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INTRODUCTION

Purpose of Handbook
Numerous and complex regulations govern scientific and technical infor-
mation (STI). To help you understand these regulations and how they
impact your work, the Office of Naval Technology had this handbook pre-
pared. STI regulations--both the Navy's and DoD's-have been explained
in the context of how STI is managed within the Department of the Navy.

The information in this handbook is based on the concept that scientific
and technical information is part of the entire RDT&E process. You, as a
Navy scientist or engineer, are involved with STI from the conceptual
phase of your project until its transfer as an operational system.

As a scientist or engineer, you must make daily decisions about your work.
You are responsible for the quality of your work and for the accuracy of the
information you produce. Some of these decisions involve scientific and
technical information. This handbook is a reference guide to help you
resolve issues concerned with STI.

Overview of the Navy's STI Program
The Navy openrtes it. scientific and technical information program (STIP)
to

Assist Navy scientists and engineers in their work.

Ensure that scientific and technical information provides the maxi-
mum contribution to advancing science and engineering.

Expeditiously, effectively, and efficiently conduct and manage Navy

research, engineering, and studies.

Eliminate unnecessary duplication of resources and efforts.

Encourage and expedite the exchange and use of STI.

To accomplish these goals, the Navy has established a variety of STI serv-
ices, for example, technical libraries, publications groups, and security
offices. To obtain maximum benefit from your activity's STI services, con-
tact your activity's STI focal point, who will provide assistance on manag-
ing STI at your local activity.
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PART 1
NAVY REQUIREMENTS
CONCERNING PUBLICATIONS
What are the Navy's requirements concerningpublications? When is a pub-
lication required ' What types of publications are acceptable? What types of
information belong in a publication?

What Does the Navy Require?
The Navy has four major requirements (figure 1) that cor-ern publishing
the results of work funded with research, development, test, and evalu-
ation (RDT&E) funds:

The results of RDT&E-funded work must be published. This includes
both work done by Navy scientists and engineers and work done by
Navy contractors (both those in industry and academia). Specifically,
Navy scientists and engineers are required to

Ensure that all siguiificant scientific or technological ob-•erva-
tions, findings, recommendations, and results derived from DoD
endeavors, includin- ihose generated under contracts or giants
that are pertinent to the DoD mission, contribute to the DoD, or
national scientific or technological base are recorded as technical
documents.

Both positive and negative results must be published.

MUST BE TIMELY MUST REPORT BOTH
I POSITIVE AND

/•.rNEGATIVE

PUBLICATION OF RESULTSRESULTS OF

RDT&E WORK - MUST BE AVAILABLE
AT-OR ANNOUNCED
BY-DTICj

MUST INCLUDE
WORK BY E.OTH
GOVERNMENT
S&Es AND
GOVERNMENT
CONTRACTORS

Figure 1. Navy requirements for technical
publications.
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1. Navy Requirlements Concerning Publications

Pulblications must be completed in a timely manner, usually within 6
months of the conclusion of the work or within 6( months of a signifi-
cant scientific or technological observation.

TPhe publication must be retrievable from--or annou,,ed im.- the
Defense Technical information Center (DTIC).1 This means that the
publication is either available to qualified users through DTIC or its
availability has been announced by DTIC.

What Types of Information Should Be Published?
In deterinining whet her you should publish information, the best guideline
to follow is to publish any information that can be used outside your
activity.

Generally, this includes information that

Increases knowledge of natural phenomena and the environment.

Solvcs problems in the physical, behavioral, so,:ial, and management
sciences.

Expands knowledge in scientific areas.

Extends theoretical, practical, and useful applications of basic
designs, ideas, and scientific concepts.

Documents the procedures and results of subjecting systems, items,
material, personnel, or techniques to simulated or actual operational
conditions to determine characteristics, suitability, and compliance
with specific requirements.

Provides values, appraisals, or results relevant to strengths, weak-
nesses, feasibility, potential, and military worth of efforts, concepts,
or hardware

Why Are Publications Necessary?
Your publication provides value both to your organization and to the Navy,
assists the scientific and engineering community (government, industry.
and academia), and increases your stature as a scientist or engineer (figure
2). For example:

One of the main products of Navy RDT&E work is information. The
Navy performs basic and applied research, develops software and
weapons systems, and tests and cvaluates equipment and systems.
One of the basic "products," of this work is information-whether it is
a research report, a specification, a safety plan, a drawing, or a techni-
cal manual. As a product, it must be made available in the form of a

DTIC is DoWs database for results of government-sponsored RDT&E.
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I. Publishing. Distributing. and Reviewing Scientific and
Technical Information

pul-:,cation that is available to org'dnizations and
individuals who can use the information.

CONTRIBUTE ELIMINATE
TO DUPLICATION
CORPORATE OF WORK
IDENTITY

) PROVIDE AUDIT
TRAIL OF

PUBLIC FUNDS

PROVIDE
RESULTS

PUBLICATIONS TO OTHER
SCIENTISTS
AND ENGINEERS

INCREASE
PROFESSIONAL
STATURE

PROVIDE MEET DoD
PLANNINGI AND NAVY
INFORMATION REQUIREMENTS

Figure 2. Why publications are
necessary.

Duplication of work is elimina*ed because the results ofyour scientific
and technical work are made known to scientists and engineers in
other government agencies, industry, and academia. Duplication of
work causes loss of research dollars, and DoD considers this to be a
waste of resources and a matter to be investigated by an inspector-
general.

An audit trail of how public funds have been spent is provided.
Because your publication has been reported to DTIC, a permanent
record of the results of the Navy's expenditure of public funds is
maintained.

Publications also contribute to the "corporate" identity of your
organization. Professional publications that are technically accurate,
complete, and timely ieflect the image of your organization. In fact,
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1. Navy Requirement. Concerning Publications

they are often the only products seen by high-level military personnel
and Congressional groups.

Publication of technical work is a fundamental precept in the scien-
tific and engineering profession. As such, it attests to the profession-
alism of your organization and your professionalism as a scientist or
engineer. To advance professional:y, you must publish the results of
your work so others in your professional area are aware of your work.

The technical information provided in publications helps Congres-
sional committees and DoD activities plan how to allocate funding for
research and development and determine what activities should
receive funding. As a concomitant, lack of published technical results
will decrease available funding.

What Types of Publications Meet Navy
Requirements?
As a Navy scientist or engineer or as a Navy contractor, you have several
options for preparingyour publication. The most common types of publica-
tions (figure 3) are

In-house publications

Articles in journals, textbooks, and handbooks

Articles in the published proceedings of a symposium

WHAT ARE IN-HOUSE PUBLICATIONS? In the Navy community,
there are many types of in-house publications, e.g., technical reports, tech-
nical documents, technical notes, technical publications, or technical mem-
oranda. The common denominators of these publications are (1) sequential
numbering and (2) submission to DTIC.

WHAT ARE ARTICLES IN JOURNALS, TEXTBOOKS, AND
HANDBOOKS? Included in this category are scientific or technical
journals or books that are published by commercial sources and are avail-
able to the general public. Also included are classified journals.

WHAT ARE PUBLISHED PROCEEDINGS? This category includes
the published proceedings of a formal conference, meeting, or symposium.
These proceedings, which are usually published by the organization spon-
soring the conference, contain the material presented at the conference.

What Publishing Option Should Be Used?
Any type of publication can be used to document your work, if the publica-
tion is either sent to-or announced through-DTIC.

1-6
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1. Navy Requirements Concerning Publications

You can use the following criteria (figure 4) to help you determine which
type of publication should be used:

If the work is classified or if the work is unclassified with a limited dis-
tribution statement (distribution statements B through F and X),2

you must publish by using an in-house publication, an article in a clas-
sified journal, or a presentation at a meeting, symposium, or
conference where attendance is limited to those with a need-to-know.

If the work is unclassified and unlimited in distribution (distribution
statement A), you can publish by any method, e.g., ajournal, textbook,
handbook, in-house publication, or presentation.

CLASSIFIED WORK OR WORK WITH LIMITED DISTRIBUTION STATEMENT:

IN-HOUSE ARTICLE IN PUBLISHED
PUBLICATION CLASSIFIED RESULTS

JOURNAL OF
PRESENTATION*

'Audience at presentation must be limited to those with need-to-know.

UNCLASSIFIED WORK TO BE DISTRIBUTED TO PUBLIC:

IN-HOUSE JOURNAL PUBLISHED

PUBLICATION ARTICLE RESULTS
OF
PRESENTATION

Figure 4. Selection of publishing option.

2 See appendix A.

1-8



I. Publishing, Distributing, and Reviewing Scientific and
Technical Information

What Are My Responsibilities as a Navy
Employee?
As a Navy employee, your responsibilities in this area
include the following-

As a scientist or engineer:

To publish the results of your work-both positive and negative.

To budget for your publications.

As a contracting officer's technical representative:

To ensure that the results of contract work are published.
(Acquisition regulatiorns require that contractors provide publi-
cations, consistent with the objectives of the effort involved, as a
permanent record of the work accomplished under the contract.)

To review publications delivered by your contractor to deter-
mine if the publications should be sent to DTIC.

To include applicable data item descriptions (DIDs) for publica-
tions in the contract.

To ensure that contractors are aware of their responsibilities.

As a manager or supervisor:

To ensure that your scientists and engineers publish the results
of their work and that of their contractors.

As a project manager:

To ensure that the results of your project are published.

To budget for and fund publications.

To coordinate your project's publications requirements.

