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Foreword

The visual communication standards described in this manual are part
of GAO’s commitment to producing work of the highest professional
quality. The standards, which will be used to design and produce all Gao
publications, establish a comprehensive and integrated visual identity
for our products.

Based on design principles that enhance the effectiveness of printed
material, the standards are an important tool for helping us to communi-
cate better with our readers. In addition, the visual consistency created
by using the standards results in publications that are more accurately
and efficiently produced.

To be most effective, the visual communication standards must be
implemented uniformly. Doing so will require the cooperation of all GAO
staff, since virtually all of us are involved in some aspect of producing
the variety of publications that encompass our work. Therefore, 1
encourage you to become familiar with the information in this manual
so that by working together we can produce publications that reach
their full potential.

Ol A o,

Charles A. Bowsher
Comptroller General
of the United States
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Introduction

GAO’s publications are its primary, formal vehicle for communicating
with the Congress, government officials, and the general public. The
standards presented in this manual are designed to increase the commu-
nication effectiveness of these publications and to give them a clear,
consistent visual identity.

The layout and typographical elements of the standards incorporate
professional design and legibility principles as well as research results
on the format our report readers find most helpful.

The standards in this manual are followed when publications and other
visual material are designed and produced. Some relate to products for
external audiences (e.g., reports to the Congress) and some to products
for internal audiences (e.g., memorandums).

The publications matrices on pages 35 to 41 are the guide for deter-
mining the format for all publications. Because the Visual Communica-
tion Standards establish a distinct visual identity for GAo, staff involved
in designing and preparing publications and other visual material shall
strive to maintain the agency’s visual identity when faced with situa-
tions that may not be clearly covered in the standards. Responsibility
for design and production rests with the Office of Publishing and
Communications.

Using the Visual
Communication Standards

The manual groups GAO’s major publications into seven categories. It
describes the various formats for each category and specifies how the
basic visual components of GAO publications and presentation material
are created or produced.

The first two sections of the manual, Visual Identity of GA0 and Publica-
tion Categories, explain the standards in general and apply to all publi-
cation categories unless stated otherwise. The remaining sections
provide detailed specifications for design and production staff.

While only a few individuals need to understand and apply the manual’s
detailed specifications, all staff should become familiar with the mate-
rial in the first two sections. A basic knowledge of the standards, espe-
cially the publication matrices, will save time during planning and
enable staff to communicate more effectively during a publication’s
development and production. Most importantly, adhering to the stan-
dards will help GAo achieve its communication goals.
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Visual Identity of GAO

Agency Identifier

The standards use five basic elements to create a unified visual identity
for GAO’s publications: the agency identifier; typographic style; organiza-

tinn nf

3 3 . N A 1.3 + anh ac +alhlAas
tion of information; color; and graphic components, such as tables,

charts, illustrations, maps, and photographs.

The agency identifier is the acronym “Gao.” It always appears in capital
letters in the ITC Century typeface and is positioned in the upper left
corner of a page or presentation format as prescribed in the specifica-
tions. In some instances, the acronym is supported by the agency’s full

name.

GAO’s official seal is used sparingly so that its inclusion conveys special
significance. It is used on report covers as specified in this manual, in
connection with ceremonial occasions such as awards presentations, and
on certain documents signed by the Comptroller General.

Top: Agency Identifier (GAO

Acronym)

Middle: Agency Identifier With Full

Agency Name

Bottom: GAO Seal

GAO

United States General Accounting Office

%
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Typographic Style

Visual Identity of GAO

The standards for typographic style bring order to the variable elements
of type, such as letter size, style, and weight,; line length; and proximity
of type to type and type to other visual elements. These standards help
provide the desired editorial emphasis and the proper sequencing of
text, making reading and comprehension easier.

For typeset material, ITC Century is the standard typeface for text and
covers and Helvetica is the standard typeface for tabular material,
charts, captions, illustrations, and presentation materials. For type-
written material, use 10-pitch Courier.

Detailed specifications for ITC Century are in the Cover and Text sec-
tions beginning on page 47; specifications for Helvetica are in the
Graphic Components section beginning on page 95; and specifications
for typewritten material are in the Text section on pages 82 and 83.

Sample of the Two Typefaces Used for
the GAO Typographic Style (Fonts on
p. 169)

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz

1234567890&12$¢% ()

ITC Century Book

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqrstuvwxyz
1234567890 &?!$()

Helvetica Medium
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Visual Identity of GAO

: : Standardized grids are used to establish the position of visual and tex-
Organlza!:lon of tual elements on a page. The most commonly prescribed grid is illus-
Information trated below. It uses a two-thirds-page column on the right for text with

the remaining one-third-page column on the left used primarily for
headings.

Textual material is organized into concise modules identified by head-
ings and subheadings that are clearly separated from the main text. The
different levels of headings are distinguished by ruled lines and dif-
ferent type sizes.

Alternative grids, such as for a three-column format, are included in the
standards and may be used as specified in the publication matrices.

Sample of a Standard %5-Page Column |
Format With Grid Superimposed in

Blue

Lew L —
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tneffect that the uyury mcurred [Econonuc Tests hrust upon the rm the role of 2 pafen} trademark and copynght court
v the complainant was seif wnflictld by inefficient and uneconomic hitow foreign firms to use section 387 Eo initiate cases against other for
peration For instance 1n Meat Machunes the admimstrative ign firms as well as 1 & firms and
aw judge found that the complaindhit fixd not meet the inpury criterion nng. tion 337 with 1S obligauons
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§ Former rv Chairman 4lfred 1983 Sub- fhe unpact of foreign eompetition o §.5 industry may not be the
Approved committee on Trade House Commified on Ways and Means that this roper forum ‘property disputes
nterion should be elimunated stathe|that
e see reason for of section 337
ndustr; d redefi the ingury test ntellectual property cases out of te Ere should the economuc tests be
pvould have and use of sec. pmended. The v s generally de good job of sdrurus-
100 337 than i d test proceedings As dependent, non-pertisan fac
bels that r bath of be finding body with a built-in appealfeyel the Imc would continue to be an
amended, the v an 'y expe: ppproprate forum 337 disputes The e partic
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e s2e oo compelling reason for section 337
Intetlectual property cases out of te frc should the economic tests be these views Some
Liarty law judges Office of General brservers howeser did not belie AtHat this test should be entirely
Lounsel and Office nf 1Tafaxr I N
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fhrough over 2 decade of experience ¥ith secuon 337 huganon since the
974 trade act amendments In adqitdn it has decades of expertence i
Lddressing unfair trade practices §hleh would continue 1o be the basis.
337 comglan

b af et

Note: Dummy type serves only to indicate correct type placement '
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Visual Identity of GAO

Color The standards use color to define publication categories: the color of a
publication’s cover indicates the category to which the publication
belongs. Within a category, color is also used to delineate primary and
secondary publications. A primary publication cover has a colored back-
ground with white type. A secondary publication cover has a white
background with colored type. Used consistently, color maintains the
integrity of the publication categories and reinforces visual identity.

Publication Categories Showing the
Standard Color Codification

I Audit and Evaluation Reports
(Blue)
I Polcy, Guidance, and Standards
1A GAO Audit and Evaluation
Policy (Gray)
IIB Federal Standards and
Guidance (Salmon)
IIC Methodology and Guidance
(Salmon)
I Legal Decisions and Guidance
(Red)
IV.  Training (Green)
V. Reference (Brown)
VI GAO Operations (Mustard)
V. Special Publications

Note. For detailed color references see
matrices, pages 35to 41, and color
codification, page 42.

VII.
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Graphic Components

Visual Identity of GAO

The Graphic Components section provides specifications for presenting
tables, charts, illustrations, maps, photographs, and any other visual
elements other than text. These standards help create a visual focus on
the page and, in conjunction with other design elements, build a recog-
nizable visual identity. The specifications in the Graphic Components
section apply to all publications and other communication material for
external distribution and those internal products with high visibility or

wide distribution.

Examples of Bar Chart, Line Chart,

Table, and Pie Chart

100 Dollars In Milons.

197 1977 1978 1379 temp

Milhons of Barrels

1581 1982

1983 1988

1988

Gross Gross Permanent

Storage volume volume capacity Capacity  Capacity
facilitiea planned plannad* il filled
Phase | sites.

Bayou Choctaw 483 482 480 480 457
Bryan Mound 745 728 660 680 643
Sulphur Mines 274 273 260 260 261
Weeks Island EEE 731 730 730 725
West Hackberry 511 5086 480 490 478
Total _maa 272.0° 260.0 260.0 2564
Phase Il sites:

Bayou Choctaw 122 122 100 . .
BryanMound 1344 1392 1200 1212 1160
West Hackberry 1792 1596 1600 1170 1100
Total 3258 I 290.0 238.2 226.0
Phase Il sitea;

Bayou Choctaw 12 . 100 . .
Bryan Mound 448 334 400 120 120
Wesl Hackberry 12 15 100 . .
Big Hil 1568 . 1400 . -
Total 224.0 349 200.0 12.0 120
Tanks and pipehnes . . . . 25
Total tor SPR 824.2 617.9 750.0 510.2 486.9
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Publication Categories

GAO’s publications are grouped into seven categories according to func-
tion: Audit and Evaluation Reports; Policy, Guidance, and Standards;
Legal Decisions and Standards; Training; Reference; Gao Operations; and
Special Publications.

This section of the manual defines the seven categories, including their
primary audiences; gives examples from each category; and explains the
basic design characteristics that apply to each category. It also illus-
trates cover and text styles.

Primary and Second ary Z&.fit.hin gach caFegory, except for Special Pub}icationg products.are‘
] . ivided into primary and secondary publications. Primary publications
Publications are the major or preeminent products in that category, while secondary
publications are those with a more limited impact, audience, or shelf
life. For example, in the Audit and Evaluation Reports category, the
chapter report is a primary publication and the staff study is a sec-
ondary publication.

Secondary publications are distinguished from primary publications by
their covers. Although they use the same colors, a primary publication
has a colored background with white type, while a secondary publica-
tion has a white background with colored type.

To protect the integrity and usefulness of the two-level hierarchy within
each category, primary publications should be limited to the major pub-
lications of that category. The originator of a publication confers with
the Office of Publishing and Communications to determine whether a
product is a primary or secondary publication.
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Publication Categories

Left: Sample of a Primary Publication
Cover in the Audit and Evaluation
Reports Category

Right: Sample of a Secondary
Publication Cover in the Audit and
Evaluation Reports Category

ited States Gentn.l | Asconuting
dressee Block

GAO/DIV-ARNO.

United Sates eneral Accounting Offive

GAO Staft Sty

i MILITARY
COMPENSATION

Key Concepts and
Issues

&

GAO ASLADSS L

Note. Dummy type serves only to indicate correct type placement
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I. Audit and Evaluation Reports

Audit and evaluation reports are GAO’s preeminent publications, pro-
viding independent, nonpartisan information and analysis for congres-
sional and executive branch decisionmaking. Reports are either required
by law, requested by the Congress, or initiated by GAO under its charter.
They may contain conclusions and recommendations based on in-depth
investigation and analysis. Reports communicate GAO’s views on federal
programs to GAO’s primary audience, the Congress, as well as to other
branches and levels of government, the media, academia, and the gen-

eral public.

Unless otherwise noted, a publication in this category has the following
basic characteristics: a typeset cover with a two-part title (cover 1); a
typeset, 8%2 x 11 inch, two-thirds-page format (text A); and perfect or

saddle-stitched binding.

Chapter Reports

Chapter reports represent GAO's customary way of providing printed
results of audit and evaluation work to requesters and other audiences.
Besides chapters, these reports have a brief transmittal letter and an
executive summary; they often include appendixes.

Letter Reports

A letter report is a letter, usually with appendixes. It is generally a sim-
pler way to report on less complex issues that require less narrative and
structure than those addressed in chapter reports.

Briefing Documents

Briefing reports and fact sheets, which are organized like letter reports,
permit GAO to satisfy some congressional requesters’ needs faster than
do other formats. These products consist of a short transmittal letter
followed by the briefing material. Their text may be in the text A or C

formats.

Staff Studies

Staff studies, which are in the chapter format, are used to communicate
background and factual information when the recipients’ needs can best
be met by a product that is not a GAO reort or briefing document. Staff
studies have a preface rather than a transmittal letter.

Page 18
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I. Audit and Evalution Reports

Cover and Text Formats
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1. Audit and Evaluation Reports

s A The products, which include classified, sensitive, or proprietary infor-
Reports and B_rleflng mation, may be structured in a letter or chapter format, but, because of
Documents With security or other reasons, they have a classified cover (cover 2) and the
Limited Distribution text C format (the typing style shown is experimental and optional). These
documents have appropriate markings to explain why their distribution is
limited.
. Executive summaries are the part of a chapter report that provides
Executive Summary readers with the important points, conclusions, and recommendations of
Brochures GAO's reports in a few pages. Executive summaries of selected reports

may be printed separately in the brochure format (cover 5 and text F)
and distributed more widely than the complete report. The brochure
format is also available for the nonclassified summary of a classified
report.

: : Reports in this format are provided to congressional requesters as
Preplﬂ)hcatlon Format interim documents when time constraints require GAO to issue reports
before they can be typeset. Chapter and letter reports may be prepared
in this format. The format consists of cover 7 and typewritten text (as
prepared for typesetting).

Distribution of publications in this format is generally limited to con-
gressional requesters, who eventually receive the typeset version of the
report. This format is not bound.
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I. Audit and Evaluation Reports

Cover and Text Formats
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II. Policy, Guidance, and Standards
e

GAO sets policy for its own staff to follow in performing audits and eval-
uations and also provides certain standards and quidelines for other fed-
eral agencies.

Unless otherwise noted, a publication in this category has a cover 3 and
a text C format.

. The policies and procedures presented in the Project Manual, the Report
GAO AU'dlt anq’ Manual, and the General Policy Manual guide GAO’s staff in conducting
Evaluation Policy audit and evaluation work. Although external audit agencies have an

interest in these publications, they are intended primarily for an
internal audience.

These basic documents are bound in loose-leaf binders.

In addition to its own, mainly internal policy guidance, GAO sets stan-
Federal Standards and dards and provides policy and procedural guidelines on a variety of .

Guidance other topics for other agencies. Ga0’s Policy and Procedures Manual for
Guidance of Federal Agencies is one example of this kind of document.
The Standards for Audit of Governmental Organizations, Programs,
Activities, and Functions (the “Yellow Book™) is another. These docu-
ments have a wide external audience.

These publications are in the text A format and may be bound or loose-
leaf. Because of the currency of the “Yellow Book™ format, this publica-
tion will continue to be presented in a 5% x 8% inch size with a yellow
and black cover.

M ethodology and Methodology and guldance.pul?llcatlong, such as t_he methodology
. transfer paper series, provide information and guidance to support more
Guidance basic GAO audit and evaluation policy and practice. GAO’s staff, as well as

those in the auditing and evaluation communities outside GAO, compose
the primary audiences for this type of publication.

Methodology and guidance publications are bound.
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II. Policy, Guidance, and Standards

|
Cover and Text Formats
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. Legal Decisions and Standards

The Office of the General Counsel provides legal services to the Comp-
troller General and the staff of Gao. One of its principal responsibilities
is preparing Comptroller General decisions and opinions. Some of these
documents provide advice to congressional committees and members
about the legality of the activities of government agencies or the legal
implications of bills. Many opinions resolve disputes between agencies
and those seeking government contracts. Other decisions and opinions
interpret the laws governing public expenditures. Design characteristics
for these publications are included in the descriptions that follow.

Decisions of the
Comptroller General

Decisions of the Comptroller General resolve questions that fall within
areas of GAO’s legal jurisdiction. These decisions have a government as
well as a nongovernment audience. Individual decisions are typed on a
specially formatted form. More significant decisions, or those with wide
applicability, are published in a monthly volume; later, they are col-
lected and published in the annual volume Decisions of the Comptroller
General. Digests of unpublished decisions are published monthly. Col-
lected decisions and digests of unpublished decisions have a cover 4 and
a text E format and are bound.

Federal Legal
Standards

The Office of the General Counsel prepares several manuals that sum-
maries and discuss the major areas of GAO’s legal jurisdiction. The
manuals are used for reference by the federal government, the public,
and the private sector and are regularly updated to incorporate policy
changes. Principles of Federal Appropriations Law is an example of this
type of publication.

These publications have a cover 3 and a text A format and may be
bound or loose-leaf.

Legal Methodology and
Guidance

These publications, largely directed to audiences within Gao, address
methods of effectively articulating and implementing legal decisions and
standards. Effective Legal Writing is an example of this type of
publication.

These publications have a cover 3 and a text C format and may be
bound or loose-leaf. Publications for external distribution have a cover 3
and a text A format or a cover 4 and a text D format.
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IM. Legal Decisions and Standards

Cover and Text Formats
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IV. Training

These publications encompass the training, counseling, and educational
programs available to GAO’s staff and, as such, are primarily for internal
audiences. Unless otherwise noted, a publication in this category has a
cover 3 and a text C format.

Catalogues, in various editions, announce and describe the training, edu-
Course Catalogues cational, and counseling courses offered to GAo’s staff. Course cata-
logues are bound or in loose-leaf binders.

: Course materials include instructors’ manuals, which give step-by-step
Course Materials course agendas; participants’ manuals, which are workbooks, texts, or
both; and various audio and visual aids. Course materials are bound or
in loose-leaf binders. Instructors’ manuals are in a three-column type-
written format, which is not specified.

Brochures and Single- GAO uses these products to announce or summarize some of its coun- .

