages must always be on the right, facing
upward when the document is collated. This requires the insertion of even-
numbered blanks in certain cases.) Reports greater than 1.5 inches (38 mm)
shall be bound in multiple volumes.

2. Official Languages

Documents produced in both English and French shall conform to one of
two publishing methods:
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2.1 Two Volumes

To reduce production costs and/or meet the anticipated readership requirements,
a document available in both official languages may be published in separate
English and French volumes. In this instance, the existence of the companion
volume shall be indicated on the abstract page, in the "additional
information" section, and the precedence of the abstracts shall correspond
to the language of the text.

2.2 Tumbled

In this form of reproduction a reader encounters one language from one cover or
title page up to the centre of the document, and by turning i.t over can read
the text in the other language beginning with the "opposite" cover or title
page. This method is most practical with two-sided duplication but can be
used for one-side reproduction. Note: the tumbled method foi publications
does not involve interleaved reproduction, i.e. where the reader encounters,
on alternative pages, the other language text upside down.

3. Contract Reports

3.1 All contract reports shall include a disclaimer (see Appendix G),a summary
or abstract (see Chapter B., 2.4; and pp. i and AA) and the name oi" the Atomic
Energy Control Board as contract authority.

3.2 For production ot a report with stock AECB covers, Cerlox bound, the
contractor must be provided both the AECB style manual and the necessary
quantity of cover sets as well as a supply of layout guides. The contractor
will be responsible for procuring white Cerlox bindings in the size, and number
required.

3.3 Assignment of an AECB publication number to a contract report will be done
following receipt of the reproducible master and/or the number of copies
specified in the contract, subject of course to internal AECB approval to
publish. In cases where a report has been previewed by AECB staff and
approved for publication in quantity, the document number may be provided
to the contractor for insertion prior to printing.



APPENDIX A

FORMAT OF TITLE PAGE

The sheet following this page is the layout guide for title pages.

The document number is typed in the upper right corner below the top
horizontal rule and flush with the right hand margin guide. (See also
p.12, 3.3)

The date of the document is typed in the bottom right corner above the
horizontal rule, in direct, flush right alignment with the document number
at the top.

The document's title is typed in the 1 3/8 in. x 3£ in. box. The title shall
be in all upper case, with no underlining, and centred in the box from left
to right. Typing of the title should begin such that the top of each
character touches the upper rule of the layout guide box. If there is sufficient
room, the author's name may appear in the box, centred below the title under
the word "by". However, no type should be entered within lj line spaces
of the bottom rule of the box, as a window cover will obliterate it.

The only information which may appear below the document number and above
the title is the word DRAFT (E~BAUCHE). This may be typed or stamped, and
would appear centred above the title and half way between the title and
the top page rule.

Additional information such as the author's name (if there was insufficient
room in the box) and the corporate title and address shall be centred below
the box, at li line spaces from the bottom rule of the box. Use normal
upper and lower case for this information. Such additional information shall
be kept to a strict minimum, i.e. author, affiliation and address with
minimal detail; amplifying data such as the author's title, company, contract
details etc, . goes on a subsequent page (see Chapter B., 2.3).

The basic rule for the title page is that it must be kept clean and simple,
with the title itself being the dominant feature.

For an example of the correct format of a title page, see the title page of
this style manual, or the sheet following the layout guide on the next page of
this appendix. Also shown is an example of an abstract page including
"additional information", p. A4.
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THE ATOMIC ENERGY CONTROL BOARD -
A PERSPECTIVE

A perspective prepared by R.J. Schultz, R.J. Schultz Associates
Incorporated, under contract to the Atomic Energy Control Board.

ABSTRACT

The author analyses certain aspects of the Atomic Energy Control
Board's relationships with Cabinet, the Minister, Government officials,
the licensees and the public. He notes how some of the relationships
would have been modified by the Nuclear Control and Administration Act
proposed in 1977.

RESUME

L'auteur analyse certains aspects des rapports de la Commission de
controle de l'energie atomique avec le Cabinet, le Ministre, les
Minist&res federaux et provinciaux, les detenteurs de permis et le
grand public. II y decrit les modifications qu'aurait apportees le
projet de loi de 1977 sur le controle et 1'administration nucleaires.

DISCLAIMER

The Atomic Energy Control Board is not responsible for the accuracy
of the statements made or opinions expressed in this publication and
neither the Board nor the author assumes liability with respect
to any damage or loss incurred as a result of the use made of the
information contained in this publication.
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FORMAT OF BODY COPY PAGES

The sheet following this page is the layout guide for all pages of a
document other than the title page.

The page number is typed at top centre between the horizontal rules.*

Text shall be typed in block, flush-left style using the left margin guide.
Every effort should be made to minimize word-break hyphenation in typing a
text, i.e. it is preferable to have "short" lines of type rather than going
the full width of the page through the use of a succession of word breaks.
If necessary to complete a word or to hyphenate, the right margin guide may
be exceeded but only by two characters.

Tables and figures are centred on the vertical mid-page line. If they are
so large as to require reproduction in broadside format (typed lengthwise
on the page), their left and right extremities shall be limited by the
dashed rules, and the normal margin guides will mark the top and bottom
maximums.

The short, vertical dashed line on the lower left is simply a guide to
typing in material on the last page of a document. It emphasizes that the
body of a document should be finished off with a leftward emphasis, e.g.
signature blocks, distribution indications or any similar brief entries.

The bottom horizontal dashed rule is a guide to indicate page end. A full
page of copy will have its last line on or slightly above the solid rule,
depending on the page-gripping capability of the typewriter used. Typists
should ensure that consecutive full pages broken in mid-paragraph end
at the same point with reference to the bottom rule.

*in the appendices of this manual, the pagination is not always where it
should be, to avoid interfering with the presentation of visual information.
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APPENDIX C

DISCLAIMERS

1. Basic Disclaimer

The following disclaimer shall appear on all contract reports:

"The Atomic Energy Control Board is not responsible for the accuracy
of the statements made or opinions expressed in this publication
and neither the Board nor the author(s) assume(s) liability with
respect to any damage or loss incurred as a result of the use made
of the information contained in this publication."

(The word "author" and its verb should be made to agree, as appropriate.)

2. Contract Identification

The following sentence shall be added to the disclaimer on a contract report
in the event that the provenance of the document is not clearly marked
elsewhere:

"This work was produced by (XYZ) under contract co the Atomic Energy
Control Board; contract no. (if applicable)."

3. "For Discussion" Caveat

The following, or a variation thereof, may be inserted in addition to the
disclaimer on a contract report if the publication is a discussion paper or
an interim draft:

"This document is being circulated at this stage for discussion.
As it has not yet been considered by the (1)

(2)or its the (3) disclaims
any responsibility for the opinions expressed and *:he conclusions
reached therein."

Possible inserts: (1)

(2)

(3)

Atomic Energy Control Boarc
Directorate/Branch/Division

Advisory Committee on
Task Force on

Policy Advisory Committee
Management Committee

Directorate/Branch/Division
Adviser

Advisory Committee on
Sub-Committee on
Review Committee

Board
Directorate
Branch
Division