1-9



2. Distribution of Publications

PART 2
DISTRIBUTION OF
PUBLICATIONS
flow are publications distributed? What is primary distribution? How is it
performed? Who does the Navy's secondary distribution ? How are foreign
requests handled? How are publications sent to DTIC? Do publications
always have to go to DTIC? How does the public get a copy of a, Navy
publication?

What Are the Basic Guidelines for Distributing
Publications?
Except for those copies of publications that must be sent to the Defense
Technical Information Center (DTIC), determining what organizations
receive a publication is the responsibility of the preparing or sponsoring
office.
When determining who should receive copies of your publication, remem-
ber to

Limit recipients of both classified and unclassified, limited-
distribution publications to personnel with a "need-to-know" and
appropriate security clearances.

Have all publications properly reviewed to assign the correct distribu-
tion statement, determine the classification level, and verify the tech-
nical adequacy.

What Is Primary Distribution?
Primary distribution is the initial distribution (both internal and external)
of publications, i.e., those copies of publications that are distributed imme-
diately after printing.

Although the responsibility for determining the recipients of a publication
belongs to the preparing or sponsoring office, the actual distribution (label
preparation, wrapping, and mailing) is usually done by Navy Publishing
and Printing Services (NPPS) as part of the printing process.
WHAT IS INTERNAL DISTRIBUTION? Internal distribution (figure
5) refers to distribution to personnel within your local Navy activity. In
addition to copies for your own use, your internal distribution list for
in-house publications should include the following:

Technical library--reference use
Legal counsel-patent review

1-10



1. Publishing, Di•.tributing, and Reviewing Scientific and [-•

Technical Information

INTERN,',L DISTRIBUTION

••LEGAL ARCHIVES

I / / ACTIVITY
PUBLICATION.•j COPIES

SCOPIE'•• ]

m • STOCK

_ ',

SGIDEP* (only

unclassified
publications

without

•lnformation)

S•k• proprietary

B SPONSOR J OTHER

EXTERNAL
COPIES
(determined
by controlling
activity)

EXTERNAL DISTRIBUTION

L .....................................

"Government-Industry Data Exchange Program (see
Chapter 2, Part 3)

tNatl•nal Technical Information Service

Figure 5, External and internal primary distribution
of publications.
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2. Distribution of Publications

Archives-historical records
Stock copies-secondary distribution

Reprints of journal articles and capies of symposium proceedings should
also be sent to this same list.

WHAT IS EXTERNAL DISTRIBUTION? External distribution (fig-
ure 5) refers to distribution to organizations outside your local activity, for
example, sponsors, other Navy activities, and contractors.

General Guidelines. Guidelines for external distribution include the
following.

Provide copies of your publication to DTIC.

Provide copies to Government-Industry Data Exchange Program
(GIDEP).'

Verify the security clearances of any contractors, ifyour publication is
classified.

Verify the eligibility of any contractors to receive export-controlled
data, if your publication contains export-controlled data. (Verifica-
tion is done through the Defense Logistics Agency (Defense Logistics
Service Center, Attn: DLSC-FEB, Federal Center, Battle Creek,
Michigan 49017-2084.)

Prepare transmittal letters, if your organization requires transmittal
letters for publications sent to other organizations.

Distribution to DTIC. If your publication is unclassified and limited in
distribution or if it is classified (up to and including secret), send DTIC two
copies. If the publication is cleared for public release (statement A), send
DTIC four copies. (The extra two copies are sent by DTIC to the National
Technical Information Service (NTIS).)2 Also remember to provide DTIC
with reprints of your journal articles and copies of your symposium
proceedings.

If the information is extremely sensitive and you or your sponsor want to
control all secondary distribution, you can alternately supply DTIC only
with a Standard Form 298 (figure 6) that describes the information in the
publication. When you use this procedure, DTIC announces the availability
of the information and then forwards all requests to the controlling agency.
The controlling agency then either approves or disapproves the request,
and, if the request is approved, provides the publication to the requester.

1 Classified publications and publications that contain proprietary information

cannot be sent to GIDEP.

2 NTIS is the authorized agency for selling government publication- 'a the general

public.
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1. Publishing, Distributing, and Reviewing Scientific and
Technical Information

REPORT DCCUMENTATION PAGE E

Figure 6. Standard Form 298 for submitting publications to

DTIC.

1-13

vs~c20Iq2-' 00 22(001311 0123101L'.30I1.C0021



2. Distribution of Publications

What Is Secondary Distribution?
Secondary distribution rei'ers to requests received after primary distribu-
tion. MWst of these requests come either in response to DTIC's announce-
ment of your publication or through the use of your publication as a refer-
ence. Although your activity may receive these requests, secnndawy
distribution is the responsibility of DTIC. Requesters, except for iiiembers
of your activity, should be referred to DTIC or NTIS.

HOW DOES DTIC PERFORM SECONDARY DISTRIBUTION?
One of the principal functions of DTIC is to acquire, store, announce,
retrieve, and provide secondary distribution for DoD scientific and techni-
cal information. DTIC services are available to all components of DoD,
DoD contractors, other government agencies and their contractors, grant-
ees, and potential contractors.

However, before DTIC can release either unclassified, limited-distribution
publications or classified publications, it must have the approval of the con-
trolling agency. This approval or disapproval is obtained through the use of
DD Fcrm 55 (see figure 7). Before DTIC sends the form to the controlling
office, it verifies that the requester has the appropriate clearances, i.e.,
security and export-control registration. (See figure 8.)

WHAT IS THE ROLE OF NTIS IN SECONDARY DISTRIBU-
TION? NTIS is the Department of Commerce agency that is the central
source for public sale of government-sponsored publications. Publications
selected by NTIS for sale and distribution are listed in NTIS semimonthly
and annual announcements.

NTIS receives two copies of Navy publications cleared for public release.
These copies are provided to NTIS by DTIC. NTIS does not receive copies
of classified or unclassified, limited-distribution publications. The Navy
does not work with NTIS in the sale of its publications.

What Is the Process For Foreign Distribution?
Distribution of publications to foreign governments is strictly controlled,
lfyou have any questions about whether a publication should bo released to
a member of any foreign nation, contact your security office for assistance.
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I. Publishing, Distributing, and Reviewing Scientific and
Technical Information

DEFENSE TECHNICAL INFORMAVION CENTER IC COTROL NO

I Ic

REQUEST FOR RELEASE OF LIMITED DOCUMENT

5 5 1. , 1.: ; [1 . o . .ch .1 , I .-

Figure 7. StandardForm55 el.eyDc IC U of controll
inforation

11

LJ .. O"OREOC SE. EASE Tio,EE 50C

0.0.51IN0 TOGLLNIC.STENOOTCSN

Figure 7. Standard Form 55 for release by DTIC of controlled
information.
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2. Distribution of Publications

Figure 8. Information flow for secondary
distribution process at DTIC when

requester is not included within limits of
distribution statement.

WHAT IS TilE PROCESS FOR FOREIGN DISTRIBUTI•ON OF
PUBLIC-RELEASE PUBLICATIONS?

Primary Distribution. As part of the primary distribution process, pub-
lications that have been cleared for public release (statement A publica-
tions) maybe released to foreign recipients after approval by your security
office. Those copies that can be released can be mailed either by the Navy
Publishing and Printing Services (after secnrity's approval) or by your
security office.

Secondary Distributien. If you receive a request after primary distribu-

tion of the publication, send the request to your security office. Security
personnel will tell you whether you may answer the request directly or
whether security must answer the request. 3

WHAT IS THE PROCESS FOR FOREIGN DISTRIBUTION OF

UNCLASSIFIED, LIMITED-DISTRIBUTION PUBLICATIONS
AND CLASSIFIED PUBLICATIONS?
Primary Distribution. The release of publications that are limited in
distribution or are classified must be cleared by the Navy International
Programs Office (NIPO) on a case-by-case basis.

As part of the primary distribution process, your security office will coordi-
nate your request with NIPO.

w Remember that these guidelines also apply to ,ty requests you receive for jour-
nal articles and symposium proceedings, ovll as for in-house publications.
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1. Publishing, Distributing, and Reviewing Scientific and
Technical Information

Secondary Distribution. All secondary distribution
requests can be processed only by your security office.
This means that if you receive a request from any foreign
country you must forward the request to your security
office for processing.4

4 Remember that these guidelines also apply to any requests you receive forjour-
nal articles and symposium proceedings, as vell as for in-house publications.
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3. Review of Navy Publicatioxu

PART 3
REVIEW OF NAVY PUBLICATIONS
What information must be reviewed before it can be distributed? What types
of reviews are required? How do I technically review a publication? How do
I decide what distribution statement to use? How do I determine if export
controls are required? What special reviews are required for books, pam-
phlets, and brochures?

What Publications Should Be Reviewed?
All classified and unclassified publications to be distributed outside your
activity should be reviewed. However, ad publications that are intended for
public release must be reviewed. At a minimum, this means that in-house
publications intended for public release and articles submitted for publica-
tion in the open literature must be reviewed, e.g., journals and presenta-
tions at an open symposium or conference (both those with and without an
accompanying article).

What Are the Purposes of the Review P .rocess

The purposes of the review process (figure 9) are to

Check for technical adequacy and accuracy.

Verify the classification level of the publication and, if the publication
is classified, to make sure that all components are properly marked
and all warning notices are included.

Select the appropriate distribution statement.

Determine if export-controlled information has been included in the
publication.

Check for patentable information.