. seling and training resources.
Sheet and Folded Fliers

Brochures may be typewritten or typeset using cover 4 and text D, cover
6 and text F, or cover 6 and text G.

Fliers do not have a standard format and may be printed on various
colored paper. They may or may not be typeset depending on their func-
tion and audience.
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IV. Training

Cover and Text Formats
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V. Reference

This category comprises a wide range of documents: listings of reports,
subject bibliographies, program planning documents, speeches, and tran-
scripts of seminars and colloquia. Reference materials have a wide range
of audiences. Some materials, such as issue area plans, are intended
mainly for GAO audiences, while others, such as speeches or subject bibli-
ographies, are intended mainly for use outside the agency. Unless other-
wise noted, a publication in this category has a cover 3 format and
perfect or saddle-stitched binding.

Periodic Listings

These listings encompass the monthly and semiannual listings of GAO’s
reports and other products. They are major reference documents for
people outside Ga0 who want to find out about reports and other GAO
publications. The monthly list of reports has a special cover and uses
text A; the semiannual list has a cover 4 and a text D format.

Bibliographies

GAO produces a wide range of bibliographic material for both internal
and external audiences. “Women in the Workplace: The 1980’s and
Beyond” is an example of a bibliography for external distribution. “A
GAO Research Guide: Military/Defense Issues” is an example of an
internal bibliography.

Bibliographies for external use are in a text B format. Those for Gao’s
staff are typewritten, but the format is not specified. Bibliographies for
internal use and similar materials are bound only if lengthy.

Program Planning
Documents

Issue area plans set the direction and objectives of GAO work in a specific
area over several-years. Annual work plans identify the work to be done
each year and how the work will help achieve issue area plan objectives.
These documents are primarily for internal audiences. Program planning
documents use text C.

Transcripts

Transcripts are written records of colloquia or seminars sponsored or
attended by GAO staff and may be for internal or external audiences.
Most transcripts are presented in the text C format. A short transcript
that warrants wide publication, such as that of a speech by the Comp-
troller General, may be typeset and published in the brochure format
(cover 6, text G).
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V. Reference
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VI. GAO Operations

In addition to its policies concerning how Gao staff are to do their audit

and evaluation work, GAO has policies and procedures that cover admin-
istrative and operational activities. Generally, these internal documents
take the form of manuals or orders on particular topics.

Unless otherwise noted, a publication in this category has a cover 3 and
text C format and loose-leaf binding. Publications in this category may
be text A when externally distributed.

The Ga0 Operations Manual contains the notices and orders that provide
the basic guidance on how GAO operates.

Orders and Notices

Orders and notices are presented in a modified typewritten format to
include the necessary elements of these documents.

Manuals Specific operational, administrative, and procedural requirements are
presented in manuals such as the CAPS Users’ Manual, the Managers’ .
and Supervisors’ Guide to Discipline, and the Performance Appraisal
Systems Manual.

Conference Reports Thesc arc reports to Gao’s staff on conferences sponsored by Gao’s divi-

sions or offices. An example of this type of publication is the report The
First Annual Human Resources Conference.

Conference reports are bound and may be typeset depending on the
audience. The reports have a cover 3 and text A or C format. The cover
is in the color of the publication category of the conference subject
matter.
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VI. GAO Operations

|
Cover and Text Formats
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VII. Special Publications

The Special Publications category is used for material that has a func-
tion, content, and audience that cannot be accommodated by any of the
other six categories. In most cases, a publication in this category has an
external audience. Examples of special publications include the Annual
Report, The GA0 Review, the Ga0 Management News, special reports by
the Comptroller General, and recruiting material.

. : As arule, special publications do not have predetermined formats. How-
Gene,ral Crlt'erla. for ever, to enhance and maintain GAO’s visual identity, a special publication
Special Publications should follow the typographic and visual style outlined in this manual,

but not in a way that might cause the special publication to be confused
with products from other categories.

Because of their unique design requirements, special publications need

careful planning and coordination during their initial development. Orig-
inators of these publications confer with the Office of Publishing and
Communications to determine the appropriate format and other design
characteristics for their publications. These determinations are made by .
considering factors such as function, audience, and any other special
considerations.

In addition to adhering to the standards for typographical and visual
style, special publications are to follow government printing regulations
to ensure economical production. Specifically, this means that special
publications must have a sufficiently long shelf life (i.e., be functional
for a substantial period of time); be planned to allow sufficient time for
professional production and printing without surcharge; and have suffi-
ciently large audiences, and therefore quantity, to justify additional
costs incurred for design, typesetting, and any special use of ink or
paper.

. : A special publication requires longer design time than other publica-
Time Constraints tions. Therefore, it is particularly important that this category not be
overburdened or misused. A proliferation of special publications would
adversely affect the timely production of other GA0 publications and
weaken the visual identity of the agency.
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VII. Special Publications
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Matrices

How to Use the
Matrices

The publications matrices on the following pages identify the seven pub-
lications categories and indicate which formats and other components of
the standards are appropriate for each publication.

Those staff members designing a publication or preparing it for printing
consult this section to determine the appropriate category, format, and
standards for their publication. When a publication is not listed in a spe-
cific matrix or in cases where there is doubt about the correct category
or format, preparers of publications should confer with the Office of
Publishing and Communications.

To determine the appropriate format for a publication, first determine
which general category best describes the publication. Next, find the
example in that category that represents the publication or is most sim-
ilar to it. Finally, locate the bullets aligned with this example to identify
the format(s) available and to determine whether the publication is pri-

mary or secondary. ‘

Example:

You are producing an annotated bibliography of GAC and sister agencies’
reports and other publications on cleaning up toxic wastes; the docu-
ment is intended for congressional staff use, for general research in
academia and the private sector, and as a research guide for GA0
evaluators.

This publication will likely be a reference document or a special publica-
tion. The examples given in the matrices for these two categories show
that this document is more like GAO bibliographies. It should, therefore,
be bound in a brown and white cover (cover 2) with a text B format.

Given its wide external audience, presumed long shelflife, and relative
importance compared with others in the same publication category, the

document would likely be classified as primary, thus having a cover
with white letters and a brown background.
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Matrices

I. Audit and Evaluation Reports
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Il. Policy, Guidance, and Standards
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in the Federal Government
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lll. Legal Decisions and Standards
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|
IV. Training
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Cover 7 8Y: x 11, Prepublication Cover
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Secondary Publication, Colored Type
Notes/Special Considerations
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C. Brochures
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D. Single Sheet Fliers
The GAO Learning Center Special Format .

—_

2 CCD Seminar Announcements Special Format
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VI. GAO Operations
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VIl. Special Publications
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publications in conformance with the GAC

Special formats which generally present
standard (no color specified)

Annual Report

2 GAO Review

3 Comptroller General Special Reports

4 Recruting Matenals
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Color Codification

The table below lists the respective PANTONE®* Colors which may be
used in lieu of the GAO standard publication colors. For the PANTONE
Color Standards, refer to the current edition of the PANTONE Color
Formula Guide.

Note: The colors shown throughout this manual are not PANTONE Color

Standards.
PANTONE Color Reference for GAO |
Standard Publication Colors Publication Category Code Name PANTONE Color
| Audit and Evaluation Reports G 10 GAQ Blue PANTONE 285U
G11 GAOQO Red Border PANTONE 185U+
Il. Policy, Guidance, and G20 GAQO Gray PANTONE 409U
Standards G21 GAO Salmon PANTONE 166U
G22 GAOQ Yellow PANTONE 108U
Il. Legal Decisions and G 30 GAO Red PANTONE 187U
Standards
V. Training G40 GAO Green PANTONE 362U
V. Reference G 50 GAOQO Brown PANTONE 463U
VI. GAO Operations G 60 GAQO Mustard PANTONE 131U

“*Note' Ink color 1s for border only; classified report covers will continue to be printed on gray paper stock.

*Pantone, Inc.’s check-standard trademark for color reproduction and
color reproduction materials. .

Page 42 Visual Communication Standards



Production Specifications

Page 43 Visual Communication Standards



Production Specifications

. This section contains detailed production specifications for GA0’s publi-
Introduction cations and presentation materials. It is divided into eight subsections:

« Covers,

« Text,

+ Graphic Components,

« Stationery,

« Envelopes,

+ Forms,

« Presentation Materials, and
- Grids and Fonts.

The first seven subsections each contain the following:

1. A page of general rules and guidance that apply to the elements in the
subsection. For example, the Text subsection explains that typeset text
is ITC Century and gives the specifications for using the typeface.

2. A page of illustrations showing he principal publication or elements .
covered in the subsection. For example, the second page in the Covers

section shows the cover styles and corresponding numbers that refer to

them in the publications matrices.

3. Pages of examples with annotated specifications. For example, a
sample text page has call-outs specifying the selection and placement of
type and a superimposed grid that shows how the standard page format
is maintained.

When planning a publication, always refer to the publications matrices
first to determine the appropriate cover type, cover color, text format,
binding, etc.

The following information answers general questions about the visual
communication standards.

: : GAO publications come in three sizes: 8/2 x 11 inches, 5% x 8% inches, or
P,Ubhcatlon and Page 4 x 8V% inches. Stationery and other single-sheet material are 82 x 11
Size inches and 5% x 8% inches. The publications matrices indicate which

sizes are appropriate for each category. Other sizes are used only when
a specific functional need exists.
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Binding

Production Specifications

Most Gao publications are saddle-stitched or perfect bound, depending
on the number of pages. Longer documents require perfect binding.
Because it is costly, loose-leaf binding is used only for publications that
require continuous or frequent revisions or additions.

Binding Types

Typesetting Versus
Typewriting

e e |

Saddle-stitched Perfect Binding Loose-Leaf

The publications matrices indicate which GA0 publications are typeset
and which are typewritten. This distinction ensures that GAO’s publica-
tions are produced according to government printing regulations and in
the most effective, consistent, and economical manner. As a rule, publi-
cations targeted for internal audiences only are not typeset.

When the publications matrices do not address whether to typeset or
typewrite a particular publication, the originator of the publication con-
fers with the Office of Publishing and Communications to determine the
appropriate method. Factors to consider include audience, purpose,
agency impact, shelf life, quantity, and anticipated need for revisions or
additions.
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Production Specifications

Material Not Covered While the standards in this manual address the majority of Gao’s publi-
cations and visual materials, they are not all-inclusive. Because GA0 gen-

by the Standards erates a wide variety of written products, providing standards or
detailed specifications for each of them is not feasible. However, design
and production staff, and others involved in the preparation of GAO’s
written material, are expected to follow the basic principles of the stan-
dards to maintain the integrity of GAO’s visual identity.

Exhibits Displays and GAO’s exhibits, displays, and posters vary greatly from project to project

? ? and subject to subject. For this reason, no standards or specifications are

Posters provided for them. The degree to which they conform with or vary from
the standards is determined at the time they are designed.
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Covers

: This page provides general guidelines for designing all of GAO’s publica-
General Information tion covers. The opposite page illustrates the range of standard cover
formats. The remainder of the subsection provides specifications for
front and back covers and spines. To determine the appropriate format
for a publication, refer to the matrices on pages 35 to 41.

All typography is ITC Century Book or Bold set in the point sizes,

Typography leading, and weights indicated in the specification pages. Upper- and
lower-case letters are used unless otherwise noted. All type is set flush
left, ragged right. Because typography in GAO publications is tightly
spaced, kerning may be necessary for critical letter combinations, such
as VA and TA.

The fonts on page 169 are to be used. The ITC Century letter and line
spacing must be maintained.

All covers are typeset with the exception of intradivisional products and
prepublication advance copy/draft covers. The GAO acronym and the .
spelled-out agency name appear on all publication covers.

Format Standard format grids show the location of type and graphic elements.
A reference grid is positioned over the sample covers in this subsection
to show vertical and horizontal alignments. For full-sized grids see pages
170 through 174.

: s . Bindings are perfect-bound, saddle-stitched, or loose-leaf. Loose-leaf
Blndlngs and Spmes binders and lengthier documents that are perfect-bound have informa-
tion on the cover and spine. The number of pages determines the proper
size for the spine. For spine specifications see pages 54, 59, and 65.

Color Seven different cover colors distinguish the major publication cate-
gories. Primary publications use a colored background with white
typography. Secondary publications use a white background with
colored typography. The standard colors for each type of publication
are shown in the matrices, pages 35 to 41.
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Covers

Cover Formats
United Statea Gi Unitrd Stares General Accot Office. Unitad States Ge 1] Office
eed Re; Addressee N Exceed Addrs GAO Dwv Offi
== MAINTITLE SECRET === Publication Title
Publication Title Not to (U) MAIN TITLE Not to Exceed
Exceed Five Lines Five Lines
Publication Title Not to
Exceed Five Lines
Timahoreed Docosir St o Crminal Sancons
Qasufied by
Declasmly on.
P oy e
Cover 1 Cover 2 Cover 3
GAO B
GOt G0 e &0
Line~
mees Pyblication Title = MAIN TITLE == Publeaon Tk
Not to Exceed Five Publicanion Title Not :I"I:’ xoeed Five
Lines to Exceed Five
Lines
&
b ettt s
Cover 4 Cover 5 Cover 6 Cover 7

Note. Dummy type serves only to indicate correct type placement

Page 49

Visual Communication Standards




Cover1l-8%x11

Agency name
12pt, Bold, 3pt base to rule

Limd States G 1A ting Office

GAO acronym
36pt, Book, all caps, 31pt rule to base

ﬁAO

ddressee Block Not to Exceed
ive Lines

Addressee
20/20pt x 30p1, Book, 20pt rule to base

onth and Year

Publication date
12pt, Bold, 14pt rule to base

Main title
36/36pt x 30p!1, Book, all caps, 31pt rule to base

Publication title
36/36pt x 30pi, Book, 60pt base to base

Seal
6pi dia, 6p! base to top

Thin rule
¥ept x 45%2pi.

ublication Title Not to
Fxceed Five Lines

8A0/DIV-YR-NO.

Report number
12pt, Bold, all caps, 14pt rule to base

Note. This example 1s not full size.

Note. Dummy type serves only to indicate correct type placement
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Cover 1-8 1% x 11, Back Cover

Permit
12/12pt, Book, centered, 14pt rule to base

‘nited States

Return address
12/12pt x 14¥2p1, Book, 14pt rule to base

neral Accounting Office
Washington, D C 20548

Official Business
&enalty for Private Use $300

Penalty
12/12 x 14¥%p1, Book, 1 line space

First-Ciss Mail
Postage & Fees Pard
GA

0
Permut No G100

i ¢

Thin rule
Yopt x 45¥ep.

Note This example 1s not full size
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Cover 1 - 8%2x 11, Inside Front Cover

Thinrule
Yapt x 45¥pi

Note' This example Is not full size.
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Cover 1 - 8%2 x 11, Inside Back Cover

Thinrule
Yhpt x 45¥pi

Request copy
11/13pt x 30p1, Book, 13pt rule to base

—@pst Office Box 6016

Requests Tor copies of Gao reports should be sent to
U'S General Accounting Office

Garthersburg, Maryland 20877

Telephone 202-275-6241

The first five copies of each report are free Additional copies are
$2 00 each

'There 1s a 25% discount on orders for 100 or more coples mailed to a
single address

Orders must be prepaid by cash or by check or money order made out to
the Superintendent of Documents

Note This example I1s not full size
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Cover 1 - Spines for 82 x 11
Perfect-Bound Publications

¢
GAQ acronym 4pi
12pt, Book, all caps, flush base with first textline Pl
L] ¢
GAOQ acronym < =
12pt, Book, all caps, centered in spine-width
9Vapi.
Main title
12pt, Book, all caps, centered with pub title in
sp|r-1e-\fwdth o W Ye—
Main title g = =
12pt, Book, all caps, centered in spine-width E 3 E
7 Z
=] T 2
z
2
E 3
E} H
= 5
%‘; 5
3
2
¢
Publication title £
12pt, Book, 2em from main title ‘.:._
s
Publication title E
12pt, Book, 18pt base to base
Report number
12pt, Bold, all caps, flush base with first textine
o
Report number 5 <
12pt, Bold, all caps, centered in spine-width % %
B 5
z Z
e e
4pi.
X 11 ¥ X1

Note These examples are not full size

Note Dummy type serves only to indicate correct type placement .
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Cover 2 - 82 x 11, Classified

Agency name
12pt, Bold, 3pt base to rule

ited States General Accaunting Office

GAOQ acronym
36pt, Book, alt caps, 31pt rule to base

eport Addressee Not to Exceed
ive Lines

Addressee
20/20pt x 30p1, Book 20pt rule to base

Publication date
12pt, Bold, 14pt rule to base

K

Classification
48pt, Bold, all caps, 38pt rule to base

(0) MAIN TITLE

Main title with classification abbreviation
36/36pt x 30p1, Book, all caps, 5pt base to base

Publication Title Not to

Publication title
36/36 x 30p1, Book, 5pi base to base

Classified band
26pt vertically, 2p1 horizontally

#.xceed Five Lines

Seal
6pi dia, base to top

‘National Secunty Information™
Rwuthonzed Disclosure Subject to Criminal Sanctions

Special notations
11/13pt x 30p1, Book, 43pt bottom to base

Classified by

Declassify on

Classification
48pt, Bold, all caps. 6 pt base to rule

Thin rule
Yapt x 45¥2pi

Report number
12pt, Bold, all caps, 14pt rule to base

SECRET

Note This example 1s not full size

Note Dummy type serves only to indicate correct type placement
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Cover 2 - 812 x 11, Back Cover

Tlease do not return this document to GAO.

Thinsle

Yopt x 45Y2pi ach recipient is responsible for destruction of this
ocument according to applicable regulations.

rmerly Restricted Data

Special notations
11/13pt x 30p!1, Book and Bold, 13pt rule
to base

Gaasfotor CONFIDENTTAL

48pt, Bold, all caps. 38pt rule to base

Classified band
26pt vertically, 2pi horizontally

Classification
48pt, Bold, all caps, 6pt base to rule

Note This example is not full size.
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Cover 2 - 8% x 11, Back Covers

|
Types of Classified Back Covers. Each

Tyne Can Have Either a “Confidential”
or “Secret” Classification.

Vicase do not retuen this document to GAD Picsse do not eturn thas document ta GAO
Esch recprent b responsile or destructon of ths Bach recipient s responsile for destrucion of thss

document accordind to apphcsble cefulations. document sccordung @ spplcable regalatians

Na Porelgn Disseminasion Formerty Benricted Date
MNOATETINEATTTTAT NORMTDTINEARTTTAT
VN LDLIN 1 1AL \WVAIWILVILES Vs M

CONFIDENTIAL CONFIDENTIAL

No Foreign Dissemination Formerly Restricted Data

Please do not retarn this document to GAO Please do not return this document ta GAO.

Each recipient s responsible for destructian of this : Each recipient x respunsible for destrzction of this
document aecording to spplicable regutations. . document according to applicable regutations.

¥o Foreiga Dissemination
Formerty Restricted Datx

CONFIDENTIAL§ § CONFIDENTIAL

No Foreign Dissemination Unqualified
and Formerly Restricted Data
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Cover 3-8%x 11

Agency name
12pt, Bold, 3pt base to rule i ing Office

ﬁ AO Addressee or GAO Division or Office
|

GAO acronym

DLt Dml, Al s 4
Q0PI DUUK, dll Cdps, 9

Mame Not to Exceed Five Lines

Addressee or GAO division name
20/20pt x 30p1, Book, 20pt rule to base

o e v Publication Title
zggécité%r;:iggld’ 38pt rule to base NOt tO Exceed
Five Lines

Thinrule
Yopt x 45¥api.

—@ub. 7 Optional

Publication number
12pt, Bold, 14pt rule to base

Note: This example is not full size

Note: Dummy type serves only to indicate correct type placement. .
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Cover 3 - Spines for 872 x 11
Perfect-Bound Publications

GAQ acronym api
12pt, Book, all caps, flush base with first text line. ’

(o)
GAO acronym ¥ ©

12pt, Book, all caps, centered in spine-width

9¥opi.

Publication title
12/14pt, Bold, centered in spine-width

|

Publication title
12pt, Bold, centered In spine-width

SOMIANOY JAI359Y WNIOIIDY J1BIENS JO SOy
BAL0Y U SMOJ, PINUEdUI0dDY 10§ SUB|] IMIO] 1TV

Publication number
12pt, Bola 1usn base with first text ine

Publication number
12pt, Bold, centered in spine-width

7ON I 'I°A

1-28-0dOGOVD

4pi.

—J

Ya X 11 ¥ X11
Note These examples are not full size

Note Dummy type serves only to indicate correct type placement.
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Cover 4 - b5 x 8V%

Agency name
9pt, Bold, 3pt base to rule

Y .

GAO acronym
24pt, Book, all caps, 20pt rule to base

Addressee or GAQ division name
14/14pt x18p1, Book, 13pt rule to base

Publication date
9pt, Bold, 10pt rule to base

dd GAQ Divisi
A0 Office Name Not to Exceed Five
T ines
te Optional Publication Title
Not to Exceed Five

Tines

Publication title
24/24pt x 18p1, Bold, 20pt rule to base

Thin rule
Yopt x 27Vapu.

Publication number
9pt, Bold, 10pt rule to base

Note. This example 1s not full size

Note: Dummy type serves only to indicate correct type placement.
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Cover b5 - 4 x 872, Executive

Summary Brochure

Agency name
8pt, Bold, 3pt base to rule

GAQO acronym
24pt, Book, all caps, 20pt rule to base

Addressee
10/11pt x 13p1, Book, 11pt rule to base

First-Class Mdil

| @ostage & Fees Pard
GAO
Perngit No. G100

Permit
12/12pt, Book, centered, 14pt rule to base

:

Tessee BIOCK MO XC
e Lines

niE and Year

Publication date
8pt, Bold, 10pt rule to base

Main title
18/20pt x 13p1, Book, all caps, 16pt rule to base

Seal
4pidia, 3pi base to top.

Publication title
18/20pt x 13p1, Book, 30pt base to base

Thin rule
Yopt x 47pi

Penalty
12/12pt x 14¥2p1, Book, 1 line space

Return address
12/12 x 14¥2p1, Book, 14pt rule to base.

General Accourjting Office
Penalty for Private Use $300

(Washington, D C 20648
Official Busine@s

Uniteg States

Report number
8pt, Bold, all caps, 10pt rule to base.

Note This example is not full size

Thinrule
Yaptx 21pI

Note: Dummy type serves only to indicate correct type placement.
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Cover 6 - 4 x 84, Standard Brochure

Agency name w
8 t, BOld, 3pt base to rule ressee o IVISION Or 1
p p — E o ﬁAO ‘:‘%f Na;ei\iﬁ&%xweg Five

GAO acronym =2 o !
24pt, Book, all caps, 20pt rule to base g=2s

530:
Addressee or GAO division name £3 E oo wblication Title
10/11pt x 13p1, Book, 11pt rule to base % ot to Fxceed Five

ines

Permit
12/12pt, Book, centered, 14pt rule to base

Publication date
8pt, Bold, 10pt rule to base

Publication title
24/24pt, x 13p1, Bold, 20pt rule to base.

Thinrule
Yopt x 47p.

Penalty
12/12pt x 14p1, Book, 1 line space.

Return address
12/12pt x 14pi, Book, 14pt rule to base

i@ Office

Thinrule
Yaptx 21p1.

General Accounti
Washington, D.C. 20648
Penalty for Private Use $3@

United States
Official Business

b # Optional

Publication number
8pt, Bold, 10pt rule to base

Note. This example s not full size

Note: Dummy type serves only to indicate correct type placement.
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Cover 7 - 8%2 x 11, Prepublication Cover

Agency name
12pt, Bold, 3pt base to rule

GAO acronym

AL d Dl all mmimn 7
WOPL, DOUR, dll Ldps, o

)
]

Addressee
Typewntten.

Publication date
Typewritien.

Hub-Title (72 character iumit)

?

Main title
Typewritten, 18 character limit.

Publication title
Typewritten, 72 character limit.

Seal
6p1 dia, centered

Special notation
12pt, Bold, Bpt base to rule

A‘m copies of this document will be available shortly.

Thinrule
Yapt x 45Y2p1

<

Note This example is not full size.
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Cover 8 - Binder Spines

Head space
9'pi rule to rule.

Agency name
13pt, Bold, 3pt base to rule.

1

h;ummg&nmh% Office

GAO acronym
38pt, Book, all caps, 32pt rule to base.

GAO

Addressee

22/22pt x 35pi, Book, 20pt rule to base.

lTot to Exceed Five Lines

dressee or GAO Division or Otficé Name

°

Publication date
13pt, Bold, 15pt rule to base.

Fﬁfe Optional

Publication title
54/54pt x 35pi, Bold, 42pt rule to base.

Thin rule
Yept x 53pi.

Publication Title

Five Lines

ot to Exceed

Publication number
13pt, Bold, 15pt rule to base.

[l‘b_.m———

Note This example 1s not full size

Note: Dummy type serves only 1o indicate correct type placement.
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Cover 8 - 114 x 11%%; Binder Spines

O 13¥%pi.

L ) o) —
GAO acronym % %
20pt, Book, all caps, flush with first title ne
9¥2pi.
_—Q

Publication title
20/20pt, Bold, centered in spine-width

L86T X X0J suonsond)

L86T X 10] suonsofity
pue Sonss] Joqe] PUE UoTyednps

pUue Souss] I0qe| pue uonesnpy

O

Without brads With brads
Note These examples are not full size

Note Dummy type serves only to indicate correct type placement
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Text

General Information

Format

This page provides general information relating to all text pages. The
opposite page illustrates the range of standard text formats. The

n +tn +1 Fua A3
remainder of the subsection provides sample text pages with full specifi-

cations. To determine the appropriate format for a publication, refer to
the matrices on pages 35 to 41.

The typography for the text pages of all publications, including special
publications, is ITC Century Book unless ITC Century Bold is specified.
Point sizes, leading, and weights are indicated in the specification pages.
Upper- and lower-case letters are used unless otherwise noted. Small
caps are used for acronyms in text only. All text is flush left, ragged
right; paragraphs are indicated by a full-line space; there are no indenta-
tions. For examples of special typographic features, such as quotations,
first- and second-level numbering systems, bullets, and underlining, see
text A specifications, pages 70 and 71.

The fonts on page 169 are to be used. The ITC Century letter and line
spacing must be maintained.

For typographic standards relating to tables, charts, illustrations, etc.,
see the Graphic Components section.

All publications, including special publications, use one of three
standard page formats: a %5-page column, a 3-column page, or a full-
page-width column. To determine the appropriate format for a publica-
tion, refer to the matrices on pages 35 to 41. Standard format grids show
the locations of type and graphic elements. A reference grid is posi-
tioned over the sample texts in this section to show vertical and hori-
zontal alignments. For full-sized grids see pages 175 through 181. In
perfect-bound and saddle-stitched publications, the grid is centered on the
page. For loose-leaf binding a special format is used to accommodate the
ring holes (see p. 94).

A standard hierarchy of type sizes and weights has been established for
chapter titles, subheadings, text, and notes. This hierarchy is shown on
the text specification pages. Rules of various weights help to define the
hierarchy.
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Text

]
Text Formats
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Text A - 8%2x 11, 45-Page Column

Chapter and humber
11pt, Book, 3pt base to rule

Chapter title
27/29pt x 45%2pi, Book, 24pt rule to base

B

ﬂn ;"oductlon

Thick-thin rule
4pt x 14¥2pi, ¥ept x 31pi

)

s
Imony has been our nation’s mech:

n for the orderly transfer of lead-

lership The mnaugural ceremony br]

ng

s together the leadership of the

federal government—Ilegislative, €]

ol

utive, judicial—and the public and

[private sectors as the President-elq

repeats the simple 37-word oath of]

office 1 use since 1789 The mnaug
ipolitical party of the President-ele
[party workers and the public

r
t,

tion 1s also a celebration of the
to be enjoyed and remembered by

Objectives, Scope, and

On February 19, 1981, Senator Wil

13}

3

n Proxmire requested our opinion

on the legality of Department of Di

(DoD) support of certain activi-

Methodology lties associated with the 1981 mauguriation In our April 18, 1983,
Subhead #1 response (62 Comp Gen 323), we stated that much of the pop support
17/1 8pt X 141/2pi, Book, 15pt rule to base. [was without proper legal authonty aJEd that this lack of authority
resuited 1n practices questionable gn policy as well as legal grounds Qur;
response recogrized, however, that DPD’s role was based on longstanding
lcustom rather than law and was undgrtaken with the knowledge and
approval of Members of the Congress We recommended that Congress
establish a clear basis in policy ang ldw for DOD participation in mnau-
ural activities
Bullets ?
2pt, hang left 1pi, center on 1pi mark. ldeveloping an estumate of the cost pf taxpayer support, through federal
lagency expenditures, for the 1985 Inaugural (see app III),
obtaining copies of all federal agencigs’ after action reports (final
- ) N
reports-en arsuppert);
Underscore possible violations of the] Ahti-Defi¢iency Act (31 USC 1341)
1/2pt rUIe' "[tihat any funds available to the Nationpl Park Service may be used, with the
approval of the Secretary, to maintain lgw hnd order m emergency and other
N meoreseen law enforcement situations and| pmergency search and rescue
Quotatlon joperations in the National Park System '
9/11pt x 30pi, Book, 1 hine space
General Purpose Legislation| The National Park Service and U.S| Ppark Polipe are the Interior compo-
anth Apphcability to nents directly nvolved in mnaugurgl getivitieg. Both components rely

Subhead #2
14/15pt x 14%2p1, Book, 12pt rule to base.

Federal Agency Inaugural
Support

upon the provisions found i the Pregidentialiinaugural Ceremonies

Regualations for most of their autk

o1

1ty to participate in inaugural

activities and to expend appropray

£1

funds for this purpose

!The Anti-Deficiency Act provides that an office]

Footnote
8/9 x 30p1, Book, 12pt rule to base.

oremployee of Uruted States gaverrument or the

aavailable in an appropnation or fund for th

or or mvoive either
an appropriation 1s made unless ¢ law

a contract or ebligatfor the payment of

ﬁijnct of Columbna government mnot make or guthonze an expenditure or obligation exceeding an

|Page 4
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Text A - 8% x 11, %-Page Column

CRapter 1
Header trofuction
8/9pt x 14¥2pi, Bold, 12pt rule to base.
Thinrule
1/2pt x 45Y2pi
Text ﬁn 1956, Congress addressed the 1ssup of permanent inaugural legisia-
R tion with enactment of the “Presiderftial Inaugural Ceremonies Act™ (36
11/13pt x 30pi, Book, 13pt rule to base. U SC 721-730) The act, composedl df nine sections, established the gen
eral roles and the responsibilities gf $he Jccic, pic, pop the Department
of the Interor and the District of Columbia but did not preclude other
statutory authorities
partment of the Intertor In 1956, Congress addressed the 1ssup of permanent inaugural legisla-
Subhead #3 T)e tion with enactment of the “Presidenftial Inaugural Ceremonies Act™ (36
12/13p’(=x 14}/2piI BOOk, flush top with text USC 721-730) The act, composedl of nine sections, established the gen
eral roles and the responsibilities ¢f the Jccic, pic, DoD. the Department
of the Intenor and the District of §olumbia but did not preclude other
statutory authorities
@
Paragraph Subsection 721(b 1) defines the tgrm naugural pertod as
1line space
‘the day on which the ceremony of imaugufating the President 1s held the five cal-
endar days immediately preceding suchidah and the four calendar days immedi-
ately subsequent to such day ”
Subsection 721(bX 2) provides for pstablishing a pic for each inaugura-
tion and defines 1t as “'the commutfeei in charge of the Presidential inau-
gural ceremony and functions andjaqtivities connected therewith, to be
appomnted by the President-elect “|The statute does not specifically
define PIC as a public or private enfity and contains no authority for
federal financial assistance to PIC
- .
End of on The D f Def d the N fficial
e Department of Defense transtutted the Navy's official written com
2lne space Agency Comments ments on a draft of this report Navy disagreed that strategic benefits
need to be more clearly demonstratedd Navy noted that the concept and
its principles, which were developgdfin consonance with the Navy's may-
1itime strategy, evolved over a decade of continuous operational assess-
ment of capability and threats of potiential adversanes by various
4 f-the avy nd-structurgGAo believes that information
Acronym on the basis for the strategic homgpdruing plan has now becore avail-
111 3pt. BOOK, small caps. able to the Congress through the bchget review and hearing process ang
by Gao Concerns still exist as to the Hegree to which benefits of the
homeporting plan will be achieved Ga0 beheves that the fundamental
question 1s whether the benefits afe worth the additional costs
Folio é
Spt‘ Bold. age 5 TAO/NSIADS(HE Defense Acquisition Work Fogl
Footer

8pt x 25p1, Boid. Note This exarmple 1s not full size

Note: Dummy type serves only o indicate correct type placement.
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Text A - 8 14 x 11, %-Page Column

Table of Contents, Chapter Report

Chapter title
27/29pt x 45Y%2p1, Book, 24pt rule to base

Contents page number
11/13pt, Book, 19pt rule to base

Subhead #1
17/18pt x 14¥2p1, Book, 16pt rule to base

Thick-thin rule
4pt x 14¥2p1, Yopt x 31p1

Contents listing
11/13pt x 24p1, Book, 34pt rule to base

L
fContents
ﬂExecutlve Summary
Chapter 1 8
Introduction Dbjectives, Scope, and Methodologs] 11
Chapter 2 12
B} Ta il orce Dispersal 12
R Vy s ale T Nc Battlegroup Integrity 13
ationale for New [ndustrial Base Utihzation 17
Homeports [Geographical Considerations 18
Logistics Suitability 19
Conclusions 20
Agency Comments and Our Evaluafion 21
Chapter 3 22
Total Budgeta, Development of Navy Cost Estimates 22
Im f%\l I’}:‘ 5799 Million Program Does Not Appedr to Provide for 23
pact .0 avy's . Full Imtial Operating Capabihty
Strategic Homeporting | Navy Operanions and Mamtenance ingt Other 35
Procurement Costs Understateg
Plan Is Not Clear Navy Identified Costs Not Includedfin{Either the 10C or 36
Enhanced Program Estimates
Other Potential Sigmficant Costs Cqul Have Budgetary Impact 37
Conclusions 38
Agency Comments and Our Evaluatol 39
Chapter 4 40
Comparisons Between Fxasting Ports Would Be Less Costly Than New Ports 40
N d Existi Navy’s Treatment of Reserve ShipsiFyrther Understates 43
€W an isting Cost Differences
IHomeports avy's Basis for Accepting Cost Dffference 44
Conclusions 45
Agency Comments and Our Evaluatjo: 45
Appendixes Appendix 1 Comments From A Secretary of 46
Defense (Acquisition and Logisfics)
Appendix 11 Companisons of Navy Architect and 30
Engineermg Firms' Estimates, Nayy I0C Estimates,
and Navy Enhanced Program Hstimates for Staten
Island and Everett
Page s GAO/NSIAD-86-146 Navy ing Plan

Note. This example 1s not full size.
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Text A-8%%x 11, %-Page Column

|
Table of Contents, Chapter Report

L
Header
8/9pt x 14¥2p), Boid, 12pt ruie to base
Thin rule
Yopt x45%pi
v INJErUCIoT COSts 2t [sZ)
Contents Iisting Staten Island, Everett, and Altprative Ports
Appendix IV Navy Summary Sheet oh Operations and 86
11/13pt X 24pl. Book, 13pt rule to base. Maintenance and Other Procurgnient Costs at Staten
Island, Everett, and Alternative Korts
e ]
Nonchapter listing Tables ér ble21 M Cycle for 8 the E 15
able amtenance Cycle for Shups m the Everett
11/13pt x 24p, Book, 19pt rule to base. Carrier Battlegroup
[Table 2 2 Summary of Past and Proppsed Shiploading by 20
Homeport
Table 3 1 Summary of Navy Homepojting Cost Estimates 24
[Table 3 2 Navy Estimate to Establish|an IOC for West 30
Coast Battleshup Group
[Table 33 Navy Estimate to Establish|an IOC for Gulf 32
Coast Carner and Battleshup Grohips
[Table 4 1 Reductions in Military Candtruction Costs for 41
Staten Island Ships
[Fable 4 2 Reductions in Military Construction Costs for 41
Everett Ships
[Fable II 1 Companson for Staten I§land 81
[Table I 2 Companison for Everett 82
Figures Figure 1 1 USS Nimtz (Carmer) 10
Figure 2 1 Carner Battlegroup 16
figure 2 2 Private Shupyards Doln; I}avy Work During Fy 1984 17
figure 3 1 Staten Island Site 26
figure 3 2 Everett Site 28
Figure 3 3 Treasure Island Site 29
Figure 3 4 Pensacola Site 31
Figure 35 Mobile Site 33
Figure 3 6 Pascagoula Site 34
Figure 37 Corpus Christ1 Site 35
Abbreviation head
11pt, Bold, 13pt rule to base. bbreviations
D Department of Defense
Abbreviation list e2{e} General Accounting Officp
: 0C Imitial Operating Capabihty
11/13pt x 30pi, Book, 26pt base to base G Operabions and Mamtenahe
Folio
8pt, Bold e7 ?AO/NSIADSM% Navy Plan|
Footer

8pt x 25p1, Bold.