"WHAT IS A TECHNICAL REVIEW? This review is usually done by the
supervisors in your organizational unit. In addition, either you or your
supervisor can also ask for an independent review of the publication by
another scientist or engineer who is a subject-matter expert.

The purpose of the technical review is to improve the value of the publica-
tion by evaluating the scientific and technical merit of the work. The
technical content is evaluated, and ways are suggested to improve commu-
nication with the intended audience. The basic concerns of this review are
to ensure accurate presentation of the material, reasonable interpretation
of data, and logical inferences. (See figure 10.)
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I. Publishing. Distrib'ting. and .Ieviewing Scientific and
Technical Information

TECHNICAL REEVIEW]

SECURITY REVIEW

DISTRIBUTION
STATEMENT
REVIEW

I EXPORT CONTROL
REVIEW

PATENT REVIEW

Figure 9. Types of
reviews.

WHAT IS A SECURITY REVIEW? As the author, you usually make
the initial determination concerning classification, i.e., is the publication
unclassified, confidential, or secret. If you are in doubt about the classifica-
tion level, contact your security office for assistance.

In deciding if the information in your publication is classified, be especially
concerned with information related to

Performance and capabilities

Specifications

Vulnerabilities

Procuremer.: and production plans and schedules

Operations

As part of the security review, remember to ensure that all components are
properly marked, that the correct classification source is cited, and that
the declassification or review information is correct. If you have used mul-
tiple sources to classify the pn'blication, include a list of these sources with

your publication.
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3. Review of Navy Publications

MAJOR CRITERIA FOR EVALUATING TECHNICAL REPORTS:

WHY WAS REPORT WRITTEN? (GOAL)

To Inform
To record others In To Influence
or document the same To report policy or
Information I field progress action Other

WHO IS THE AUDIENCE?

Adminis- Technical
trators Colleagues Coworkers Laymen Other

TECHNICAL ADEQUACY AND CONSISTENCY OF RESEARCH APPROACH?

Inadequate/ Inconsis- Inconsis- Adequate/ Highly
Not Relevant tencies tences Consistent Relevant

OVERALL WRITING STYLE/CLARITY?

Unclear/ Weak/ Clear
Totally Major Minor Presenta-
Deficient Problems Problems tion Superior

SIGNIFICANCE OF CONTRIBUTION TO THE TECHNOLOGY/NAVY?

Highly
None Trivial Modest Important Significant

Figure 10. Checklist for technical reviewers.
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I. Publishing, Distributing, and Reviewing Scientific and m
Technical Information

WHAT IS A DISTRIBUTION-STATEMENT
REVIEW? As the author, you make thi initial determi-
nation concerning what org-nizations or activities can
have access to the publication. This decision then forms
the basis for selecting the correct distribution statement.

In making this decision, you first determine if the information can be
released to the public. Public release is the act of making information avail-
able to the public without any restrictions. This means the information is
removed from control of the Navy; the information is in the public domain,
where it can be appropriated by anyone, including foreign nationals or rep-
resentatives of foreign industries or governments. To help determine if
work performed under 6.1 and 6.2 funding categories can be released to the
public, remember that basic research can usually be released to the public
until the "state of emergence" is evident. This means that the transition
has been made from basic research (funding category 6.1) to exploratory
development (category 6.2) with specific military applications.

If the information cannot be released to the public, you must determine the
extent of its availability without additional approval of the controlling
activity. (The controlling activity is usually either the preparing organiza-
tion or sponsoring office.) Formal distribution statements allow you to
limit access to any of the following groups:

U.S. government agencies (distribution statement B)

U.S. government agencies and their contractors (distribution state-
ment C)

Department of Defense and U.S. DoD contractors (distribution state-
ment D)

Department of Defense components (distribution statement E)

In addition, you can completely limit access to the publication and require
that all requests for the publication be approved by the controlling office
(distribution statement F).

After you have decided on the level of access, you must select a reason for
the limitation. Reasons for limiting access to publications are the
following-

Foreign government information

Proprietary information

Critical technology

Test and evaluation

Contractor performance evaluation

Premature dissemination

Administrative or operational use

1-21



3. Review of Navy Publications

Software documentation

Critical technology

Direct military support

Specific authority

A discussion of these reasons and the corresponding access groups can be
found in appendix A.

Your decision on the selected distribution statement should be reviewed by
both your supervisors and your activity's office that makes the final deter-
mination concerning distribution statements. Remember that those publi-
cations intended for public release must often be approved at the head-
quarters level. Do not release information to the public without approval of
either your activity or your headquarters office.
WHAT IS AN EXPORT-CONTROL REVIEW? As part of your deter-
mination on distribution availability, you must also make a decision con-
cerning export controls. (See Chapter 3, Part 2, for information on export
controls.) When making the decision concerning export controls, remem-
ber to use the Militarily Critical Technologies List, the Commodities Con-
trol List, the Munitions List, and your knowledge concerning the state-of-
the-art of the applicable technology.

WHAT IS A PATENT REVIEW? All publications should be reviewed for
inclusion of information that can be patented. This review should be done
by your organization's patent counsel.

What Is the Role of a Technical Reviewer?
At times, you will be asked to review a publication to ascertain its technical
adequacy. To do so, you must remain aware of the status of the technology.
The following guidelines will help you maintain that awareness:

Become a subject-matter expert on the status of technology in the
defense community, industry, academia, and the international arena.
Ask your security office for assistance in interpreting security
guidelines.

Use your technical library.

Use the resources of DTIC. (Also contribute information to DTIC so
that other researchers are aware of the state-of-the-art of specific
technological areas.)

Stay aware of industry's independent research and development
(IR&D) work.

Use your intelligenca office to obtain scientific and technical infornia-
tion on military equipment belonging to allies and adversaries.
Participate in technical professional societies.
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Use the Militarily Critical Technologies List, and
provide input to DoD to change the list as technology
changes.

Figure 10 is a checklist that provides some guidelines to
use as part of a technical review.

What Are the Special Procedures For Reviewing
Books, Pamphlets, and Brochures?
The Navy requires that books, pamphlets, and brochures be reviewed prior
to publication for

Necessity, current applicability, adequacy, judiciousness of purpose
and good taste, and to ensure their consonance with existing law and
with national and DN policy.

To show that this review has been made, these publications must include
the following certification of review:

Reviewed and approved
(Date)

(Signature of reviewing official)

This certification is usually placed on the back cover of the publication.
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PART 1
DEFENSE TECHNICAL
INFORMATION CENTER
What is DTIC? What databases are at DTIC? What is the TR database?
What is the WUIS database? What types of publications and information
should be sent to DTIC? What information should be excluded? How does
DTIC protect information? What is a DTIC Form 1498? When is a DD
Form 1498 required for contract work? How anr DTIC's databases
accessed?

What Is DTIC?
The Defense Technical Information Center (DTIC) is the central point
within the Department of Defense for acquiring, retrieving, and dissemi-
nating scientific and technical information. DTIC contributes to the man-
agement and conduct of DoD research and development efforts by provid-
ing a method to access and transfer scientific and technical information.
DTIC is an organizational component .f the Deputy Director for Acquisi-
tion, Policy, anto Prrogi•'al integration. Its main facility is at Camcron Sta-
tion in Alexandria, Virginia. Other facilities are in Boston and Los Angeles.

What Databases Are at DTIC?
The major databases (figure 11) at DTIC include the

Technical Report (TR) Database: Publications prepared by DoD
employees, DoD contractors, and colheges and universities under DoD
contract.

Work Unit Information System (WUIS) Database: Information
that describes all ongoing and completed research and technology
work performed or sponsored by DoD.

Independent Research and Development (IR&D) DatAbase:
Research projects currently in progress in industry. These projects
may have future applications to-and compete for-DoD contracts.
This database contains proprietary information and is exempt from
the disclosure provisions of the Freedom of Information Act.
Manpower and Training Research Information System
(MATRIS) Database: Information on planned, ongoing, and com-
pleted research dealing with manpower and personnel, human fac-
tors, education and training, and simulation and training devices.

The TR and WUIS databases are the two databases at DTIC that most
directly affect the performance of Navy RDT&E work.
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TECHNICAL
REPORT (TR)
DATABASE

WORK UNIT
INFORMATION
SYSTEM
(WUIS)
DATABASE

DTIC INDEPENDENT

RESEARCH &
DEVELOPMENT
(IR&D)
DATABASE

MANPOWER 1
AND TRAINING
RESEARCH
INFORMATION
(MATRIS)
DATABASE

Figure 11. DTIC's databases.

How Does DTIC's TR Database Affect My Work?
WHAT IS THE NAVY'S POLICY TOWARD DTIC'S TR
DATABASE? Navy policy requires that Navy scientists and engineers
submit. the published results of their work to DTIC; the Navy also requires
that the results of work performed under Navy contract be published and
submitted. Specifically:

The publication must be completed within 6 months after the work
has been completed or within 6 months after a significant scientific or
technological finding or observation has been made.

Both positive and negative results must be Fublished.

A report must be submitted upon completion or termination of evcry
RDT&E project.

WHAT INFORMATION SHOULD BE INCLUDED IN THE TR
DATABASE? When you are deciding whether information (figure 12)
should be sent to DTIC, consider the following questions. A positive
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response to any of them indicates that the publication
should be included in the DTIC TR database:

Is the information of immediate interest?

Is the information timely?

Does the information document the approach, results, and recom-

mendations of a single project, task, work urit, contract, grant, or
closely related effort?