Note: This example is not full size.
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Text A - 8% x 11, %-Page Column

Table of Contents, Letter Report

L

Chapter headline

AT IOD A o AN Dl DA sk
£11£9PL X SUPI, DOUK, Z4PLTUIR I

4Contents

Contents page number
11/13pt, Book, 19pt rule to base

] o
Subhead #1 Letter @
17/18pt x 14%2p1, Book, 16pt rule to base "
P P P Appendix I 6
Staty PR Budget for Fiscal Year 1987 7
isti Co: al Reaction to Budget H al 9
%?%w?f;ft: I.'Igoc'k 32pt rule to base Petroleum Reserve Fulr:gruel:sll;]e‘;‘err;jafmlg;ctg e ropos 10
P Ph ey Activities as of March | [BPR Oil Fill Activities i1
31. 1986 Status of SPR 01l Acquisition and Transportation Account 12
’ Storage Site Activities 12
ISPR Test Sale Exercise 19
ISPR Onl Distribution Enhancementg 25|
Appendix II 27
Figures and Table on
the Status of the
Strategic Petroleum
Reserve
Appendix ITT 31
Listing of Prior GAO
SPR Quarterly Reports
Tables [Table II 1 SPR O1l Deliveries by Cridp Type as of March 28
31, 1986
[Table II 2 Status of the SPR il Acqulsition and 29
Transportation Funds as of March 31, 1986
Thick-thin rule Table I1 3 Status of SPR Undergroynd Capacity for Crude 30|
4pt X 141/2D|, Vzpt X 31 pi O1] Storage as of March 31, 1986
G
Figures @Figure I 1 Average Daily SPR Oil Re¢erving Rate 27

Nonchapter listing
11/13pt x 24pi, Book, 34pt rule to base

Folio
8pt, Bold

Lage 4 TAO/B.CEDSG—ISI Strategic

Footer
8pt x 25p1, Bold

Note. This example I1s not full size
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Text A - 8% x 11, 35-Page Column

|
Table of Contents, Letter Report

[
Header
8/9pt x 14'2pi, Bold, 11pt rule to base
Thinrule
¥ pt x 45%2 pi.
@

— bbreviations
Abbreviation head

11pt, Bold, 13pt rule to base. AP American Petroleum Instjtute
ARCO Atlantic Richfield Compan,
Apparently Successful Offerors

Abbreviation listing DoE Department of Energy
11/13pt i K, 21 FEDWIRE Federal Reserve Wire Trgngfer Service
ptx 3OD ! Boo 6pt base to base GAO General Accounting Offide
1&C wnstrumentation and controj work
IFB wnvitation for bid
MOM operations,|and maintenance

OMB Office of Management anfl Budget
PEMEX  Petroleos Mexicanos
SPR Strategic Petroleum Resepve
TELEX  teletypewriter/automatiq exchange
WHA Waik, Haydel, & Associates} Inc

|Pages GAO/RCED86-151 Beserve Quarterly

Note: This example is not full size
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Text B - 82 x 11, 3-Column Page

Reference Format

Budget Function
27/29pt x 45pi, Book, 24pt rule to base.

@

Head space
9%api rule to rule

General Sciex{c

e, Space, and Technology

Budget subfunction
12pt, Bold, 11pt rule fo base.

Title
18/18pt x 45¥2p1, Book, 24pt base to base.

@

General Science and Basic ch

The Office of Science aﬁ Technology Policy: Adaptation to a

President’s Operating Style May Conflict With Congressionally
@Mandated Assignments
@IPAD 80 79, 09/03/80

i Background @ indings an establish a systematic and formal mecha-

Report number and document date
12pt, Book, 6pt base to rule

*GAO studied the Office of Science and Tech-
nology Policy (0sTP) to examune the extent to
'whach osTP has studied the 13 1ssues on
federal organzation and management of sc1-
ence and technology pohcy, and to determine

(GAO found that osTP does not intend to

prepare the mandated comprehensive survey
report. This assignment to osTP placed a large
burden on st and its

fusm for 1dentifymng long-range emerging 1s-
tues and for providing a detached perspective
In screeming outstde proposals for the 0sTP
hgenda. Both 0sTP and the National Science

without s re-

are taking steps to iImprove com-

Subhead
12/13pt x 14Y%2p1, Bold, 11pt rule to base

T eXTEnt [0 WINch OSTP 15 TvoIved [ STate-
gic plannung for science and technology Top
ostp officials believe that the broad

urces The small and active osTp has pro-
fuced no comprehensive report but 2 hist of
its many categorized ding to

mandate for osTe cannot be fully met under
present conditions and operating styles

Text
9/11pt x 14¥2p1, Book, 16pt base to base

@) nttun the Executrve Office of the President
(EnP) osTP management and staff also beheve|
that all their work must be tied to the existing|
pohicymalang process in E0P, because they
have no independent control over any portion|

Of the US POLCYMaKINg SyStent. OSTP Ier-

the 13 1ssue areas The OsTP staff attempts to
gve a strategic perspective to considerations
pf topical or nusslon 1ssues, such as energy
fnd space osTP believes that it 1s not feasible
do more coraprehensive strategic planmng
|nd remarn effectrve m eop It seldom studies
the relationships of 1ssues in the whole con-
text of science and technology in society,

1 plannung and preparng the
Annual Report and the Five-Year Qutlook

Open Recommendations to
Congress

Congress should consider (1) how it and the
psTP Director can best identify and resolve
poncerns about the Director’s choice of oper-
ating style (2) if the osT? legislative mandate
Js too comprehensive, and (3) what other

Thick rule prets 1ts environment as requiring It to be linstead, 1t usually focuses on a2 particular t:al:\f\sonug,h!::\?nllgongres:?‘x;l r:;d; ed
4pt X 451/2p| contnually active i mitiating 1ts work and Imussion 1ssue 1n 1solation from its interachons| by nsTP Y P
then fostering implementaton of its recom- with other national concerns The small size S!t,.atus- Action in process
extensive collzboration with the Office of senior advisors intubit its further mvolvement : P
Management and Budget in the research and lin comprehensive strategic planmung Gao be-
development budget process lheves that, withun exasting constraints, 0STP
TSupporting Space Activities
End of entry Better Management Conirols and ADP Requirements Analysis
2 line space. Can Help NASA Lewis Research Center
®
Title space IMTEC-84-25,09/27/84
8pi rule to rule Background [Findings bize and timung for futuire computer equip-
fment upgrades GAO believes that the solicita
GAO reported on automatic data precessing IGAO found that a recent App sohcitation hion could have had a detrmmental impact on
(aDP) practices at freduced practicable

Acronym
9/11pt, Book, small caps

the National Aeronautics and Space Adrunt-
stration (Nasa), Lewis Research Center

land removed competitive cost advantages po-,
[tentzally held by other vendors Further, the

Center could not determune the appropnate |

and price GAO also beheves that
the Center's management cannot accurately
predict future computer equpment needs

TGAO/OIBM%] Recommendationy

Folio
8pt, Bold @
Footer

8pt x 25pi, Bold.

Note' This example is not full size.
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Text B - 8% x 11, 3-Column Page

Reference Format

—

1 General Science, Space, and Technology

Header
8/9pt x14¥2pi, Bold, 12pt rule to base.

!
|
7

Thin rule
¥apt x 45)2pi

because it has not developed the cost and

Text
9/11pt x 14%pi, Book, 9pt rule to base

performance mformation necessary for a
comprehensive requirements analysis GAO
‘y noted that, although management has taken,
steps to Improve Its management controls and
s process for analyzing its requirements, it

can do more to effectively acqure ADP re-

Paragraph I| sources

1line space
' Open Recommendations to
4 Agenci

Subhead

12/13pt x 14Y¥2p1, Boid. 11pt rule to base

1 The Adminustrator, Nasa, should direct the
Director of the Lews Research Center to

ac

p r

analysss process that will produce appropry

tatus: ACtion In process

The Admurustrator, Nasa, should direct the
Director of the Lewis Research Center to

by ame of day if Center officials determmne
that this control would be cost-effective
Status: Action 1n process

a L%
analysts process that will produce appropr-
ate data for eshmating future needs before

As part of thus process, the Center should
report ADP costs to all computer users so they

are aware of the value of aDP resources

ting new requurements
Status: Action in progress

The NASa, should direct the

upgrades or additonal equipment 1s required.

consumed and can use this data when esimg-

The Nasa, should direct the
Director of the Lewis Research Center to
I a comp: q

analysts process that will produce approprr
ate data for eshmatng future needs before
upgrades or additional equipment 1s requered
As part of this process, the Center should
regularly analyze performance on the newly
acquired BM-compatible computers using th]
acqured hardware morutor and the softwarg
tools that will be available with the new

Recommendation
9/11pt, Bold, 11pt base to base

ate data for esimating future needs before
upgrades or addibonal equipment 1s requirei
As part of this process, the Center should
require top management to validate the comi-
prehensive requirements analysis process

based on mussion needs and available funds.

Drrector of the Lew:s Research Center to

a h q
analysis process that will produce appropr-
ate data for estimating future needs before
upgrades or additional equipment 1s requireq
As part of thus process, the Center should
structure costs of computer operations

systemn software
%mtus. Acton In process

GAO/QIRM-86-1 Recommendatiops

Note This example I1s not full size

Note: Dummy type serves only to indicate correct type placement.
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Variation I, Text B - 8%2 x 11, 3-Column Page

Special Publication

From Satellit
Shuttle and EF
JOAO Evaluat

Article headline
27/29pt x 30p1, Bold

Military’s Rol

ruichard G Herrera

Author’s name
10pt, Bold, 29pt base to base.

Lead biography
9/11pt x 14¥2p1, Helvetica Medium, 12pt rule to
base.

r Herrera who joined GAQO in 1966 s
he manager of the Los Angeles Regional
Dffice audit site at the Air Force Space
Division of Air Force Systems Command,

Unit generalization (thes 1s what Bracht

pnd Glass, 1968, call population validity) 1s
strongest when we make observations on g
probability sample from a

3¢
e

s to Space
pyond:

s the

» in Space

pystems, including space weapons A0, as)
plways, will play a major role in helping
the Congress carry out its oversight re-

the effectiveness

pbout which we want to draw a conclu-
sion In designing the \IT expernment, this
ould have meant drawmg a nationally
Fepresentative sample of low-income
families A decision was made not to select]
such a sample but instead to do “test
bores” in four communities Thus, volun-
keer families iving 1n four New Jersey and
Pennsylvarua cittes became the sample
pnits Further constramts were tmposed
bpon the sample by restmeting 1t to work-
ehgible, male-headed farubes The umt-
sampling decision, while not necessanly a
bad one was one of a senes of trade-off
decisions that severely limited the extent
o which the \I[ results can be general-
ized to populations of policy relevance
fhe work response of work-ehgible, male-
good guide for national policy (Subse-

El Segundo Califorma in that role he fuent “igexpenments in :n.heLr‘IocaJes
plans and directs work (n the Air Force EIPEdTo broaden the of the
Acronym esults )

9/11pt, Book, small caps

and procurement issue areas Mr Herrer:
also serves as the region s Hispanic
Employment manager and is a member o
GAQ s Hispanic llaison group to the

[The Implications of

Subhead
1212pt x 14Y2p1, Bold, 28pt base to base

Assistant Comptroller General for Humar
Resources Hereceved a B S degree in
gccounting from California State
University Los Angeles

?he Military’s Role in Space

kaller
ace lasers, and space stattons—aonce the
rops of science ficion movies—are now
reality So are the implications of the

Text
9M1pt x 14Y2p1, Book, 16pt base to base

1htary’s role 1n space, a subject that has
fuzeled major concern 1t the American pub-
bc, the Congress, and the

pnd efficiency with which these expend:-
tures are made

W presence In space has created im-
poriant, controversial 1ssues that have re-
erved much congressional attention and
fn mncreasing amount of GAG~ resources
Ws DoD. role in space expands and its
space-related budget grows, we can expect
AU mvolvement 1n evaluating mulitary
Bpace programs and activities to increase
further Already, a S-year 1ssue-area plan
has been prepared to direct ¢.a¢ . work

DOD’s Emerging Presence
in Space

Miltary strategists throughout history have
known the mmportance of taking and hold-
ing the high ground Space, termed the ult-|
mate hugh ground, offers an immensely
strategic vantage pomnt from which the US
political and military leadership can com-
mand, control, and commurucate with the
pulitary forces that wall deter or wage war
in the future Parallels are being drawn be-
'ween the development of combat mis-
s1ons for the arcraft of the past and the
spacecraft of today In World War I, for ex-
prple, arrcraft were used first to reconnol-
Yer, then to prevent reconassance (by
shooting arcraft down) then to protect re-

Dver ume, US miltary forces have be-
fcome increasingly dependent on “passive”
control, 1ons, and
Intelligence (also known as “C’[") space
ystems to accomphsh their missions Al-
though the cost of these systems has al-
eady grown rapidly, past investments may
pe d with

P
Expenditures for developing future space

e 32

arreraft, and, finally, to deliver
bombs The development and use of space
Bystems seem headed down the same path
Mhe nation's increasing dependence on
pace systems and their attendant ground
upport systems has led DOD to steadily
increase 1ts investment in them From fis-
pal year 1980 through 1986, for example,
)oh« space-related budget grew from 85 0,

illion to $12 0 ilon The fiscal year 1986

The GAO Review/Winter 1986

Note' This example 1s not full size.
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Variation I, Text B - 8% x 11, 3-Column

Page

Special Publication

Tne Fleet Satelite Communications System provi
&nd Arr Force as well as the Department of Dete]
{US Ar Force photo)

Separating space
22pt base to base

amount includes 83 7 billion sought by the
admtnistration for the President’s Strategic
Defense Initiative, commonly known as the
“star Wars” program

Paragraph
1line space

m . expanding role n space 1s directly
ked to two major shufts m US nuclear
deterrence policy First, in 1980, then-

President Carter revised the nation’s nu-
1 At tude-a-Hewbl

Captions, notes, and sources
8/9pt Helvetica Light, 11pt ruie to base

i
!
|

> 1
sponse to foreign aggression and the !
possibility of fighting a prolonged nuclear -

war, including the capabihty to absorb a

senes of nuclear strikes This policy re-

-that-th 4 i

Separating space
22pt base to rule

G
particularly those considered wital to
strategic nuclear forces—have the capabil-
fty of surviving a nuclear conflict and ac-
romplishing planned mussions

The second stuft in policy occurred n 1983
when President Reagan announced the
I'star Wars™ program This research and de-
velopment program is intended to 1dentify

d develop technologies and systems ca-
pable of defending agamnst ballstic ms-
siles Space systems are essential for such
an effort particularly for detecting mis-
piles, commumnicating with the vanous ele-
ments of the defense system, and destroy-
Ing enemy mussiles

‘k\llhuugh all the military servaces are in-
wolved, pnmary responsibility for develop-
g and operating 14)D« Space programs

!

q global communications for the U S Navy

or researching and developing, acquiring,
d operating mibitary space assets The
Force established the Space Command
1982 to oversee all space operations,

d the Navy subsequently created its own
Space Command More recently, the Pres)-

or dentifying future requirements

OIS spage assets consist of space-based
SIve systems, active systems, and
aunch and support systems Passive satel-

S e ST
o thy ma g ot s

STAR. WARS: SCENARIO FOR SPACE DEFENSE

fravehng through space These active sys-

ite systems that gather and transmit data
and other mformation are used to accom-
lish cnitical commumcations, navigation,
burveillance, and reconaissance misstons
[iven a threat of nuclear war, the National
Command Authorities (1€, the President,
Secretary of Defense, and their authorized
hiternates) will use these systems to re-
erve mformation, deliver mstructions, and
ontrol the escalation of conflict Active
pace systems are weapans designed to at-
lack and destroy objects operating n or

ems include the US anusatellite ¢ A~a1,
eapon, which 1s itended to destroy the
perational capability of satellites, and the
weapons technologtes of the “Star Wars"
rogram

(GAO’s Current Role

fhe National Secunity and International Af
airs Division’s (\s1ab<  Air Foree and
(1 subdivisions and the Information Man-
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@Chapter 1

EXPLANATION OF PRODUCTIVITY PROGRAM CATRGORIES
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related to private sector productivity improvement. In
accordance with your request, we also determined

Paragraph
1line space

--the fiscal year 1983 budget for these programs,
—~whether the programs overlap and duplicate one another, and
--whether coordination exists among the programs.

End of section
2 line space

As agreed with your office, we deferred work on this assign-
ment until the budgets for some programs were settled.

OVERALL EXPENDITTIRES We estimate that the federal government spent over $2.4

ON PRODUCTIVITY billion in fiscal vear 1983 on programs directly related to
private sector productivity improvement, as is shown, by
program category, in table 1.1

Table 1.1:
Expenditures in Five Program Categories

Federal program categories Funds Percent
(thousands)

Technology innovation $1,293,931 33.87
Management and operations 897,371 37.36
Technology transfer 184,796 7.69
Human resources 22,137 .92
Productivity measurement 3,719 .16

Total $2,401,954 100.00

The 5 program categories are explained in appendix IT, and the
full inventory of programs is provided in appendix TII.

Subhead #2
Elite 12 WP, single stroke, all caps, no rule

@PRIOR GAO REPORTS HAVF Prior GAOQ reports have documented that federal productivity
FOUND PROBLEMS programs were not reviewed and evaluated nor coordinated
through a central body.l Our current review found that in
five departments and agencies accounting for 78 percent of the
funds spent in fiscal year 1983, two of the federal programs

Text
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related to private sector productivity were evaluated.

Other Programs Were The other programs, when evaluated, were evaluated by agenciles
ifferent in terms of mission performance with no reference to their

Subhead #3
Elite 12 WP, single stroke, no rule

impact on private sector productivity. OMB budget examiners
responsible for these programs told us they do not routinely

lguch reports include Federal Efforts Regarding Automated
Manufacturing Need Stronger Leadership (GAO/AFMD-83-68,

May 26, 1983) and Stronger Federal Fffort Needed to Foster
Private Sector Productivity (GAO/AFMD-81-29, Feb. 18, 1981).
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processing (ADP) system that provides multiple capabilities.

(C) It has become evident in today's world of automated offices
that the key to protecting data, hardware, and software is for
users and managers alike to develop a security mind-set,
recognizing that information is a critical resource of any
organization. In the case of GAD, this is of particular
significance because of the kinds of information with which we
deal.

(TS) This document establishes security quidelines for the use
of these systems. The policies and procedures contained herein
provide guidance in protecting hardware, software, and
information. The responsibility for this protection extends
directly to you - the end user.

{S) This document is your guide to protecting the systems, the
software, and the information processed on them.

Rules (U) PHYSICAL SECURITY (U) If 2 personal computer or word processor is assigned to you,
Underscore x 90 characters you become the security officer for that system. It is
therefore your responsibility to protect that system and its
data. If you do not have the authority to implement the
following protective measures, you should discuss these measures
with individuals in your organization who do have such
authority. To prevent the loss of hardware from natural
hazards, fire, theft, and malicious acts, the following things
can be done:

{(C) A. VWhen the system is not attended, lock the rooms where
the hardware is located. If this is not possible or
practicable, ask the Office of Security and Safety (055) to
provide a commercially-available locking system to secure the
units directly to a table or desk.

(S) B. Know the people who have routine access to the area.
(TS) C. Supervise the use and maintenance of the system.

(U) D.. Ensure that there is a fire protection system within
the building or room housing the system. An additional
precaution could be the placement of a hand-held fire

extinguisher, preferably a Halon-type, in the room housing the
system.

Page 2 Computer Security Guidelines

STOP SECRET
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Text pnticipated wn 61 Comp Gen 313 (1982) However, in this n
eaving bag unattended in a puphc place was the proxumate cpuse of the loss Presence
10/1 pt x 27V2pl, Book, 16pt base to base f armed police escort stargink nearby does not absolve dgefit of duty to personally
safeguard Governament funds entrusted to his care B-210507, April 4, 1983, dis-
Entry title LA
1,
12/13pt x 27%pt, Bold, 12pt rule to base dvertising
» Commerce Businesk Narly 61
Index page number + |Automatic data professing equipment
* [Orders under abp S¢hedule

12/13pt, Book, flush with first ine of contents listing

|Unreasonable less
[C agency’s decis

Acronym
10/11pt, Book, caps

ADP) and “techy

on
e

ogtly alternative

o 1ssue a delivery order

data

] support services” tu a

lcontractor 1s improper wh
lagency’s intention to place

re

Y AbP S

response to a Commerce Bu

ness Daily notice of the

der would have a

£ss costly alternative but

ffor the agency’s unreasonable évaluation of the costs for the $upport seriices
@
End of entry —
2line space Appropriations
* Availabihity 124
& Plaques
Bu"et F Avenue D € (Pabx ) 3y thstall 2 memonzal plaque

3pt dia, hang left 6pt

and designate a site within!
deceased former chairpers

an
bn

ontrol in honor of a

hrea under its jurisdiction ahd
f the paDt using funds donhte

flto 1t pape has been

une the ch of and ndce

ivested with authonty to de

1ty for its obhigations and

Citation
8pt, Bold

Expenditures and to accep} guts of financial aud from and comply with the
terms thereof. These auth are to free parx] frém restriction otherwise
i60 Comp. Gen.) Page vin Index Digest|
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Variation I, Text E - 5 % x 8 %, Full-Page
Column

Decisions of the Comptroller General,
AR Bhadys N H
micHtmy uigest, Index Section
(€T€ @ STELuTory efpressly applies 0 GO\ Nolaw
. precludes props d by panc Furthermjore, no law precludes
Thln rule Ipapc from designating propert} under its control i honorjof fleceased former
1/2pt x 27¥2pi. @ reren o
-ﬂContmumg resolutipnp 21
« (Current rate of pro; m operations
Paragraph L program op
_1 I TheQffice of Refugee. an fund for refugee.and
ine space lentrant assistance under the fiscal year 1984 continung Mition, musinterpreted
learher decisions of this Office*Current rate” as used m ¢ resolutions refers to
la defimite sum of money rather] than a program level The different result reached in
B-197636 Feb 25, 1980, wag limuted to the unusual facts injthat case
« [Fiscal year 45
* |Availability beyond
« [Travel and transporfation expenses
of an gmp; wansferred in of the Government
[must be charged aganst the appropriation current when Yahg travel orders are 1ssued
B-122358, August 4, 1976 anf 35 Comp. Gen 183 (1955) and other cases inconsistent with
[thus decision are overruled
¢ [fmmpounding 21
+ Lump-sum appropriation
« [Full amount avaiable
* |Allocation
[The Office of Refugee (0Rr} did not impound funds under the fiscal
[vear 1984 so long as 1t made available for obligation the full
1$585,000,000 appropnated for the refugee and entrance assistant account. The con-
tinuing appropr. alump- amount for the refugee and entrant
assistance account, rather than specific amounts for the vanious programs funded by
that account. Allocations specified n the congressional reports were not
binding on the vrs and 1t céuld allocate funds differently g0 Ipng as it did not wathhold
lany of the total $585.000 000 appropnations
* |Restrictions
'The only exception for advaincp procurement of Eow itemg s found i 10 US C 2306(h)
used to pay for prugram 1butable to the year or yeats for which the appropn-
lation was made available, unless the Congress provides af exception to its apphcation
but the exception is limited to procurement of items The Dffice of Refugee Resettle-
congressional comrmuttee repdrts were not binding on thejorR and it could allocate
funds differently so long ad it did not withhold any of the fotdl $585,000,000
appropnations
Folio
8pt, Bold
hsn Comp Gen ] M dex Digest|
Footer
8pt, Bold

Note This example Is not full size
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Text F - 4 x 8%2, %3-Page Column

Chapter and number
8pt, Book, 3pt base to rule

Chapter title
16/18pt x 21p), Book, 14pt rule to base

e Administfation’s Proposed
Change to the Pricing of FMS
Craining Wi

d Increase U.S. Costs

Bould Tncrease 'S Coste

Header
6/6pt x 7p1, Bold, 8pt rule to base

|

Thin rule
Yopt x 21p1.

e IO S Brnnoed

ould eliminate the current multitier pri
Ing ~tructure on the sale of tramung an
ermit You have been designated an auth
rized s ouner for the LS General
<eounting Office This pamphlet bas been
eveloped to dssist you In < arrving out tHe
uties of a courier by providing vou with
he pracedures and rostrictions congerning

Subhead #2
10/11pt x 7p1, Book, 11pt rule to base

Fhe handcarrying of «lassified information
dl nat be resorted to unt all other more
+cure methods transmission have heen

onwidered and determmed be imprac tical

End of section
2 line space

bjective,
Bcope, and

Subhead #1
12/13pt x 7pi, Book, 11pt rule to base.

Methodology

¢ ol government 1 gster mail opira
1onal needs and 6 Critecal siRuatmns

re all areas which must be assessed prior
o handuarrying cassified information 1 1t
pas been determined that handearevng s
he only practecal method of Gransmissin
bf lassified information the tollowing
quirements must b met the material
nust he doubled wrappud and addressed

TR STV IS Ty S PrOpoSes
ould eliminate the current multiticr pri
Ing structure o the sale of traming an
bermin You hase been designated an auth
r1d courier for the LS General
ceountng Office This pamphlct has been
fleveloped 10 assist v 10 ¢ arPing out the
uties of a courier by providing vou with
he prscedures and restrictions Concerung
lassificd | information

ederal
nvolverment

@tore L S Tranmg

Subhead #3
8/9pt x 7p1, Book, flush with top of text

T T W G AT TR O 3T T
LAD Information Security program

Vhen ¢armang (assified intormation you
st have an official GAO picture Wennti
ation card credential and a current vahd

Paragraph
1 fine space

uthorized caurier letter o card When
ande arnng < lassificd information aboard
omuuercial areralt you are t progess
hrough airhne ticketing and hoarding
procedures in the same manner as all

he handearmang of «lasified informanion
il ot be resorted 1o untd all other more
v ure e thads transmission hasd been
onmade redd and dets rmaned be impraccal
1 4 has been detdmined that hande arry
it 1~ the only practcal method of trans
nessian of assified mtormation

he: Sollow b T equireme ts must by met
I material must be doubicd wrapped

nd addre ssed 1 accordance with GAGQ
Drder 0930 1 GAO Iptormation Securiny,
brogan

VI 1t ¢ a Png lassifie d information vou
nust have an offical GO pictare ide nuf
ation card «redental and o current valid
uthorized s ourier letter or «ard

o

Fxmclusmn

Thick-thin rule
3pt x 7p, Vapt x 14p1

TTHPT PESPTRPTS A ST T Te-Thasstfted
aterial shatt be maintained by the office
o which vou are attached and your dests
dtion shall be alerted ta vour estimated
e of arrnal [F 1t has been determine d

hat bandcarmyang is the only practical

Text
8/10pt x 13p1, Book, 10pt rule to base

wihod of transmission of ¢ lassified

Folio
6pt, Bold

ﬁlle o Pub No Maun Tid

i he n handyarming classificd information
board commercial aircialt vou are to
ren (s through airhne tketing and
warding procedures in The same mannet
s al) other passengers A st of the class:
ied material shall b maintained by the
ffice to which vou an attached and vour
Hestination shall b alerted 1o your esti
nated time of arrival

fage no *ub N0 Main Tilel

Note This example 1s not full size

Footer
6pt, Bold

Note. Dummy type serves only to indicate correct type placement.
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Text G - 4 x 8%, Full-Page Column

Header
6/6pt x 7pi, Bold, 8pt rule to base

L

L

rime, Abuse, and the Computer:

Chapter title
16/18pt x 21p1, Book, 14pt rule to base

e Problem and the Federal
Experience

Author’s name
6pt, Book, 4pt base to rule

Eames R Gall

pter 4
barsements

UalZ digdng. Trojan Rorses Logic bombs 'Trap donts
balamy techruques These terms part of the growing language of
romputer crime, mirror the dramatic image of today’s high-tech informa-|
0 systerns and reflect the techumeal of many people why

mEernal machine Are Whal many heaple enISIon as comp:
lerime Some experts, however, include such widespread practces as
froraputer-directed junk mail advertising and potential infringements on

Thinrule
Yopt x 21pi

mususe computer systems Besides the vast proruses of benefit for
humanty today's hugh-tech information systems bring the promuse of
hew problems, ranging for simple thefts that leave no clues to Orwellian
Wsions of an all-knowing Big Brother The dramanc increase i computer|
along mith the easy accessibility provided by expanding

Text
8/10pt x 21p1, Book, 10pt rule to base

letwork services, will shortly bring the toals to commut computer crime
within everyone’s reach Although most experts agree that computer
Jususe 15 2 problem, no one knows the magnitude of tt, and few agree on
pxactly what 1s the problem The federal government, with aver 16 (K
[najor computer systems, is greatly affected by computer cnime ! The

f computer. n and

[privacy as computer crume Although a uriversal definstion of computer
lenime 15 elusive, there 1s Little doubt that 2 problem exists It s difficult
fobtain reliable data on computer-related cnmes becanse they are not
freported as such One expert testfying before a Senate Subcommuttee

{Although the prevalent form of computer misuse 1s the unsophisticated
tampering with nput data (data diddhng) some of the more sophust-
cated and attacks on computer-based systems are

{below

uperzapping is using special programs to secretly alter data during

Bullet
2pt dia, hang left 6pt

the many ways these systems can be misused make 1t ncreasingly
jmportant that federal auditors understand how computer systems can
be misused and what can be done to counter and control such threats
Fhus article addresses the need for computer cnime awareness by

1} exploring the concept of computer cnme, (2) discussing major

jprocessing The name denves frum an IBM system that controls internal
fmachine usually reqr ext
fof the detatls of machine operations and 1s generally difficult to
faccomplish and difficult to detect

yan horses refers to covertly inserting computer INSructions i a
%me For example, surreptitiously putung instructions in a computey

Underscoring
Yapt rule.

roblems GAU hias Tound in federal system secunty, (3}
possible future and(4)

Fesponses

Qurpnsmgly, n 1980, witnesses testfied before the L ongress that com
uter cnme was exaggerated and was not significant enough to warrant

Paragraph
1line space

passage of a federal computer cnme bill then under consideration 2
However, mvestgations by Senator Abraham Ribicoff's Lommttee on
Government Operations, as far back as 1976, found not only that federal
Fomputer systems were surprisingly vulnerable to fraud, but also that
|aw enforcement officials felt handicapped by laws and procedures that

End of section
2 line space

kvere inadequately designed tv address computer cnme Part of the
fufference in opuuon on the senousness of computer crime comes from
barying concepts of what constitutes computer crime

@

at Is Computer Crime?

Subhead #1
12/13pt x 21p1, Book, 12pt rule to base

begm with any attempt to define computer crime i terms that reflect
e diverse ways that today s systems can be musused will likely fail
ple who work with hugh-tech information systems have vastly
iowever, other experts see it as nvolving commurucations facilitzes,

Text
8/10pt x 21p1, Book, 20pt base to base

o , and software re-

¢I.(! 16 40th ﬂhl

[program that will direct payroll check pninting to cause the system to
hssue itheit checks in certawn situations 1s a common form of trojan
lhorse Usually, troyan horses usually require detaded knowledge of
lapplication programs and, in lengthy programs can be difficult to detect
+ lLogc bombs refer to illicitly built-m mstructions imbedded 1n 2 program|
fthat cause an action 1f specified s ur For example,
fa prograrmer may put an instruction in a payroll program that wonld
lprogram features to produce an undesired result Like superzappmg,
lhighly trained pr with detailed of the

kystem are required to perform thus kind of actvity

pn Oversight of Government Management on October 25 1983 stated
Ehat, “No one knows the extent of computer cnme and abuse™ One
Feason for this 1s that much of the damage resulting from computer
Jrususe cannot be quantified According to two articles? on computers,
of losses related to computer msuse for both pnivate and
public sectors range from $40 mullion to $3 billlon Losses in 100
rorputer-related cases reported i 1981 totaled about $100 milbion
lithough extremely broad, available estimates may be far from an
pccurate assessment because of underreporting For example, according|
a GAO report (FGMSD-76-27, Apr 27 1976) the Department of
Defense esmates that only 20 percent of its overall losses are reported
Robert H Courtney, Jr, a computer expert, testifying before the above-
fnentioned Senate subc ommuttee, said that only 10 percent of detected

lated comes are formally

lPue 16 & HA I

Folio
6pt, Bold

Note' This example 1s not full size.