Would the information be beneficial to DoD laboratories, contractors,
and academic institutions?

Is the information of historical significance? For example, does it pro-
vide data concerning why significant decisions concerning weapon
systems were made?

Should the information be put in the archives where it can be
retrieved for later use?

Is this information for which no preceding references can be found?

Is this statistical or management information that has an aadience
beyond your local activity?

is this a study or analysis? For exampie, does it include military see-
narios, assessments made using operational research techniques, sys-
tems analysis techniques, or similar technology?

Was the information published as a thesis, bibliography, or disserta-
tion sponsored with DoD funding?

If the informeation has been published in a journal or presented at a
conference, was you:- effort in developing the information sponsored
with DoD funding?

Is this information that document~s the results of DoD-funded
research, development, test, and evaluation efforts?

Is this logistics data that would benefit a similar project? For example,
test plans, test results, reliability-and-maintainability plans, safety
plans, integrated logistics support plans, and specifications.

Is this software documentation that another project that is doing
similar research or development can use?

Is this information that DoD contractors developed?

Is this information that college and university personnel developed
working under DoD contract?
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Figure 12. Types of information that must be sent to DTIC.

The following types of information cannot be included in DTIC's TR

database:

Information for which the classification guidelines exclude submis-
sion to DTIC, e.g., certain types of intelligence and surveillance
information.

Technical manuals that are stocked at the Navy Publications and
Forms Center.
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Administrative papers.

Nontechnical memoranda.

Engineering drawings.

Nontechnical correspondence.

Financial reports.

Contract administration documents.

Regulations.

Commercially published books.

WHAT TYPES OF MEDIA CAN BE USED TO SUBMIT
INFORMATION TO THE TR DATABASE? DTIC accepts several
types of media. These include paper copies of publications, master micro-
fiche, software (tapes and disks), and videotapes.

When submitting paper copies or microfiche masters, use Standard Form
298 (figure 13); for videotapes, use DTIC Form 503 (figure 14); for com-
puter diskettes, use DTIC Form 504 (figure 15); and for magnetic tape, use
DTIC Form 505 (figure 16).

HOW IS INFORMATION IN THE TR DATABASE PRO-
TECTED? DTIC's distribution of classified and unclassified publications
is controlled by several elements:

Security clearance and need-to-know of the requester.

Securit' classification and the distribution statement of the
publication.

The distribution statement denotes the availability of the publication for
distribution, release, and disclosure without additional authorization by
the controlling agency. (A distribution statement is separate from the secu-
rity classification and distinctly specifies those authorized to receive the
publication.) The distribution statement is determined by the controlling
agency; DTIC does not assign distribution statements.

Publications (both classified and unclassified) submitted to DTiC must
have a formal distribution statement (A through F orX). (See appendix A.)
This statement, together with the requester's need-to-know, is then used
by DTIC to determine if a requester is authorized to receive the
publication.

DTIC distributes publications only to those agencies authorized by the dis-
tribution statement. For example, if the publication is limited to DoD agen-
cies, then requests from all contractors and non-DoD government agencies
must be approved by the controlling agency. DTIC requires written
approval of the controlling agency before the distribution can be made.
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REPORT DOCUMENTATION PAGE N 0oA 088
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Figure 13. Standard Form 298 used to submit paper'
copies and master microfiche to DTIC.
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VIDEORECORDING REPORT DOCUMENTATION PAGE
071C S;.tO3 .

Figre 4.DTIC Form 503 used to submit vdoae
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Figure 15. DTIC Form 504 used to submit computer
diskettes to DTIC.
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Figure 16. DTIC Form 505 used to submit magnetic
tape to DTIC.
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How Does DTIC's WUIS Database Affect My Work?
WHAT IS THE NAVY'S POLICY TOWARD DTIC'S WUIS DATA-
BASE? The WUIS database, used to control and report technical and
management data, summarizes ongoing research and technology efforts
being accomplished within the RDT&E community. The Navy requires
that DTIC's WUIS database be used to report both classified and unclassi-
fied work performed in-house and by contract. The Navy also requires that
the WUIS database be searched before initiating new work.

WHAT ARE THE OBJECTIVES OF THE WUIS DATABASE? By
providing a comprehensive summaw.y of the technical content, performers,
monitors, and funding sources of DoD research and technical efforts, this
database increases the effectiveness of both Navy and DoD RDT&E (see
figure 17). The basic objectives of the WUIS database are to

Help R&D managers identify RDT&E efforts in a broad range of sci-
entific disciplines and technologies.
Permit managers to easily coordinate programs with other DoD com-
ponents and with other agencies and branches of the federal govern-
ment to eliminate overlap of effort.

Help scientists and engineers determine current and past efforts
related to their own work.

Permit scientists, engineers, and managers to identify individuals
working in technical areas of interest who can be contacted for further
technical information.

Allow scientists and engineers to stay aware of ongoing work in their
areas of interest.
Enhance the efficiency and cost effectiveness of the defense contrac-
tor community by providing knowledge of ongoing DoD work so their
R&D efforts can be focused toward national defense and military
requirements.

HOW IS WORK REPORTED TO THE WUIS DATABASE? DoD
employees use the DD Form 1498, or Work Unit Information System Data
Sheet (figure 18), to report work to the WUIS database. Information is
reported in work units. A work unit is the smallest segment into which an
RDT&E effort can be divided for local administrative control. Work units
are usually divided into the following three categories;

Technologically distinct efforts performed by Navy scientists and
engineers.

Contracts or grants used to perform Navy work.

Efforts performed by a non-DoD agency through an interagency fund
transfer.
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Figure 17. How the WUIS database increases effectiveness of
DoD RDT&E.

Each work unit has a specific objective and a finite duration, and must
result in an end product or conclusion. It is technically distinct in scope,
objective, and duration from other RDT&E efforts with which it may be
combined for financial, administrative, or contracting purposes.

Although each Navy activity has different procedures for preparing the
records, or DD Form 1498s, for submission to the WUIS database, some
general principles concerning generation of WUIS records can be found in
appendix B. However, to determine how your activity prepares WUIS
records, you need to contact your local STI officer.
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Figure 18. DD Form 1498, the Work Unit Information System
data sheet.
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WHAT TYPES OF WORK MUST BE REPORTED
TO THE WUIS DATABASE? Each technically dis-
tinct effort. performed by or in an RDT&E activity, each
uniquely numbered contract or grant,t and each research-
and-technology effort performed by a non-DoD agency
must be included in the WUIS database. (See table 1.)

Table 1. Summary of work requiring WUIS records.

WUIS Record Required?

Performing Funding Category
Agency Research Study Sponsored

6.1, 6.2, and and by
6.3A All Others Technology Analysis DUSDR&AT

Navy activity Required Varies, Required Required Required
depends on
work per-
formed

Contractor Required Varies, Required Required Required
depends on
work per-
for med

Academic Required Required Required Required Required
institution

Non-DoD Required Required Required Requirod Required
government
agency

To determine if your work must be reported in the WUIS database, you
need to answer the following questions (figure 19). A positive response to
any question means that the v, )rk must be reported:

Is the effort research or technologyP A record is required, regardless
of program, program category, or appropriation. Dollar values or per-
forming agencies are not reasons for exclusion.

Is the work funded wholly or in part from program categories 6.1, 6.2,
and 6.3A? Again, dollar values or performing agencies are not reasons
for exclusions.

Is the work under the control of the Deputy Undersecretary of
Defense (Research and Advanced Technology) (DUSDR&AT)?

To identify technically distinguishable efforts, some large contracts or grants may

need to be divided into several records.

= Research is defined as all efforts directed toward increased knowledge of natural
phenomena and environment and efforts directed toward solving long-term defense
problems in the physical, engineering, life, behavioral, and social sciences. Technol-
ogy is defined as scientific or engineering efforts directed toward eliminating techni-
cal barriers and providing solutions to technical problems (excluding routine engi-
neering) encountered in RDT&E programs.
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Figure 19. Work that must be reported in the
WUIS database.

Is the work being funded from RDT&E money (categories 6.1 through
6.7) and being performed by a U.S. academic institution, nonprofit
academic organization, or federal contract research center? WUIS
records are required for all work, including services, supplies, or
equipment.

Is the work a contract for studies and analyses?3

Records are not required for contracts for services, supplies, or equipment
used in support of research and technology efforts (except for work being
performed by a U.S. academic institution, nonprofit academic organiza-
tion, or federal contract research center). Examples of such exclusions are
as follows:

Purchases of equipment, components, or devices where research or
technology efforts are not involved.
Routine data taking, data analysis, and data reduction services.

Field services, fabrication, installation, calibration, or modification of
equipment or components.

3 Note that records for studies and analyses reflect work performed in support of
decision-making efforts, not RDT&E efforts.
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Technical services such as programming or compu-
tational support or translation services.

Other maintenance and support services.

If your contract is a delivery-order type and requires a
WUIS record, the record must be prepared for the major contract. How-
ever, if you wish, you may also prepare individual records for individual
delivery orders.

WHEN MUST WORK BE REPORTED TO THE WUIS
DATABASE? In all cases, i.e., in-house work, contract efforts, and
efforts by non-DoD government agencies, the WUIS record must be pre-
pared within 30 days for any of the following events:

In-House Work: The acceptance or approval to initiate a new
RDT&E effort. Changing, completing, or terminating an RDT&E
effort.

Contract Work: The award of a contract or grant. A change to a
contract or grant that affects the description of the work, level of
funding, identity of a principal investigator, or duration of the effort.
Completion or termination of a contract or grant.