Footer
6pt, Bold
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Text H - 8%2x 11, Page for Binders

Left Page

Chapter title
27/29pt x 42v2p1, Book, 24pt rule to base

dext

Thin rule
Yapt x 42Y2p

Subhead #1
17/18pt x 13¥zp1, Book, 15pt rule to base

?Eneral Information

Thick-thin rule
4pt x 13%pl, Vopt x 29p1

[TRis page provides general informat
oppostte page 1llustrates the range pf
remainder of the subsection provides
ications To determine the appropratel
ithe matrces on pages 35 to 41

fn relating to all text pages The
standard text formats The

sample text pages with full specifi-
format for a publication, refer to

Typography

[The typography for the text pages pf

Text
11/13pt x 28pi, Book, 13pt rule to base

#ub]lcatlons, 1s ITC Century Book unl
oint sizes, leading, and weights ar¢ 11
[Upper- and lower-case letters are uge
caps are used for acronyms in text pn
rght paragraphs are indicated by a f}

all publications, including special
pss ITC Century Bold 1s specified
hdicated in the speafication pages
i unless otherwise noted Small

y All text 1s flush left, ragged
till-line space, there are no indenta-

itions For examples of special typogr:

phic features, such as quotations,

first- and second-level numbering sys
text A specifications, pages 70 and [71)

Paragraph
1line space

'The fonts on page 169 are to be used
lspacing must be maintamned

[For typographic standards relatingto|
6ee the Graphic Components section

End of section
2 Iine space

ems, bullets, and underlining, see

[The ITC Century letter and line

tables, charts, llustrations, etc,

Format

|All publications, including special pub

lications, use one of three

standard page formats a %-page cglu

mn, a 3-column page, or a full-

[page-width coluran To determune the

appropriate format for a publica-

tion, refer to the matrices on pages 35

to 41 Standard format grids show

the locations of type and graphic el
tioned over the sample texts in this se
zontal abhgnments For full-sized grids|
Ibound and saddle-stitched publication

ts A reference grd 1s post-
ction to show vertical and hori-
see pages 175 and 181 In perfect-

For loose-leaf binding a right- and left
date the ring holes (see p 94)

|A standard hierarchy of type sizes pny
chapter titles, subheadings, text, and
ithe text specification pages. Rules of
lhierarchy

s, the grd 1s centered on the page.
-page format 1s used to accommo-

d weights has been established for
notes This hierarchy is shown on
arious weights help to define the

Folio
8pt, Bold

gage 68

@.c Standards|

Footer
8pt x 23p1, Bold
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Graphic Components

General Information

Seven graphic components are addressed in this section: tables, bar
charts, pie charts, line charts, organization and flow charts, illustrations
and maps, and photographs. Because of the specialized nature of the
graphic components, each category has its own subsection with detailed
specifications. The section on graphic components begins with five
pages of illustrations showing the materials used to prepare the graphic
components, examples of the various graphic components, and the way
graphic components may be placed on the page.

Typography

All type used with graphic components is Helvetica Medium or Helvetica
Light, set in the point sizes, leading, and weights indicated in the specifi-
cation pages.

The fonts on page 169 should be matched to ensure compliance with the
visual communication standards. Upper- and lower-case letters are used,
and alignment is flush left, ragged right unless otherwise noted.

Mlustrations

[Nustrations must be contained and aligned in the page grid and can
range in size from a 1/3-page column to a 2-page spread (see pp. 100 and
101).

All artwork and type must be created in the correct size for the final
printed product and not enlarged or reduced to fit. Screens and tapes are
used as indicated in the specification pages. Bar charts, pie charts, and
line charts are shadowed. The horizontal shadow is 11 points thick.
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Graphic Components

Format Screens
(Tint screens to be used pnmarily in bar
charts and illustrations)

White 42 5 Line Dot Screen 42 5 Line Dot Screen 42 5 Line Dot Screen
20% (7022) 40% (7024) 60% (7026)

42 5 Line Dot Screen
80% (7022W)

This 1s a 20% white dot screen over 100% black

. Line Pattern and Symbols ]
(Line patterns are to be used primarily in
lne charts. Do not ink the lines within line Line Patterns and Symbols Format Chartpac
charts.) 8002A 2pt BGG2M 2pt.
- 8004A 4pt BGG4M 4pt
e — 9102A 2pt G2PTM 2pt
1 1 r 1 1 I I I} 9104A 4pt G4PTM 4pt.
— — —— e — . — 3201B 2pt BG3122 2pt
(g 30 30 B0 B0 BQ 32028 4pt BG6222 4pt
FEssEEseeEESEEEmsmsEsaEmEmans 3001B 2pt. BG3120 2pt
AENNERRANRNERNRNNENNNRENANRAE 3002B 4pt BG6200 4pt
sececsstaerassrranesertoansra: 7008K 2pt TL814M 2pt.
00000000000 0000000s000000s 7010K 4pt. TL844M 4pt.
6430 1/2pt. (sheet) TL870M 1/2pt. (tape)
1080B (white tape) BG3110M (white tape)

6431 1pt. (sheet)

_____________________ 7001K 1pt. (Org and Flow Charts only)
6432 2pt. (sheet)

5003A 2pt Crepe tape (sohid line)
.| 5007A 4pt Crepe tape (solid ine)

. ® O ® O A A 6619
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Graphic Components

Examples of Graphic Components

|

Gross Gross
Storage volume volume
facilities planned completed

Phase i sites:

Bayou Choctaw 48.3 48.2
Bryan Mound 74.5 72.8
Sulphur Mines 274 27.3
Weeks Island 731 7341
West Hackberry 511 50.6
Total 2744 2720
Table

Line Chart Pie Chart .

el el
N

Organizational Chart

Bar Chart
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Graphic Components

‘*’zi GICNRS

W

. Flow Chart Photograph Ilustration

e
(i o

Map
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Graphic Components

Screened Rectangles Showing Image
Areas for Graphic Components
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ber of during this arsu
perod | Refer 1o page 40) Derlnd uwemme 4ﬂ>
L GAG NSIAD B4 82 Mtlltary Teals Pur GAG NSIAD-M A1 Mititary Trats)

Full-page column

Note. Dummy type serves only to indicate correct type placement.

Page 100

Visual Communication Standards




Graphic Components
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Two-page spread

Note Dummy type serves only to indicate correct type placement

Page 101

Visnal Communication Standards




Page 102 Visual Communication Standards



Tables
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Tables

Typography

Helvetica Medium is used for the table titles, major heads within tables,
and numerical totals. All other type is set in Helvetica Light. Upper- and

Thtarar_nagon Inttnra ava 1ranAd
LUWEL-LADT ITLLCL S al© Udtu.

The fonts on page 169 are to be used as a reference and should be
matched to ensure compliance with the visual communication standards.

Headings, legends, and notes are flush left and ragged right except for
headings at the top of a column of figures, which are flush right, ragged
left. Numbers align on the decimal point and are flush right with the

heading at the top of their respective columns.

Rules

Horizontal rules are preferable. Guidelines for rules are as follows:

2-point rules are used below the total and at the close of the table.

Y6-point rules are the standard for tables.

A V4-point rule separates the table from the text above and extends the
full width of the page. A 7-point rule is located above the table and

extends only the width of the image area.

Format

Tables must fit within a standard image area (see pp. 100 and 101).
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Tables

Table 11: Cagacity of DOE Oil Storage

Facilities Milliogs of Barrels
Gross Gross Permanent
Storage volyme volume capacity Capacity Capacity
facilities planfjed completed planned® available filled
Thin rule i
1/2pt Phase | sites:
Bayou Choctaw 48.3 48.2 46.0 46.0 457
Title
9/11pt, Medium and Light, 13pt rule to base Bryan|Mound 745 728 66.0 660 64.3
Sulphur Mines ar4 27.3 26.0 26.0 26.1
Thick rule Weeks Island 713.1 731 730 73.0 725
et West Hackberry 1.1 50.6 490 490 478
T b
Headnote Total™ 274.4 272.0 260.0 260.0 256.4
9pt, Light, 11pt rule to base
Phase li sites:
Column headings and numerical totals Bayou Choctaw 12.2 12.2 10.0 . .
9/10pt, Medum, 3pt rule to base Bryan Mound 134.4 139.2 1200 121.2 116.0
- —@N\est Hackberry 179.2 159.6 160.0 117.0 110.0
Table entries
9/10pt, Light, 10pt rule to base Total 325.8 311.0 290.0 238.2 226.0
Thin rules Phase lli sites:
1/2pt, 13pt rule to rule Bayou Choctaw 11.2 . 10.0 . .
Bryan Mound 448 334 400 12.0 12.0
West Hackberry 11.2 1.5 10.0 . .
Big Hill 156 8 . 140.0 . .
Total 224.0 34.9 200.0 12.0 12.0
Tanks and pipelines . . . . 25
Total for SPR 824.2 617.9 750.0 510.2 496.9

Medium rule
2pt, 13ptrule to rule

é

2Capacity for oll storage is less than gross cavern capacity completed because a certain volume
jof unoccupied capacity must be provided for water, sediment, and anhydrites that settle out of
the oll and brine

Notes
8/9pt x 30p1, Light, 11pt rule to base

PDOE acquired and modified existing caverns and a mine containing this gross volume. No leach.
ing was required.

Paragraph space
16pt, base to base

A newly leached cavern with 4.5 million barrels of usable capacity has been exchanged for an
existing 10-million-barrel cavern owned by Allied Chemical Corp. at the Bayou Choctaw site.

Note: Dummy type serves only to indicate correct type placement.
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Bar Charts
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Bar Charts

Drawing

To maintain the clarity and consistency of bar charts, these general

guidelines should be followed:

Bars must be shadowed.

Labels and text cannot be placed within the bars of the chart.

Bars cannot be plotted above the highest Y-axis figure.

No “tic marks” may be used on either the X or Y axis.

Only standard screens are used; do not use patterns (see p. 97).
Artwork cannot be enlarged or reduced by photostating to fit the image

area.

Typography

Helvetica Medium is used for the title of the bar chart and the X and Y
axes labels. All other type is set in Helvetica Light. Upper- and lower-

case letters are used.

The fonts on page 169 should be matched to ensure compliance with the

visual communication standards.

Bar charts are flush left with the text column and align at 4, %4-, or a
full-page-width column. Y axis labels are centered on the data point

except for horizontal bar charts.

A Y%-point rule separates the chart from the text above and extends the
full width of the page. A 7-point rule is located above the chart and

extends only the width of the image area.

Format

All elements of the bar chart must fit within a standard image area (see

pp. 100 and 101).
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Bar Charts

Bar Chart With Single Bars Used for
Up to 10 Bars

Figure 1.1: BagChart Example ? e

100 Dollar T Millions

Title %
9/11pt, Medium and Light, 12pt rule to base

80
Thin rule
1/2pt.

70
Thick rule
7pt 60
Y-axis name
7pt, Medium, flush with highest labe! ?

is labels 40
t, Medium, centered on data point

Rule for line art %0
1/2pt.

20
Vertical space

6pt between Y-axis label and first bar

Horizontal shadow
11pts thick, 60° angle. 1979 1980 1981 1982 1983 1984

X-axis name
7pt, Medium, 12pt base to base |

X-axis labels 10
7pt, Medium, 12pt rule to base —®-

. Note Dummy type serves only to indicate correct type placement. This example is not full size.
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Bar Charts

L |
Bar Chart With Stacked Bars Used for

Up to 10 Bars
: .|
Thick rule
7pt 100 Do?rs in Millions
Y-axis name
7pt, Medium, flush with highest label. 90
Y-axis labels éeo
7pt, Medium, centered on data pont.

Specifications for 25-page chart title.
See page 109.

Screens
See page 97

Rule for line art
1/2pt

Vertical space
6pt between Y-axis label and first bar

Horizontal shadow
11pts thick, 60° angle 1976 1977 1978 1979 1980 1981 193 1983

X-axis name
7pt, Medium, 12pt base to base I Key One

Box for legend Key Two

12pt x 24pt, 12pt base to rule Key Three

Legend

7pt, Light, centered in box height.
Note Chart notes fall in this space Chart notes fall in this space. Chdrt notes fall in this space. Chart

@hotes fall In this space

Notes and Sources

8/9pt x 30p1, Light, 17pt rule to base Source’Chan source fails in this space
X-axis labels
7pt, Medium, 12pt rule to base

Paragraph space
16pt, base to base

Note. Dummy type serves only to indicate correct type placement This example is not full size .
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Bar Charts

Bar Chart With Double Bar Clusters
Used for 6 to 10 Clusters

< I
Thick rule

7pt 50 %ercenl

Y-axis name
7pt, Medium, flush with highest label

Y-axis labels
7pt, Medium, centered on data point

Screen
See page 97

Rule for line art
pt.

Vertical space
Bpt between Y-axis label and first bar

Horizontal space
6pts between shadow and x-axis label

Horizontal shadow
11pts thick, 60° angle

X-axis labels
7pt, Medium, 12pt rule to base, 60° angle

X-axis name
7ot, Medum, 12pt base to base.

Box for legend
12pt x 24pt, 12pt base to rule

Legend
7pt, Light, centered in box height
X ¢
Specifications for 24-page chart title.
See page 109.
. Note Dummy type serves only to indicate correct type placement This example 1s not full size
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Bar Charts

Bar Chart With Double Bar Clusters
Used for 5 or Less Clusters

Thick rule

7pt 100 9&?ent

Y-axis name
7pt, Medium, flush with highest label.

Y-axis labels
7pt, Medium, centered on data point

Rule for line art
1/2pt.

Screens
See page 97

Vertical space
6pt between Y-axis label and first bar

X-axis labels
7pt, Medium, 12pt rule to base

Horizontal shadow

11pis thick, 60° angle Miami Pensacola Genesee

X-axis name
7pt, Medium, 12pt base to base

Box for legend
12pt x 24pt, 12pt base to nule

Legend
7pt, Light, centered in box height

Specifications for 23-page chart title.
See page 108.

Note. Dummy type serves only to indicate correct type placement. This example is not full size. .
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Bar Charts

Positive-Negative Bar Chart With
Single Bars Used for Up to 10 Bars

Thick rule
7pt 60 *ercent
Y-axis name 50 !
7pt, Medium, flush with highest label.
%
Y-axis labels
7pt, Medium, centered on data point 30
20
10
Zero line l
%pt rule. 0 I
Rule for line art -10
1/2pt
-20
Vertical space -
6pt between Y-axis label and first bar B
- <49
Horizontal shadow
11pts thick, 60° angle. 50
X-axis labels -60 ;
7pt, Medium, 12pt rule to base 1977 1978 1979 1980 1981 1982 1983 1984 1985 1986
- & ears
X-axis name
7pt, Medium, 12pt base to base ote Chart notes fall In this space Chart notes fall in this space Chalt notes fall in this space Chart
notes fall In this space
Notes and Sources ‘Source Chalt source falls in this space
8/9pt x 30pi, Light, 17pt rule to base.
Paragraph space
16pt, base to base.

Drop shadow indicating zero

Specifications for 24-page chart title.
See page 109.

Note Dummy type serves only to indicate correct type placement This example is not full size
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Bar Charts

Horizontal Bar Chart With Single Bars

Used for Four Bars or Less

Thick rule
7pt, 6pt rule to rule

’Principal QOutstanding—Farmer Programs

Y-axis name
7pt, Medium, flush with highest label

Y-axis iabels
7pt, Medium, centered on data point

Vertical space
6pt between Y-axis labels and first bar.

Rule for line art
1/2pt.

Horizontal shadow
11pts thick, 60° angle

Tillions of Dollars

X-axis name
7pt, Medium, 12pt base to base

X-axis labels
7pt, Medium, 12pt rule to base

Specifications for 24-page chart title.

See page 109.

Note Dummy type serves only to indicate correct type placement. This example is not full size. .
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Pie Charts
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Pie Charts

Drawing Pies cannot be exploded and screens cannot be used. The width of a
single pie, including the drop shadow, is 1414 picas. Only one label
should appear within a single pie segment, either the percentage or the
amount figure, but not both.

Pie labels generally fall to the right side of the pie and begin 1% picas
from the right edge of the pie. They align vertically with each other
from this point. Do not indent carryover lines in pie charts. Use a double
space to separate multiple line callouts.

Artwork cannot be increased or reduced by photostating to fit the image
area.

Helvetica Medium is used for the title of the chart. All other type is set
in Helvetica Light. Upper- and lower-case letters are used. The fonts on
page 169 should be matched to ensure compliance with the visual com-
munication standards.

Typography

Pie charts are flush left with the text column and must align at a ¥%-, %%-,
or a full-page-width column.

A Ve-point rule separates the pie chart from the text above and extends
the full width of the page. A 7-point rule is located above the pie chart
and extends only the width of the image area.

Rules

Format All elements of the pie chart must fit within a standard image area (see
pp. 100 and 101).

Page 116 Visual Communication Standards



Pie Charts

Single Pie Chart

Thick rule
7pt, 12pt rule to pie chart

First wedge edge
Placed at top of pie perpendicular to the 7pt
rule, other wedges follow clockwise

/ 10%

Wedge edge (shadow)
4pt rule

/
|

Trading Account Profits and
Co%mssmns

Label text
9/10pt Light

6%%

Label figures
11pt, Medium

Thinrule
1/2pt

Notes and Sources
8/9pt x 30pi, Light, 17pt rule to base

Specifications for 24-page chart title.
See page 108.

®Source Commodity Credit Corporation

Note This example s not full size
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Line Charts
®
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Line Charts

Drawing Use line tapes and standard screens only (as specified on p. 97). Do not
‘ draw lines with pens.