Non-DoD Agencies: The transfer of funds, changes, completion, or
termination of work by a non-DoD government agency.

In addition, each record must be reviewed, revised, and changes or correc-
tions submitted at least once a year. The purpose of this review is to keep
the database current in terms of progress, current fiscal year funding, and
use of personnel.

WHO HAS ACCESS TO THE WUIS DATABASE? Information in the
database is available to all DoD scientists, engineers, and managers; DoD
contractors, including both industry and academia; other government
agencies and their contractors; and other qualified organizations. How-
ever, the release of the individual WUIS records follows the security
tequirements and distribution limitations imposed by the submitting
activity for each individual record, i.e., work unit or DD Form 1498.

HOW IS THE WUIS DATABASE USED? Before starting any new
work, the Navy requires that the WUIS database be queried. The purpose
of this query is to identify related work and to ensure that work being done
by other DoD components will not be duplicated.

2-19



I. Defense Technical Information Center

Project maragers and principal investigators must request the DTIC
search on all aspects of their proposed program, including planned con-
tract v-iork. Queries are required for the following types of work:

All 6.1-, 6.2-, and 6.3A-funded work.

All work that falls within the definition of research and technology.

All work that is a study or analysis.4

How Can DTIC's Databases Be Accessed?
Each Navy activity has different procedures for providing access to DTIC's
various databases. In most R&D organizations, access is provided by the
activity's technical library. To determine how access is provided at your
activity, contact your local STI officer.

A study or analysis examines a subject to provide a greater understanding of rele-
vant issues and alternatives that lead to conclusions and recommendations. Areas
subject to such examination include planning, programming, budgeting, decision-
making, and policy concerned with organizations, tactics, doctrine, policies, force
plans, strategies, procedures, intelligence, weapons selection and mix, systems pro-
grams, or resources. Also included is the research and development of related data-
base structures and models for supporting studies and analyses.

2-20



II, STI and Databame Requirements

PART 2
INFORMATION ANALYSIS
CENTERS
What is an information analysis center (LAC)? What technical areas are
covered by the IACs? What products do they produce? Who has access to the
JACs? Is information, in an JAC protected? How does an LAC gather infor-
mation? How can I use the services tef an LAC?

What Are Information Analysis Centers?
Information analysis centers (LACs) collect, review, analyze, evaluate,
summarize, and store information in clearly defined, highly specialized
technical areas. The IACs' collections are expanded on a continuing basis
to incorporate the most current international research information. Infor-
mation is then distributed according to expressed or anticipated needs of
users.

There are presently 23 IACs. Of these, 14 are funded and administratively
managed by the Defense Technical Information Center (DTIC); the
remaining nine are administratively managed by other DoD activities.
Technical management is provided by DoD laboratories and agencies that
have expertise in the IAC's specific subject area. When needed, additional
technical expertise is provided by scientists and engineers associated with
the host facility.

The IACs also review and coordinate R&D efforts concerning interservice
compatibility of technology programs and promote the exchange of techni-
cal information.

What Subject Areas Are Covered by the IACs?
The individual IACs and their technical areas of expertise (figure 20) are as
follows:

Chemical Warfare/Chemical and Biological Defense Infor-
mation Analysis Center (CBIAC): Technical areas include physi-
cal and chemical properties of agents and simulants; agent/simulant
persistence on vegetation, terrain, materiel, and equipment; and per-
formance degradation of individuals in a chemical warfare
environment.

Coastal Engineering Information Analysis Center (CEIAC):
Included is information on coastal engineering, coast regions,
beaches, shore erosion, coastal environments, oceanography, ocean
waves, tides, inlets, and hydrodynamics.

2-21



2. Information Analysis Centers

FiuET20.LS s aresCoTexertse

METAL MATRIXL

COMPOSITE n MANUFACTURING
TECHNOLOGY

[ C E R AM ,I _ J 4 O D E T U T V

CONCRETEPROPULSION

D oD NUCLEAR IA __ cCwSSEM
INFORMATION IA • ERGONO MICS]I

SHIGH-TEMPERATURE --AEIL-- PSTC .

_ ' -[REL,_ABILITY
GUIDANCE AND ,

CONTraL sAVEMENTS 
ANDiSOIL TRAFFICABIL.TY

VULNERABILI'I'Y CHEMICAL WARFARE
SAND CHEMICAL ANDSHYDRAULIC LBIOLOGICAL DEFENSE

ENGINEERING .

Figure 20. 1ACs' areas of expertise.

Ceramics Information Analysis Center (CIAC): This is Doffs
central source of information on monolithic ceramics, cerainic com-

posites, hybrids, laminates, coatings, reinforcing fibers, composite
joints, nonstructural composites such as piezoelectric ceramics, and
optical materials used in defense systems and hardware.

Chemical Propulsion Information Agency (CPIA): Subject
coverage includes ramjet and solid, liquid, hybrid, and electric rocket
propulsion systems; fuels and ingredients; gun propellants; energetic
and inert components; and gas generators.
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Cold-Regions Science and Technology Infor-
mation Analysis Center (CRSTIAC): This JAC
specializes in cold-regions science and technology;
included are the design, construction, and mainte-
nance of military facilities in cold regions and inves-
tigations into snow, ice, and frozen ground.

Crew System Ergonomics Information Analysis Center
(CSERIAC): Information covered includes human characteristics,
abilities, limitations, physiological needs, performance, body dimen-
sions, biomechanical dynamics, strength, and tolerances. The IAC
also includes engineering and design data on equipment and weapon
systems to be used, operated, or controlled by military crews.

Concrete Technology Information Analysis Center (CTIAC):
Subject areas are concrete, reinforced concrete, reinforcing materials,
cements, mixtures, loads (force), fracture (mechanics), deformation,
degradation, chemical analysis, repair, evaluation, maintenance, and
rehabilitation.

Data and Analysis Center for Software (DACS): The DACS
mission includes modeni programming practices, acquisition man-
agement, programming techniques and methods, and the software
development cycle.

DoD Nuclear Information Analysis Center (DASIAC): Infor-
mation includes the phenomena of nuclear weapon explosions; the
effects of nuclear weapons on military strategic and tactical systems
and components; survitaability, vulnerability, and hardening;, nuclear
weapons' safety and physical security; military doctrine and opera-
tions; the eflects of nuclear weapons' testing;, and hardening and
lethality of advanced weapons systems.

Guidance and Control Information Analysis Center
(GACIAC): Subject areas include the guidance and control of tacti-
cal weapons, including missiles, rockets, bombs, submunitions, pro-
jectiles, and munition-dispensing canisters.

Hydraulic Engineering Information Analysis Center
(HEIAC): Areas of expertise are river, harbor, and tidal hydraulics;
flow through pipes, conduits, channels, and spillways as related to
flood control and navigation; hydraulic design and performance of
dams, locks, channels, and other structures; and underwater shock
effects.

High-Temperature Materials-Mechanical, Electronic, and
Thermophysical Properties Information Analysis Center
(HTMIAC): Covered are mechanical, thermophysical, and elec-
tronic properties of high-temperature materials of particular interest
to DoD. Emphasized are numerical engineering data related to the
nroperties of aerospace structural composites and metals, infrared
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detector/sensor materials, and high-energy laser structural and
detector vulnerability, survivability, and hardening.

Infrared Information Analysis Center (IRUA): Coverage
extends to radiation sources emitting in the ultraviolet through far
infrared spectral regions; radiation characteristics of targets; optical
properties of materials, elements, and arrays; masers and lasers;
image tubes, imaging systems, scanners, and staring systems and sen-
sors; optical systems and components; detector coolers and electron-
ics; atmospheric propagation; and search, homing, tracking, ranging,
countermeasures, reconnaissance, and other military infrared and
laser systems.

Metals Information Analysis Center (MIAC): MIAC is DoD's
central source of information on monolithic metals, metal alloys,
intermetallic compounds, coating, metal joints, and welds used in
DoD systems and hardware. Emphasis is placed on those metals,
alloys, intermetallic compounds, and coatings used in structural
applications and in stringent environments.

Metal Matrix Composites Information Analysis Center
(MMCIAC): Included is information on matrix materials, continuous
and discontinuous reinforcements, reinforcement or fiber material"
and metal matrix composite properties. Technical areas of expertise
include fabrication and manufacturing processes, defense and indus-
trial applications, test and evaluation techniques and methods, prop-
erties data, operational serviceability and repair, environmental pro-
tection, and performance computations.
Manufacturing Technology Information Center (MTIAC):
MTIAC is responsible for information related to machine tools and
manufacturing equipment, robots and special machines, computer-
aided design, computer-aided manufacturing, and material handling
equipment.

Nondestructive Testing Information Analysis Center
(NTIAC): This IAC is concerned with all nondestructive testing,
inspection, evaluation techniques, and processes that involve
material-energy interaction phenomena.

Plastics Technical Evaluation Center (PLASTEC): PLASTEC
is responsible for information related to plastics, adhesives, and
organic matrix composites. Subject areas include structural, electri-
cal, electronic, and packaging applications. Included are molded,
formed, foamed, and laminated materials. PLASTEC also maintains
computerized files on adhesives technology, compatibility of poly-
mers with propellants and explosives, and materials deterioration
data.
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Pavements and Soil Trafficability Informa-
tion Analysis Center (PSTIAC): Subject cover-
age includes pavements, trafficability, ,rehicle mobil-
ity, and terrain as relevant to military needs.
Specific areas of concern are road vehicle mobility,
soil trafficability, ground flotation, and terrain
evaluation.

Reliability Analysis Center (RAC): The RAC's expertise is in reli-
ability and failure-mode analysis of microcircuits, discrete semicon-
ductors, nonelectronic devices, and standardized electronic modules.
Its database on systems and equipment reliability and maintainability
includes information on planned and operational systems and equip-
ment, life-cycle R&M costs, and data for prediction techniques.

Soil Mechanics Information and Analysis Center (SMIAC):
Included is informat;on on soil mechanics; engineering geology; rock
mechanics; soil dynainics; earthquake engineering; earth and rockfill
dams, levees, earth-retaining structures, and building foundations;
and laboratory testing of svils and rocks.

Survivability/Vulnerability Information Analysis Center
(SURVIAC): Subject coverage extends to all aspects of nonnuclear
survivability, vulnerability, and lethality for both U.S. and foreign
aeronautical and surface targets. SURVIAC's scope extends both to
the survival of friendly systems to threat weapons and the effective-
ness of U.S. weapons against foreign systems.

Tactical Technology Center (TACTEC): TACTEC speciali-es in
the technologies associated with tactical warfare from low-intensity
conflict through tactical nuclear warfare. Representative technolo-
gies include surveillance and detection; target acquisition and engage-
ment; guidance systems; position location; communications and elec-
tronics' countermeasures and countercountermeasures; camouflage,
concealment, and deception; weapons and munitions; armor and
antiarmor; electromagnetic launch; mobility and logistics; aircraft
and air operations analysis; training;, and military operations and
operations analysis.

Locations and phone numbers of the IACs are in table 2.
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Table 2. Locations and Phone Numbers of TACs.

IAC Location Phone Number

Chemical Warfare/ Battelle Edgewood Operations (3011 676-9030
Chemical and ATTN: CBIAC
Biological Defense 2113 Emmorton Park Road

Suite 200
Edgewood, MD 21040

Coastal Engineering U.S. Army Engineer Waterways (601) 634-2012
Experimental Station

ATTN: CEWES/CV-I
3909 Halls Ferry Road
Vicksburg, MS 39180-6199

Ceramics Purdue University (317) 494-9393
ATTN: CIAC/CINDAS
2595 Yeager Road
West Lafeyette, IN 47906-1398

Chemical Propulsion John Hopkins University (410) 992-7300
Whiting School of Engineering
ATTN: CPIA
10630 Little Patuxent Parkway
Columbia, MD 21044-3200

Cold Regions U.S. Army Cold Regions (603) 646-4221
Research and Engineering
Laboratory

72 Lyme Road
Hanover, NH 03755-1290

Crew System Wright-Patterson Air Force (513) 255-4842
Ergonomics Base

ATTN: AL/CFM/SERIAC
Dayton, OH 45433-6573

Concrete U.S. Army Engineer Waterways (601) 634-3264
Experiment Station

ATTN: CEWES/SV-Z
3909 Halls Ferry Road
Vicksburg, MS 39180-6199

Data and Analysis Kaman Sciences Corporation (315) 734-3696
Center for Software Data and Analysis Center for

Software
PO Box 120
Utica, NY 13503

DoD Nuclear DASIAC (703) 960-4774
Information 2560 Huntingt, n Ave.

Suite 500
Alexandria, VA 22303-1490

Guidance and liT Research Institute (312) 567-4519
Control ATTN: GACIAC

10 West 35th Street
Chicago, IL 60616-3799

Hydraulic U.S. Army Engineer Waterways (601) 634-2608
Engineering Experiment Station

ATTN: CEWES/HV-Z
3909 Hails Ferry Road
Vicksburg, MS 39180-6199

(cont' d)
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Table 2. Locations and Phone Numbers of LACs. (cont'd)

IAC Location Phone Number

High-Temperature Purdue University (317) 494-9393
Materials ATTN: HTMIAC/CINDAS

2595 Yeager Road
West Lafeyette, IN 47906-1398

Infrared Environmental Research Institute (313) 994-1200
of Michigan

ATTN: IRIA
PO Box 134001
Ann Arbor, MI 48113-4001

Metals Purdue University (317) 494-9393
ATTN: MIAC/CINDAS
2595 Yeager Road
West Lafeyette, IN 47906-1398

Metal Matrix Kaman Science Corporation (805) 963-6455
Composites ATTN: MMCIAC

816 State Street
PO Box 1479
Santa Barbara, CA 93102-1479

Manufacturing liT Research Institute (312) 567-4733
Technology ATTN: MTIAC

10 West 35th Street

Chicago, IL 60616
Nondestructive Texas Research Institute (512) 263-2106
Testing Austin

415A Crystal Creek Drive
Austin, TX 78746-6201

Plastics Plastics Technical Evaluation (201) 724-4222
Center

U.S. Army Marament, Munitions
and Chemicals Command

Picatinny Arsenal, 07806-5000
Pavements and Soil U.S. Army Engineer Waterways (601) 634-2734
Trafficabillty Expet;.nent Station

ATTN: CEWES/GM-L
3909 Halls Ferry Road
Vicksburg, MS 39180-6199

Reliability liT Research Institute (315) 337-0900
ATTN: RAC
PO Box 4700
Rome. NY 13440-8200

Soil Mechanics U.S. Army Engineer Waterways (601) 634-3376
Experiment Station

ATTN: CEWES/GV-Z
3909 Halls Ferry Road
Vicksburg, MS 39180-6199 

(cont'd)
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'Table 2. Locations and Phone Numbers of lACs. (cont'd)

IAC Location Phone Number

"Survivability/ Booz-Allen & Hamilton (513) 255-4840
Vulnerability ATTN: WLIFIVSISURVIAC

Wright-Patterson Air Force Base
Dayton, OH 45433

Tactical Technology Battelle (614) 424-5047
ATTN: TACTEC
505 King Avenue
Columbus, OH 43201-2693

What Are the Products of the IACs?
The IACs offer the following types of products (figure 21):

Abstracts and Indexes: Announcements in the form of abstracts
and indexes of pertinent reports in the IAC's technology field.

Technical Inquiry Services: Advice in response to technical ques-
tions of IAC users.

Bibliographic Inquiry Service: Reference to the newest and most
relevant reports covering a user's inquiry.

Scientific and Engineering Reference Works: Information
applicable to ongoing work through design, preparation, and mainte-
nance of handbooks and databooks.

State-of-the-Art Reports: Summaries of the status of technology
that are pertinent to current RDT&E decision making for scientists,
engineers, and managers.

Critical Reviews and Technology Assessments: Comparative
analyses of technologies based on technical, national, or application
considerations.

Current Awareness: Newsletters and reviews to keep users aware
of the most significant developments within the IAC's technical area.

Technical Area Tasks: Detailed problem solution provided in
response to a user's requirements.

Technical Conference and Interagency Committee Organi-
zation and Administration: Administrative and technical support
to DoD technical conferences and joint committee meetings. The pur-

poses of these committees are to solve problems, coordinate technol-
ogy programs, and promote the exchange of technical information.

2-28



I1. STI and Database Requirements

S~ABSTRACTS
AND INDEXESI

TECHNICAL AS~INQUIRY
SERVICES

B IBLIOGRAPHIC

SINQUIRY
SERVICES

SS&E REFERENCE

F ig 
W ORKS

WhAtSuC eMtrasD th LA U ?

-[ART REPORTS,

TECHNICAL AREA

=TASKS

SCRITICAL REVIEWS

ASSESSMENTS

CURRENT

CA'WARENESS

Figure 21. Typical IAC products.

What Source Materials Do the IACs Use?

Information sources (figure 22) for lAC publications include

Technical reports from DoD, other government agencies, industry,
academic institutions, and foreign sources

Open literature

Unpublished papers

Meetings

Conference proceedings

In addition, searches are continually conducted to find additional sources
of information.
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Figure 22. Source materials for IACs.

Who Is Eligible for IAC Services?
The following groups have access to IAC research information:

All U.S. government agencies

U.S. government contractors and grantees

Private sector

Please note that the private sector has access to the 1ACs, only if the
request does not impair service to DoD. Also, access is consistent with
security requirements and other limitations, e.g., distribution statements
and export control notices on the requested information.

Is There a Cost for IAC Services?
Most IAC services are free or have a minimal charge. However, to offset
costs incurred in preparing materials or responses to inquiries, service
charges are sometimes imposed on products and services. Such costs are
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established according to guidance provided by the spon-
soring DoD component. At no time are charges incurred
without the agreement of the user.

Examples of free services include abstracts, indexes, cur-
rent awareness products, and technical inquiry services.
Scientific and engineering reference work (on a continuing or subscription
basis), state-of-the-art reports, technology assessments, and analytical and
technical area tasks are separately priced by a cost proposal submitted to
the requiring activity.

How Are the IACs Accessed?
Each Navy activity has different procedures for providing access to IACs.
In most R&D organizations, access is provided by the activity's technical
library. To determine how access is provided at your activity, you should
contact your activity's STI officer.

Additionally, information is available from DTIC at the following address:

Defense Technical Information Center
ATTN: DTIC-AI, IAC Program Manager
Bldg. 5, Cameron Station
Alexandria, VA 22304
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PART 3
GOVERNMENT-INDUSTRY DATA
EXCHANGE PROGRAM
What is GIDEP? What information is included in GIDEP? Who has access
to GIDEPinformation? Is GIDEP accessible to foreign governments? What
is the Navy's policy regarding use of GIDEP?