Lines and plotting points cannot be labeled inside a line chart. Both X
and Y axes labels are centered on the data point.

Lines cannot run above the highest Y axis data point. The drop shadow
on the right-hand side of the chart stops on the highest Y axis data
point.

Artwork cannot be enlarged or reduced by photostating to fit the image
area.

Helvetica Medium is used for the chart title and the X and Y axes labels
Typography and names. All other type is set in Helvetica Light. Upper- and lower-
case letters are used.

The fonts on page 169 should be matched to ensure compliance with the .
visual communication standards.

Line charts are flush left with the text column and must align at a V5-,
%-, or full-page-width column.

[

Rules A Va-point rule separates the line chart from the text above and extends
the full width of the page. A 7-point rule is located above the line chart
and extends only the width of the image area.

[
All elements of the line chart must fit within a standard image area (see
Format pp. 100 and 101).
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Line Charts

Thick rule
7pt.

*y |

10 f)ollars in Millions

Y-axis name
7pt, Medium, flush with highest label

9

Y-axis labels
7pt, Medium, centered on data point

[

Line tapes
See page 97

Vertical space
Bpt between Y-axis labels and rules

Horizontal shadow
11pts thick, 60° angle

1976 77 78 79 80 [ ] 82 83 84 85

X-axis name
7pt, Medium, 12pt base to base

Fis@hl Years

e | ne One
EEE W Lne Two

Legend
7/10pt, Light

Captions
8/9pt x 14Y2p1, Light, 17pt rule to base

@Shadow stops at highest final data point that

[ ] L’]e Three
= @mm = | ine Four

intersects with the shadow. Shadow stops at
highest final data point that intersects with the
shadow.

X-axis labels
7pt, Medium, 12 pt rule to base

Specifications for 24-page chart title.

See page 109.

Note Dummy type serves only to indicate correct type placement. This example is not full size
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Line Charts

.|
Mountain Chart

- . .. |
Thick rule

7pt. 5.0 ?Dollars in Mitlions

Y-axis name
7pt, Medium, flush with highest label

Y-axis labels
7pt, Medium, centered on data point

Screens
See page 97

Rule for line art
1/2pt

Vertical space
6pt between Y-axis labels and rules

Horizontal shadow
11pts thick, 60° angle 1/76 1/77 1/78 1/79 1/80 181 1/82 1/83 1/84 1/85

h
Box for Iegend G Service Charges on Deposit Accounts
12pt x 24pt, 12pt base to rule.

2 Tfadlng Account Profits and Commussions

Legend
7pt, Light, centered in box height.

X-axis labels
7pt, Medium, 12pt rule to base.

Specifications for 24-page chart title.
See page 108.

Note Dummy type serves only to indicate correct type placement. This example is not full size. .
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Organization and Flow Charts
L
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Organization and Flow Charts

DraWing To draw box enclosure lines use a 00-point pen. For unbroken con-
necting lines use a 1-point pen. Use line tapes as specified on page 97 for
other applications, Dashed lines are not to be inked. Use a 1-point tape
(i.e., Format 7001K). Arrow heads have three flat sides at a 60-degree
angle. All dropped shadows on boxes within a chart must be consistent.

Helvetica Light or Medium is used for all typography within the chart.

Typography Type sizes must be consistent. Upper- and lower-case letters are used.
The charts are flush left with the text column and must align at a ¥5-,
24-, or full-page-width column.

The fonts on page 169 should be matched to ensure compliance with the
visual communication standards.

A Ye-point rule separates the chart from the text above and extends the
full width of the page. A 7-point rule is located above the chart and
extends only the width of the image area. ‘

Format All elements of the organization and flow chart must fit within a
standard image area (see pp. 100 and 101).

Page 124 Visual Communication Standards



Organization and Flow Charts

Organization Chart

Thick rule
7pt, 12 pt rule to rule

9

Labels
9/10, 8/9. or 7/8, Medium and Light,
centered, same typesize in one chart

War Command

Boxenclosure
00-pen

® Engineer Officer Geodesy Officer Staff College Ar Command

Connecting lines
1pt

Mapping Charting

Air War College

Horizontal shadow
11pis thick, 60° angle

Chart captions appear in this space Chart cap-
gions appear In this space Chart captions appear

Captions
8/9pt x 14%2p1, Light, 17pt base to base

Specifications for 24-page chart title.

See page 109.

In this space Chart captions appear in this space

Note: Dummy type serves only to indicate correct type placement. This example is not full size.
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Organization and Flow Charts

Flow Chart

Thick rule
7pt, 12pt rule to rule

33.3% _ | Health Care Providers ¢ 33.3%
of Anzona, Inc

Horizontal shadow
11pts thick, 60° angle

50% Citadel 50%

(1:onnecting lines

Foundation, Inc

pt
Box enclosure
00-pen. :
Arizona Opthamatic, o
and Facial Plastic 50% :?'I E;
Labels Surgery Institute, Inc irsc
9/10, 8/9, or 7/8, Medium and Light,
centered, same typesize in one chart
Apache Eye Clinic, 50%
. and Arizona General 4——"—1
Partnership
50% Berniel Investments, 50%
P | an Arizona General 4
Partnership
American Health
50% 9
- Services Inc (HMQ), a &—-—

Corporation

Affihated Arizona Eye,
50% | Ear, and Throat, an
Arizona General
Partnership

50%

Notes and Sources
8/9pt x 30p1, Light, 17pt rule to base

Specifications for #3-page chart title.
See page 109.

@Source Peat, Marwick, Mitchell Report on the Financial and Comphance Review of Plan Operation
Conducted for Arizona Health Care Cost Containment System, August 1984

Note Dummy type serves only to indicate correct type placement This exampie 1s not full size.
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Mustrations and Maps
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Mustrations and Maps

Whenever possible, maps and illustrations should have the same type of
line weights and arrangement of elements as other charts. Maps have a
simplified dropped shadow that follows the direction (not the exact geo-
graphic depiction) of the map outline.

Drawing

Maps must use standard screens for shaded areas (see p. 97). Do not use
patterns.

Typography

All typography is Helvetica Light or Medium. Upper- and lower-case let-
ters are used.

The fonts on page 169 should be matched to ensure compliance with the
visual communication standards.

Nlustrations and maps are flush left with the text column and must align
at a V-, 24-, or a full-page-width column.

Tlustrations and maps are enclosed in a Y2-point ruled box. Legends are
Boxes and Rules inside the box. Sources and notes should appear outside the box and be
aligned with the 24-page-column grid, flush left.

A Y-point rule separates the illustration or map from the text above and
extends the full width of the page.

Format All illustrations and maps must fit within a standard image area (see pp.
100 and 101).
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Illustrations and Maps

%3-Page lllustration

igure 1.2: Technical lllustration

Title
9/11pt, Medium and Light, 12pt rule to base I

FERE

(_4_ other suction
( point

S
N

f\% T’ Connection to
J

Thin rule
1/2pt, 6pt rule to top of box

qr=<
NN
=

_
N
L~

Thin rule

1/2pt. Fan
Labels #xhaust %

9/10. 8/9, or 7/8, Medium and Light,

same typesize in one chart

f j

vl
R
3

o
)

o ot :
XZM” ;?i éﬁ%ﬁ?
(A(( 3 C’)\/{»!J B

Soll gas /\,w\; .‘
: : Home air
H through cetting
g A ’ L cracks, cold joints,

utihity openings

) [ }'_,' ¥ ‘
) : } ‘v f
3 ,"I'}.Ux AR J'ﬁj /?

lu'x

Soll gas
gSource “The EPA Program to Demonstrate Mihgation Measures for Indoor Radon Inttial Results,”
Notes and Sources presented at International Specialty Conference on Indoor Radon, Philadelphia, Pa,
8/9pt x 30pi, Light, 11pt rule to base February 24-26, 1986

Note Dummy type serves only to indicate correct type placement This example 1s not full size
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Mustrations and Maps

Map

Thin Rule
1/2pt

Rule for line art
00-pen.

Map outline
2pt

Shadow
Simplified shape

Specifications for 2s-page map title.
See page 129.

Note: This example is not full size.
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Hlustrations and Maps

Map With Screens

Labels
9/10, 8/9, or 7/8, Medium and Light,
centered, same typesize in one chart

Map outline
2 pt

Screens
See page 97

Rule for line art
00-pen.

Thinrule
1/2pt

Mlnrésota

New Jersey

Delaware

Shadow
Simplified shape

Legend
7pt, Light, centered in box height

Box for legend
12pt x 24pt, 12pt rule to rule.

Specifications for 24-page map title.

See page 129.

Kansas

Mississippl

Alabama

Note: This example 1s not full size
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Photographs
@
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Photographs

S Encourage customers to schedule an opC photographer using Gao form
Obtalnlng PhOtOgraphS 67. Use only black-and-white film (not color or Polaroid) with a 35mm

negative or larger. Plan the shooting assignment in advance. Get as close
to your subject as possible or use a telephoto lens. Take plenty of shots
with different viewpoints and exposures.

Customers who need photographs taken outside the Washington, D.C.,
area should fill out a GAO form 31 to obtain an outside photographer.
Procuring an outside photographer, however, requires sufficient lead
time and planning with the Office of Acquisition Management.

: Select a photograph with a full tonal range and sufficient contrast to
11\)/Iechan;(;al define its edges. If the photograph loses definition at its edges, enclose it
reparation with a Y4-point box.

If customers use an outside photographer, require that they provide you
with a professionally processed 8 x 10 glossy enlargement of the
selected photograph. Leave the negatives in strips, and designate the
selected photo by the negative’s frame number. To maintain the surface
quality, never write on or stick anything to the front or back of the

print.
Sources and notes should appear below the photograph and be flush left
with it.

| . A .

Format l;(l)li);cographs must fit within a standard image area (see pp. 100 and
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Photographs

#-Page Photograph

Figure 1.3: Fleet Satellite
ommunications System

1
Title
9/11pt, Medium and Light, 12pt rule to base

Thin rule
1/2pt, 6pt rule to top of Photograph.

Caplions
8/9pt x 14%zp1, Light, 11pt from Photograph
to base

@he Fleet Satellite Communications System pro-
vides global communications for the U S Navy
and Air Force as well as the Department of
Defense

Source
8/9pt x 30p,, Light, 16pt from base to base

~@U S. Arr Farce photo

Note This example Is not full size
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Stationery
@
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Stationery

Typography

Typing

Format

Color

All typography is in ITC Century Bold set in the point sizes, leading, and
weights indicated in the specification pages. Upper- and lower-case let-
ters are used.

The fonts on page 169 are to be used. The ITC Century letter and line
spacing must be maintained.

The GAO acronym or seal is always placed in the upper left corner of the
page. The full Gao headquarters address is used only on divisional and
staff office stationery. For regional offices the third line of the Gao
address is removed, and the regional office address is added in the right-
hand column (see p. 141). No names of individuals are typeset on the
stationery.

When typing letters or memos the proper ball font to use is 10-pitch
Courier. Refer to the Operations Manual Supplement for Secretaries and
Typists for information regarding content and style of typed material. ‘

There are two sizes of stationery: 8/2 x 11 inches and 5% x 814 inches.
Standard grids show the location of type and graphic elements. A refer-
ence grid is positioned over the stationery samples in this subsection to
show vertical and horizontal alignments. For full-sized grids see pages
182 and 183.

All Gao stationery uses black type on white paper.
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Stationery

Stationery Formats

Eouted seat
“ornerad Arvsmting Ofier

Sortolk Regonal Offee

Stationery A Stationery B Stationery C
. wmmmee T s ome T
B =R B == o
b Memorandum - Decision

Stationery D Stationery E Stationery F

Note Additional stationery formats are described in the Specifications section
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Stationery A - Divisional

GAO address

10/11pt, Bold, 13pt rule to base.
GAO acronym

2t BAanle 2int nila 1n haea
36pt, Book, 31pt nule to base

nited States
eneral Accounting Office
‘ashington, D.C. 20548

GAO division name
10/11pt, Bold, 13pt rule to base

I ffice of Publishing and
“ommunications

Thinrule
1/2pt.

Note For vertical alignment of type, use
proper stationery gnd

Note This example Is not full size.
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Stationery B - Regional Office

Agency name
10/11pt, Bold, 13pt rule to base.

GAQ acronym
36pt, Book, 31pt rule to base

Tluted States
neral Accounting Office

orfolk Regional Office

Regional office
10/11pt, Bold, 13pt rule to base

705 Thurston Avenue
irgama Beach, YA 23455

Regional office address
9/10pt, Bold, 12pt rule to base

Thinrule
1/2pt

Note For vertical alignment of type, use
proper stationery grd

Note This example 1s not full size
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Stationery C - Comptroller General

Comptroller General title
9/10pt, Bold, 12pt rule to base

TIptroiler

f the United States

Comptroller General seal
4-1/2pi1 dia, 6pt rule to top

ashngton, D C 20548

Comptroller General address
9pt, Bold, 6pt base to rule

Thinrule
1/2pt.

Note For vertical alignment of type use
proper stationery gnid

Note' This example s not full size
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Stationery D - Assistant Comptroller General

Assistant Comptroller General title
9/10pt, Bold, 12pt rule to base

GAO seal
4-1/2pi dia, 6pt rule to top

sistan

mptroller

f the United States

h

DC.2

neral

Assistant Comptroller General address
9pt, Bold, 6pt base to rule

Thinrule
1/2pt

Note For vertical alignment of type, use
proper stationery gnd

Note. This example is not full size.
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Stationery E - Memorandum

Agency name
10/11pt, Bold, 13pt rule to base

GAO acronym
36pt, Book, 31pt rule to base

tinited States
neral Accounting Office

‘ emorandum

Document name
24pt, Bold, 22pt rule to base

Thick rule
7pt x 38 9pi

Thin rule
1/2pt x 45-1/2p1

Note For vertical alignment of type, use
proper stationery gnd

Note. This example I1s not full size.
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Stationery F - Legal Decisions of the

Comptroller General

Comptroller General title
9/10pt, Bold, 12pt rule to base

Comptroller General seal
4-1/2pi dig, 6pt rule to top

Document name
24pt, Bold, 22pt rule to base

Document copy
10/12pt, Bold, 51pt base to base, 1 ine space
leading

Taptroller General
f the United States

vashingion D C 205440
eCl1S10Nn

Tatter of
1le-

Date

Comptrolier General address
9pt, Bold, 6pt base to rule

Thinrule
1/2pt

Note For vertical alignment of type use
proper stationery gnd

Note. This example 1s not full size.
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Small Stationery - External Use

GAO address
8/9pt, Bold, 9pt rule to base.

United States
GAO acronym Wastamgton, DC 20585
30pt, Book, 25pt rule to base

Thin rule
1/2pt

Note For vertical alignment of type, use
proper stationery grd

Note' This example is not full size
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Agency Note Paper - Internal Use

Agency name
8/9pt, Bold, 9pt rule to base

GAO acronym
30pt, Book, 25pt rule to base

it tates
neral Accounting Office

g\lotes

Document name
16pt, Bold, 16pt rule to base

Thick rule
6pt x 21 4pi

Thinrule
1/2pt x 27-1/2p1

Note For vertical alignment of type, use
proper stationery gnd

Note This example is not full size

Page 147

Visunal Communication Standards



Page 148 Visual Communication Standards



Envelopes
|
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Envelopes

General Information

Typography

Four categories of envelopes are available: business reply, indicia, head-
quarters, and regional office. Sizes are shown in the chart below. Indicia
envelopes are provided for the European office only.

All typography is ITC Century Bold in upper- and lower-case letters set
in the point sizes, leading, and weights indicated in the specification
pages. Margins from the edge of the envelope to the type are the same

for all envelope sizes.

The fonts on page 169 are to be used. The ITC Century letter and line

spacing must be maintained.

GAO Envelope and Label Sizes

Business Regions
Sizes Reply (1) Indicia(2) HQ(3) (4)
White:
A. 3% x 6% (monarch) . X X xX*
B. 3% x 87 (sm.legal) X . . .
C 4% x 9% (Ig legal) . X X X*
Kraft (brown):
D 6116 x 9% . . X X
E.9% x 12 X . X X
F.10x 15 X . X X
G.12x 16 . . X X
Label (crack and peel):
H 4% x 5% X . X X
Window Envelopes (white only):
l.4¥8 x 9%2 . N X X

* Each regional office has its own unique subnumber as part of the form number for ordering printed

envelopes in the monarch and legal sizes
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Envelopes

Type alignment
FL, 2pi from left edge.

H opi

@Jnited States General Accounting Office

Agency name
11pt, Bold, 3pi top edge to base

Washington, DC 20548

Address
11pt, Book, 8pi top edge to base

Rule
1pt, V2pi below address x 6Vzpi

fficial Business

Penalty copy
11/12pt, Book, 12pt rule to base

enalty for Private 1 se, $300

GAO 3¢

Headquarters (3)

United States General Accounting Office

Address
11/12pt, Book, 8pi top edge to base of last
line, not to exceed 3 lines

Envelope number
9pt, Book, 2V2pi base to bottom edge.