What Is GIDEP?
The Government-Industry Data Exchange Program (GIDEP) is a coopera-
tive activity between the federal government and industry. Sponsored by
the Joint Logistics Command, the program allows participants to
exchange technical data related to parts, components, and materials used
in commercial and industrial military, energy, and space systems and
equipment. By sharing information, expenditures of time and money are
reduced or eliminated.

What Types of Information Are Included in GIDEP?
There are four main databases at GIDEP.

Engineering Data Interchange Database: This database is -on-
cerned with engineering and quality data. Included are engineering
reports on energy, computer software, mathematics, materials,
mechanics, and metallurgy; engineering and quality assurance
reports on materials, mechanical, and electronic components and
parts; and technical reports from the Department of Energy. Specifi-
cations are included for nonstandard and military drawing parts and
materials, as well source control specifications from original equip-
ment manufacturers.

Failure Experience Data Interchange Database: This data-
base contains objective failure information generated when signifi-
cant problems are identified with parts, components, processes,
equipment, materials, specifications, or safety hazards. Also included
are ALERTs, SAFE-ALERTs, failure analysis and problem informa-
tion data, and diminishing manufacturing source data.1

Reliability-Maintainability Data Interchange Database:
Included are failure rate/mode and replacement rate data and mean-
time-to-repair data on parts, components, equipment, systems, and

An ALERT, a report on failure information, is generated when significant problems

are identified on parts and materials. A SAFE-ALERT is similar to an ALERT, but
the failure information is related to a safety problem for personnel or risk of damage
to facilities or equipment. Diminishing manufacturing sources data provides infor-
mation on items being discontinued from production or on companies going out of
business.
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materials based on field performance and reliability
demonstration tests. Also included are reports on
theories, methods, techniques, and procedures
related to reliability and maintainability practices.

Metrology Data Interchange Database: This
database contains metrology-related engineering
data on test systems, calibration systems, measurement technology,
test equipment calibration procedures, and technical manuals.

Publications that are either classified or contain propriety data cannot be
included in the GIDEP database. In addition, any publication with a limited
distribution statement (statements B through F and X)2 is not put in
GIDEP. Only an unclassified, unlimited abstract (statement A) is included.

What Agencies Belong to GIDEP?
Members of GIDEP are agencies that use or generate the types of data
included in the GIDEP databases. Basically, membership consists of

Prime and major subcontractors

Government acquisition and support activities

Original equipment manufacturers

Commercial-industrial companies

Consultant firms that support government and industry

Educational institutions with reliability-maintainability curricula,
including engineering curricula

Public and private utilities

Canadian Department of National Defence and members of Canadian
industry

How Is Information in GIDEP Protected?
GIDEP is not an open database. It can be accessed only by U.S. government
agencies, contractors, and universities that are members. Information is
also available to the Canadian government and Canadian contractors who
have contracts with either the U.S. or Canada.

Requests for publications that carry limited-distribution statements are
referred by GIDEP to the controlling agency.

2 See appendix A.
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What Is the Navy's Policy Toward GIDEP?
WHAT IS THE POLICY FOR NAVY EMPLOYEES? The Navy
requires that all unclassified publications that contain information rele-
vant to GIDEP's mission areas be sent to the GIDEP database. This is usu-
ally done through each Navy activity's GIDEP representative, who reviews
each publication and decides if the information is applicable to GIDEP. If
this decision is positive and the publication is unlimited, i.e., approved for
public release, the representative fills-out DD Form 2000 (General Docu-
ment Summary Sheet, figure 23), and sends both the form and the publica-
tion to GIDEP. If the decision is positive and the publication is limited, i.e.,
distribution statement B-F or X, the GIDEP representative writes an
unlimited abstract and sends only the DD Form 2000 to GIDEP. Publica-
tions that contain either proprietary or classified information cannot be
sent to GIDEP.
The Navy also suggests that you have your technical library search the
GIDEP database before you start work that involves testing parts and com-
ponents and preparing calibration procedures.

WHAT IS THE POLICY FOR CONTRACTORS? All Navy-funded
contracts for $500,000 or more for research, design, development, testing,
production, procurement, or support of mission-related material3 are to be
reviewed to determine if contractor participation in GIDEP would be bene-
ficial. If the decision is positive, the following GIDEP clauses are to be
included in the contract:

a. The contractor shall participate in the appropriate interchange of
the Government-Industry Data Exchange Program (GIDEP) under
the latest revision of MIL-STD-1556. This program is an invaluable
tool in the government's war against inefficiency, and is limited to
participating activities. Data entered are retained by the program and
provided on a privileged basis. Compliance with this clause shall not
relieve the contractor from complying with any other provision of the
contract.

b. The contractor agrees to insert paragraph "A" of this clause in
any subcontract hereunder exceeding $500,000. When so inserted, the
word "contractor" shall be changed to "subcontractor."

These clauses can be tailored to meet specific requirements.

3 Mission-related material is that material that must operate to accomplish the spe-
cific mission of a system, subsystem, or piece of equipment developed or procured
for the use and support of the Navy or Marine Corps.
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Figure 23. DD Form 2000 used for sending information
to GIDEP database.
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How Is Information Obtained from GIDEP?
WHAT ARE THE PROCEDURES FOR NAVY EMPLOYEES?
Most technical libraries maintain copies of GIDEP microfilm files;
abstracts of reports; summaries of failure data rate, replacement rate data,
ALERTs, and SAFE-ALERTs; and other data related to your organiza-
tion's work. These should be available for your use in the technical library.
If necessary, your library will also query the database for copies of mate-
rial. Contact your activity's STI officer for specific practices at your
activity.

WHAT ARE THE PROCEDURES FOR CONTRACTORS? When
GIDEP receives material, it is reviewed for program applicability, indexed
for computer retrieval, processed for microfilming, and automatically dis-
tributed to contractors, as well as government agencies, that are GIDEP
members. Contractors are also able to query the database for copies of
material.
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i ~PART, I
DISTRIBUTION STATEMENTS
What is a distribution statement? Does it always have to

be used? How are statements assigned? What types of
material require distribution statements? What is the relationship of the
distribution statement to the eqiort-control notice? Are distribution state-
ments required for both classified and unclassified material?

What Are the Navy's Basic Requirements
Concerning Distribution Statements?
All Navy activities that either generate or are responsible for scientific and
technical information must use the following guidelines concerning distri-
bution statements:

The distribution statement for scientific and technical information
must be determined before primary distribution is made. If the infor-
mation is to be presented orally, the determination must be made
before the presentation.

Distribution statements are required on both classified and unclassi-
fied information.

All forms of information must be marked with a distribution state-
ment. Such information includes printed or written material, aper-
ture cards, magnetic media, viewgraphs, slides, drawings, videotapes,
and microfilm.

All types of information must be marked with a distribution state-
ment. This includes reports, drawings, blueprints, standards, specifi-
cations, technical manuals, plans, and computer software.

Technical information in preliminary or working draft form cannot be
distributed without a security classification review and assignment of
a distribution statement.

When required, the export-control notice must be used in addition to
the distribution statement.

Existing unclassified technical irformation must be assigned a distri-
bution statement-if it has not already been released to the public and
if it is likely that the information will be distributed outside DoD.

Classified information cannot be approved for public release, i.e.,
assigned distribution statement A.

The distribution statement assigned to classified information is
retained after declassification or until the controlling agency removes
or changes the statement.
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What Is the Purpose of the Distribution Statement?
A distribution statement does not prevent you from providing information
to those organizations and people with a "need-to-know." The distribution
statement is not intended to limit distribution to agencies and individuals
with legitimate requirements for the information. Rather, its purpose is to
regulate the material's secondary distribution by showing who can have
access to the material without approval by the controlling agency. For
example, if the distribution statement limits the information to only DoD
organizations, then the controlling agency must approve distribution to
contractors and non-DoD government agencies.

In addition, some Navy activities or security classification guidelines may
require additional caveats that further limit distribution of the informa-
tion. For example, some security guidelines prohibit distribution to DoD
databases, and other guidelines do not allow distribution to foreign
nationals.

What Distribution Statements Are Available?
Seven distribution statements are ased by DoD (table 3). These distribu-
tion statements show whether the material is to be released to the public or
whether .the material is to be controlled by an agency of the Department, of
Defense.

The seven distribution statements can be summarized as follows:

Approved for public release (statement A).

Limited to U.S. government agencies (statement B).

Limited to U.S. government agencies and their contractors (state-
ment C).

Limited to DoD and U.S. DoD contractors (statement D).

Limited to DoD components (statement E).

All distribution controlled by the controlling agency (statement F).

Limited to U.S. government agencies and private individuals or enter-
prises eligible to obtain export-controlled data (statement X).

Reasons for limiting distribution include the following:

Proprietary information

Foreign government information

Evaluation of a contractor's performance

Technical or operational information used solely for official adminis-
trative or operational purposes
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II. Controlling Scientific and Technical Information

Table 3. Distribution statements and the reasons for
imposing them.

Distribution Statemmnts

Reasons for imposing distribution
statements - o o E

Foreign govetnmenc information X X A i

Proprietary informationa

Critical technology

Test and evalua tion dat
Contractor performance evaluation X

Premature dissemination X

Administrative/ioperational use X

Software documentation
Specific authority (identify) X X X

Direct military support

Public & foreign release
Paragraph 4-505 of DoD 5200. I-K • •• 3,•,••I:'.'..:I •.•

or other specific authoite a ritt id X

Export control of unclass. doc
ments (private individuals) '-

A = Unlimited distribution E = Do D components only

B = U. S. Govt agencies only F = Further dissemination only as directed

C = U.S. Govt agencies and their X = Agencies, individuals, or enterprises
contractors authorized by 10 U.S. C. 140c.