‘Qlacob K Jawits Federal Building, Room 4112
New York, NY 10278-0198

Official Business
Penaity for Private L se $300

-—@Ga0-4c 10

Regions (4)

Indicia
5p1 wide, 2'%pi from top top edge to top of
indicia, 2pi from right edge

United States General Accounting Office

Bar code
2pt rule, 12p1 from nght edge x 4pi length

¢/0 Amencan Consulate General
APO New York 09213

Official Business
Penalty for Private Use, $300

Pustage and
Fees Paid

US. General
Accounting
Office

Postal Information
8/9pt, Book, FR, 2pi from right edge, double
space between elements

Note' These examples are not fuil size

GAO-2C

GAQ 374

Indicia (2) (for European Office only)
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Envelopes

Postage
1pt rule, 6pi square box, 9/10pt, Book, 1pi from
left rule, centered between top and | " “ l
bottom rules. —.———
’_ gg:illt_ or Brivate Use, $300 Noooeppse
Rule Iifaid
1pt x 6%2pi, 3pi from top edge. Uniced Sates
L]
Penally INESS REPLY MAIL| s
11/12pt, Book, 1pi rule to base of first ne Gl BN ST ) R —
tdze Will Be Paid Hy the US General Accounufig Office e —
Business reply T
22pt Bold, caps, 22pts from top rule to base E
Business reply box GAO-1B
1pt rule, flush top with nght bar code, 10p! from
nght edge, 22pi form left edge Business Reply (1)
Originator
8pt, Book, centered under box, 1pi rule to base
Return address permit .
8pt, Bold, 3 elements centered under Business
Reply, 1pi base to base
Thick bar code
5pt rule x 6pi, 12pt base to base.
Regional and Far East Offices’ White
Envelope Numbers®? Monarch (3% x 6'2) Large Legal (4% x 9'%)
Suboffices? GAO-4A GAO-4C
Atlanta GAO-4A-1 GAO-4C-1
Boston GAO-4A-2 GAQO-4C-2
Chicago GAO-4A-3 GAO-4C-3
Cincinnati GAO-4A-4 GAO-4C-4
Dallas GAQ-4A-5 GAO-4C-5
Denver GAO-4A-6 GAO-4C-6
Detroit GAO-4A-7 GAO-4C-7
Kansas City GAQO-4A-8 GAO-4C-8
Los Angeles GAO-4A-9 GAQO-4C-9
New York GACQ-4A-10 GAO-4C-10
Norfolk GAO-4A-11 GAO-4C-11
Philadelphia GAO-4A-12 GAQO-4C-12
San Francisco GAO-4A-13 GAQ-4C-13
Seatile GAO-4A-14 GAO-4C-14
Far East GAO-4A-15 GAQ-4C-15
aBecause WRQ is located at headquarters, it will use the headquarters envelopes.
b Suboffice envelopes are printed “United States General Accounting Office” only; each suboffice .
wil! have its own rubber return address stamp.
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General Information

Typography

Rules

Format

Providing an example of each of GA0’s forms is not feasible in this lim-
ited space. However, this subsection provides a general grid structure to
use when designing forms.

All typography is Helvetica Light or Medium and ITC Century Book or
Bold set in the point sizes, leading, and weights indicated in the specifi-
cation pages. Upper- and lower-case letters are used unless otherwise
noted. All type is set flush left, ragged right. The typography in the title
and identification sections is ITC Century Book. In the content section,
Helvetica Light is used for the general text, and Helvetica Medium is
used to emphasize key information, such as callouts. ITC Century Bold is
used for the form number.

The fonts on page 169 are to be used. The ITC Century letter and line
spacing must be maintained within the standard grids and alignments.

Rules are used to define information zones. Heavier thicknesses are used
for major divisions.

Two standard grids are used to establish the formats and show the loca-
tion of type and graphic elements. The grids provide for alignments
from one to six columns. A reference grid has been positioned over the
sample forms in this subsection to show the vertical and horizontal
alignments. Full-sized grids are provided on pages 184 and 185.
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Forms

|
Form—8% x 11 Inches

Agency name . - .

12pt, Bold, 3pt base to rule &"'“’" States L-Ace g Office
AO erformance Appraisal

GAO acronym

270t Book, all caps, 24p

t rule to base l or GS5-15 Employees

Form title
27/29pt x 30pi, Book, 24pt rule to base

of Ton a separafe Sheel[o” pape” AT addimalal

faddit onal space fdr gny part(s) of ths forh gneeded pease p'd
b :agt sda-of-oregheet of paper

Writing guide
1/2ptrule, 12pt rule to rute

ame of Employee Ratirg Period From o
asinion Title ! Date Expectations Set

|D\vw51on Region Offige ! Date ot Courselng

| t

Entry ‘
9pt, Light centered between rutes *

Part1 D pf work'duties
Bummarize overall agsifjnment clyectives rateé s role any unusualljobl charactenstics anvico|latera duties and resporsibiities and
gny other nforrat on *d place individual s perfarmance n the propgr cpntent

Thick rule

artil  Major resuits

7pt reifly describe the fpafor or pnmary results jang.or accomphishments gchieved durning the geripd and expiain why|thgy are rmportant
and/or what impact they have had

Text

9/10pt, Light and Medium, 12pt rule to
base

Folio

8pt, Bold lm L m%m 102 gy
Form number
8pt x 25p, Bold

This example is not full size

Note: Dummy type serves only to indicate correct type placement
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Forms

Form-5'2 x 8% Inches

Agency name
12pt, Bold, 3pt base to nule

1

&Um’*ﬂ" States General A

ting Office —

GAO acronym
27pt, Book, all caps, 24pt rule to base

GAO

|
¢

!

Form title
27129pt x 30pi, Book, 24pt rute to base

Pair-City Exception Form

o -

[Note “This form must [be attached to the)
employee's trave! voudher when submitted
1or payment

f'[{Airine seating bapacity on any sched-
lted fight of the contract carner i1s not:
avaiable in sufficient time to accomplish the

Check-box
Yapt, 12pt x 12pt, centered on cap-height

Employee i

15 authorized exception to use of par-cit
contract arr service for travel under Travel

Text
9/10pt x 14Y2p, Light and Medium, 12pt
rule to base

‘)rder Number

Exception granted for reason(s) checked
below .

®

purpose of the travel
2 é The use of the. contract carner s flight
Wwould require additignal over-night lodging
B[] The scheduied fight of the contract
carner 1s not comphtible with the agency
poalicies and prachces regarding travel dur-

ing regularly scheduted work hours {For
further informatien see the Federal Person-
nel Manual Supplement 890-2 } i
4 D Exigency or olhef requirement of the|

mission necessitates [he use of another|
arline carrier or mode &f transportation

t
Bignature of Approving Official Date|

Thin rule
Yopt.

ICost elements

| |
T

ICost Ci of other than cohtract (show computations)
' i

Taxi_hmousing or PDV cost

Contract ar |

Alternate means |

' ransportation fare
Allowable overtime

Entry
9pt, Light, centered between rules

Subsistence expense:

@

Lost productive timg |

Fotat——— ‘

L 4

Medium rule
2pt.

This example is not full size

Writing guide
1/2ptrule, 12pt rule to rule

Form number
8pt x 25p1, Bold.

Note: Dummy type serves only 1o indicate correct type placement.
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Presentation Materials
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Presentation Materials
@

General Information These guidelines ensure that GAO’s presentation materials are consistent
with other GAO written products. Four types of materials are covered in

tati h, el ~ ha
this subsection: slides, 30- x 40-inch presentation boards, view graphs,

and hand-lettered flip charts. Slides are reversed out of a black back-
ground; presentation boards have white backgrounds.

Helvetica Medium is used for all typography unless otherwise indicated.

Typography Point sizes, leading, and weights are given in the specifications pages.
Letter spacing for slides should not be too tight, because when reversed
(negative) slides are projected, the glow of the letters causes them to
appear closer together. The fonts on page 169 should be matched to
ensure compliance with the visual communication standards.

All text is presented in a 2/3-column format similar to that for other cao
visual products. Only the first part of the slide show or presentation

title is fully capitalized and set in Helvetica Bold. The subtitle portion of

the slide show title and all subsequent titles, which appear in the top
heading zone (see Format below), are in initial caps. Standard and bul- .
leted text are cap and lower case.

Format One basic grid is used for both slides and presentation boards. Three
additional text lines are added when producing presentation boards.
Individual grids are provided for view graphs and hand-lettered flip
charts. A reference grid has been positioned over the examples in this
subsection to show vertical and horizontal alignments. Full-sized grids
are provided on pages 186 to 188.

Two zones have been established for depicting information: a heading
zone and a content zone.

Color Color is used functionally to communicate our message more clearly. A
color hierarchy has been established for presentation materials to help
guide the viewer’s attention to the speaker’s points during a presenta-
tion. For color specifications, see p. 161.
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Presentation Materials

Examples of Presentation Materials

GAO GAQO Division Name or GAO Title or Subject Heading Not to
Addressee of the Presentation Exceed Two Lines

Copy is 33/33 pt. Helvetica Regular
MAIN SUBJECT TITLE used on a 12 inch field Helvetica.

Set flush left, ragged right using —
1/2 letter spacing. Normal paragraph
spacing is one line space.

Normal paragraph spacing is one

Presentation subtitle not
to exceed three lines

= Copy Is 33/33 pt. Helvetica Regular
used on a 12 inch 35mm slide field.

« Set flush left, ragged right using
—1/2 letter spacing.

Shide

Presentation Board

. United States G 14 Offi
inited States Genera] Accounting Office GAO Title or Subject of Chart Not to

GAO Exceed Two Lines

1Doilars i Weionis)

s
2
"
0
s
8
7
5
5

% 77 7 7T BC G182 63 be 85

= Color Coce Da a Category
= Codor Cocte Data Category 2
= Color Code Data Category 1
C= Cows Coa Data Caregery ¢

View Graph

Hand-Lettered Flip Chart
. Note Dummy type serves only to indicate correct type placement
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Slides

These specifications are made for a propor-
tionally accurate mechanical 12 x 8 inches.

GAO acronym
33pt, ITC Century Book, 36pt rule to base.

0 S OF
ddressee of the Presentation

|
I

GAO division or presentation addressee
33/36pt, 36pt nule to base

[
AIN SUBJECT TITLE

resentation subtitle not

Presentation subtitle
33/36pt, 6pi base to base

0 exceed three lines

Main subject title
42/48pt, Bold, 7p! rule to base
id
Thin rule
1pt x 60pi Title format
Subject heading F}r' Tile or Subject Heading Not 10 |
33/36pt, 36pt rule to base Fxceed Two Lines
- g
Thick rule opy IS pt. Helvetica Regular
7pt x 60p!. sed on a 12 inch 35mm slide field.
et flush left, ragged right using +
Copy 2 Iettter_spacin'g. Normal paragraph
33/36pt, 36pt rule to base pacing is one line space.
@ Betflush left, ragged right using
Bullets 1/2 letter spacing.
10pt, hang left 1-1/2pi
» [Normal paragraph spacing is one
Paragraph L
1line space
Text format
[FAo ifle or Subject of Chart Notto
Exceed Two Lines
10 (Dollars w Milions)
Chart labels ’—i—r
16pt ™ 71 78 7@ 80 8 82 83 84 85

1 Calor Code Data Category 1
Eglor Code Data Category 2

Chart legends and captions
16/18pt, 34pt base to base

Note' Helvetica regular with +1/2 letter spacing
used unless otherwise specified

or Codo Data Category 3
J——.Color Code Qata Gategary 4

llustration format

Note: These examples are not full size
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Slide Color

Slides

Color is used functionally to communicate our message more clearly.
The color hierarchy helps guide the viewer’s eye to the first, second, and
third points the presenter wants the viewer to notice.

When full reverse slides are projected, the viewer’s eye is drawn to the
brightest element first. You must know what the presenter wants the
audience to notice first, second, and third in order to assign the appro-
priate color.

Colors other than those mentioned below are used for graphic compo-
nents on slides. A range of chroma (tones) of one color (not multiple
colors) is used for segments of a graphic component.

Color Key

|
Three Active Colors

White Brightest For item to be noticed first

Yellow PMS-108 Recedes from white For item to be noticed
second

Golden Orange PMS-138 Recedes from yellow For item to be noticed third

One Passive Color

Blue PMS-292 Most subdued color Used for agency identifier
and horizontal format lines

Standard colors

Blue Yellow Golden Orange

GAO Division Name or
Addressee of the Presentation

MAIN SUBJECT TITLE

Presentation subtitle not

to exceed three lines

Example of color application
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Presentation Boards

These specifications are made for a
proportionally accurate mechanical 12 x 9 inches.

GAO acronym
33pt, ITC Century Book, 36pt rule to base

(e ) — ivision Name or
)Addressee of the Presentation

GAO division or presentation addressee
33/36pt, 36pt rule to base

[MAIN SUBJECT TI‘?LE

‘JPresentation subtitle not

Presentation subtitle
33/36pt, 6p1 base to base

“lto exceed three lines \

Main subject title
42/42pt, Bold, 5-1/2p1 rule to base

Title format
Subject heading GAD iEltle or Subject Heading Not 1o
33/33pt, 36pt rule to base I xceed Two Lines
L r - -

Thick rule opy is 33/33 pt. Helvetica Regular
7pt  60pi used on a 12 inch field Helvetica.

et flush left, ragged right using —
Co /2 letter spacing. Normal paragraph
33/%‘ t 360t e to b pacing is one line space.

Pl Sbptiule fo base Normal paragraph spacing is one
Paragraph * Copy is 33/33 pt. Helvetica Regular
1line space sed on a 12 inch 35mm slide field.

@ Set flush left, ragged right using
Bullets » oS
10pt, hang left 1-1/2p1 1/2letter spacing.
Text format
. L

Thin rule GAO itle or Subject of Chart Not to
1pt  60pI Exceed Two Lines

3 (Dollars in Millions) )

:
Chart labels di
16pt 3

)
% 77 7 T 8 B 8§ 8 88 65

Chart legends and captions
16/18pt, 34pt base to base

Note Helvetica regular with -1/2 letter spacing 1s
used unless otherwise specified

T Golar Coce Data Category +
) glor Code Dala Gategary 2
C3%Bior Code Data Category 3
I Calor Core Data Categarg A

lllustration format
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Hand-Lettered Flip Charts

Sample of Printed Format for Flip
Chart

United States General Accounting Office

Note This example is not full size
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View Graphs

These specifications are made for an
accurate full-size mechanical

GAO acronym
26pt, ITC Century Book, 28pt rule to base

— . o
ﬂfddressee of the Presentation

GAO division or presentation addressee
28/28pt, 28pt rule to base

AIN SUBJECT TITLE

Main subject title
32/34pt, Bold, 5-1/2pi rule to base

resentation subtitle not

Presentation subtitle
26/28pt, 56pt rule to base

0 exceed three lines

Titte format

Subject heading
26/28pt, 28pt rule to base

GAD Title or Subject Heading Not fo
xceed Two Lines

opy 1S 33/36 pt. Helvetica Reguiar
sed on a 12 inch 35mm slide field.
et flush left, ragged right using +

Copy
26/28pt, 28pt rule to base

2 letter spacing. Normal paragraph
pacing is one line space.
ormal paragraph spacing is one

Paragraph
1 line space

* Copy is 33/36 pt. Helvetica Regular
sed on a 12 inch 35mm slide field.

Bullets
8pt, hang left 14pt

o et flush left, ragged right using
1/2 letter spacing.

Text format

Note: Dummy type serves only to indicate correct type placement. .
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View Graphs

& . I

Thin rule GAO 'Title or Subject of Chart Not fo 7
1/2pt x 46 10pt ‘Exceed Two Lines
ThiCk mle 13 (bollars n Milhons) ~
5pt x 46 10p1 12

" I

10

9

8

7

GE

Chart labels s
12pt :

2

1

Q

76 77 78 79 80 8 8 83 B4 85
g - C%l‘:r gude ga(a ga(egory;
T Cader Code Data Categor

Chart legends and captions 3 Color Gode Data ategony

12/14pt, 26pt base to base

Note Helvetica regular with +1/2 letter spacing
1S used unless otherwise specified

1 Color Code Data Category 4

lllustration format

Note: Dummy type serves only to indicate correct type placement.
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Fonts and Grids
o
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Fonts and Grids

Fonts

These fonts are used for all GAO typeset material. ITC Century is used
for covers and text. Helvetica is used for graphic components. For usage
refer to the Production Specifications subsection.

ITC Century Book
ITC Century Bold
Helvetica Light

Helvetica Medium

Grids

These standard grids are used as shown for all GAO publications and pre-
sentation materials. For application see the Production Specifications

subsection.

Covers .

Coversland 3-8%x11
Cover 2 (Classified)- 82 x 11
Cover 4 -5% x 8%

Covers 5and 6 -4 x 8%
Cover 8 - Binder

Text *

Text A-8%x 11

Text B-8%x 11

Texts D and E - 5% x 8%
Text F -4 x 8%

Text G-4 x 8%

Text H - 8/2 x 11 Page for Binder

Stationery .

8% x11
bl x 8%

Forms .

8ex1l
5¥ x 8%

Presentation Materials .

Slides/Presentation Boards
Hand-Lettered Flip Charts
View Graphs
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Fonts and Grids

GAO Type Faces

ABCDEFGHIJKLMNOPQRSTUVWXYZ

abcdefghijklmnopqrstuvwxyz
1234567890&!?$¢% ()

ITC Century Book

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghi jklmnopqrstuvwxyz

1234567890&!?%$¢%()

ITC Century Bold

ABCDEFGHIUKLMNOPQRSTUVWXYZ
abcdefghijkimnoparstuvwxyz

1234567890&1?$¢%/()

Helvetica Light

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopgrstuvwxyz

1234567890&17$C%()

Helvetica Regular

ABCDEFGHIUKLMNOPQRSTUVWXYZ
abcdefghijkimnopgrstuvwxyz

1234567890&!?7$¢%()

Helvetica Medium
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