D -- DoD and DoD contractors only

Critical technology

Patentable information that pertains to systems or hardware in the
development or conceptual stage

Test and evaluation data

Software data

Direct military support

Specific authority (The inormaation needs to be limited for reasons
other than those listed above, and a specific written guideline exists to
cover this contingency.)
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These statements and explanations concerning their use are in appendix A.
However, two special requirements that concern the use of distribution
statement A need to be emphasized:

The use of statement A requires the approval of either your agency or
your headquarters office.

Classified publications cannot (1) be referenced in a statement A pub-
lication or (2) be listed in the bibliography of a statement A
publication.

What Is the Export Control Notice?
All technical material to be distributed must also be reviewed for export
controls; this includes militarily critical technology. If the material con-
tains information that cannot be exported without an export license, the
following statement, in addition to any distribution statement, must be
used:

WARNING-This document contains technical data whose
export is restricted by the Arms Export Control Act (Title 22,
U.S.C., Sec. 2751, et seq.) or the Export Administration Act of
1979, as amended, Title 50 U.S.C., App. 2401 et seq. Violations of
these export laws are subject to severe criminal penalties. Dis-
seminate in accordance with provisions of DoD Directive
5230.25.

Can a Distribution Statement Be Changed?
A distribution statement may be changed after technical material has been
released. In fact, the Navy requires that scientific and technical informa-
tion be reviewed to determine if the distribution availability of the infor-
mation can be increased, e.g., changed from U.S. government agencies only
to U.S. government agencies and their contractors.

How Is Technical Material Marked with a
Distribution Statement?
HOW IS STANDARD PRINTED OR WRITTEN MATERIAL
MARKED? Standard printed or written material includes all publica-
tions and correspondence that discuss technical information.

Material With a Cover or Title Page. Print, type, or stamp the distri-
bution statement and export-control notice (if required) on the front cover
or title page (figure 24).
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•j - ,. oW KS x

BATTLE GROUP EXERCISE
by

J. M. Smith
Tt• Rue~,tien C

A wd N1 Oct 1991

ft ft e-.

Approved for
public release

PART A PART B •

PUBLICATION WITH COVER PUBLICATION WITH TITLE PAGE

Distribution authorized to U.S.
Government agoncles only; critical

EXERCISE THREE technology: October 1991. Other
requests shall be referred to Chief of
__Naval Operations, Washington, DC
20350.

WARNING-This document contains
technical data whose export is
restricted by the Arms Export ControlAct (Title 22, U.S.C., Sec. 275 ., et
seq) or the Export Administration Act
of 1979, as amend3d, Title 50,
U.S.C., App. 2401 et seq, Violations

of these export laws are subject to
severe criminal penalties. Disseminate
In ac.,ordance with provisions of DoO

Diroctive 5230.25.

Distribution authorized to DoD
components only; premature
dassemination; October 1991, Other
requests shall be referred to Chief of
Naval Operations, Washington, DC
20350.

PART C
MATERIAL WITHOUT TITLE PAGE
OR COVER

Figure 24. Placement of distribution statement and export-control
notice on standard printed or written material.
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Material Without a Cover or Title Page. Print, type, or stamp the dis-
tribution statement and export-contr.- 1 notice (if required) on the first
page (figure 24).

HOW IS A DECK OF ADP PUNCHED CARDS MARKED? When
marking a deck of ADP punched cards (figure 25), print, type, or stamp the
distribution statement and export-control notice (if required) on the face
of the first and last cards and on the container holding the deck.

ADistribution authorized to mo componentsonly; crItical technology; October 1991.
Other requests shall be referred to Chief
of Naval Operations, Washington, DC
20350.

WARNING-- This document contains

technical data whose export Is restricted
by the Arms Export Control A-zt (Title 22,
U.S. C., See. 2751, at seq.) or the Export
Admin~stration Act of 1979, as amended,
Title 50 U.S.C., App. 2401 et seq. Vio-
lations of these export laws are subject to
severe criminal penalties. Disseminate In
accordance with provisions of DoD Direc-
tive 5230.25.

Figure 25. Placement of distribution statement and
export-control notice on deck of ADP punched cards.

HOW ARE MAGNETIC MEDIA MARKED? Print, type, or stamp the
distribution statement and export-control notice (if required) on a label
applied to the outside of the magnetic media and on the container housing
the media (figure 26A). The first and last pages of the resulting hard-copy
document or computer printout must also be marked with the applicable
statements (figure 26B). Included in this media are magnetic tapes, cas-
settes, and disks.
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Distribution authorized to DoD components only;
premature dissemination: October 1901. Other
requests s•hall be referred to Chief of Naval
Operations, Washington, DC 20350.

WARNING- Nhis document contains technical data
whose export Is restricted by the Arms Export
Control Act (Title 22, U.S.C., Sec. 2751, et seq.)
or the Export Administration Act of 1979, as
amended, Title 50 U.S.C.. App. 2401 at seq.
Violations of these export laws are subject to
severe criminal penalties. Disseminate in
accordance with provisions of DoD Directive
6230.25.

FLOPPY DISK

TITLE

Chief of Naval Operations
Washington, DC 20350

May 9, 199 1 &

TITLE

CASSETTE CONTAINER CASSETTE

Chief of Nevr! OperationsSWashlngtori, DC 20350

REEL-TO-REEL TAPE

Distrib~ution authorized to DoD components only:
premature dissemination; Octob~er 1991. Otiher
requests shall be referred to Chief of NavalCONTAINER FOR REEL- Operations, Washington, DC 20350.

TO-REEL TAPE

Part A. Ei:amples of media types-

Figure 26. Placement of distribution statement and export-control
notice on magnetic media.
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* CHIEF OF NAVAL OPERATIONS 0
* Washington, DC 20350* 9
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Ill. Controlling Scientific and TechnicAl Informat•von

MICROFICHE JACKET

Distribution authorizeW to DO0 components only; critical
technology; October 1921. Other requests shail be referred
to Chief of Nava, Operations, Washlington, DC 20380.

WARNING-This document contains technical data whose
export -s restricted by the Arms Expoi-t Control Act (Title 22,
U.S.C., Sec. 2751. *t se.) or the Export Administration Act
ef 1979, as amernded. Title 50 U.S.C.. App. 2401 et seq.
Violations of tIase exoorl laws are su~bject to cevere criminal
penalties. Disseminate In accordanoe with provisiors ci DOD
Directive 5230.25.

DoD ONLY
CRITI,;AL TECHNO'. 0 , --- -

,,IIMnuI ,mm

.OFICHE

Figure 27. Placement of distribution statement
and export-control notice on microfiche.

HOW ARE DRAWINGS MARKED? P~int, type, or stamp the distri-
bution staiement and export-control notice (if required) near the title
block of drawings (figure 28).
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I, /

E M_ I ERERCLD

DIIOAsON/NOGtERm I 1"HANNELFLEAr

Distribution authorized to DoD 'ornponents only;
critical technology; Octobe 1991. Other rU$.ss
shall be referred to Chief of Naval Operations,

Wasnington, DC 20350.

WARNING- This 'iocument cortains technical data
whose export is restricted by the Arms Export Control
At (Title 22. U.S.C.. Sec. 2751, at SeQ.) or the
Export Administration Act of 1979, as amended, Title
50 U. S.C., App. 2401 et seq. Violations of those
export laws are subject to &e*ere criminal ipnalfles.
0-ssecninate in sAcordance with provisions Of DOD
Directive 5230.25.

Figure 28. Placement of distribution statement
and export-control notice on drawing.

HOW ARE PHOTOGRAPHS MARKED? Place the distribution
statement and the export-control notice (if required) on both negatives and
positives. If possible, place the statements on the face side o all prints and
reproductions; if this is not possible, either stamp or affix the statements
on the reverse side (figunre 29). Mark roll negatives and positives at the
begianing and end of the strip.

HOW ARE PRESENTATIONS USING VIEWGRAPHS OR
SLIDES MARKED? When marking presentations, include a view-
graph or slide with the appropriate distribution statement and export-
control notice (if required). These viewgraphs and slides should eit'
include the presentation's title or be followed by a viewgraph or slide sh
in g the presentation's title (figure 30). It is not necessary to place the distr
bution statement on individual presentation aids, unless you remove a
presentation aid from the set. If these markings are visible only when pro-
jeted, you must repeat the statements on the frame or holder of the pres-
entation aid.
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111. Controlling Scientifi and Technical Information

Distribution authorized to 000 onn~mrents only;
critical technology; October 1001. Other requests
*hall be referred to Chief of Naval Operations,
Washington, DC 20350.

WARNING- This documrent contains technical data
vwhose export is restricted by the Arms Export Control
Act (Title 22. U. S.C., Sec. 275 1, et se. ) or the
Export Admin~stratIon Act of 1970. as anidsl$e, OR
Tiles 50 U.S. C., App. 2401 at seq. Vkioations of

thes export laws are subject to swere criminal

ofigu Drec29tPlv e n o6Mistibuio

start2. laement and exprtcotroibnticeon

photograph.



1. Distribution Statements

PRESENTATION TITLE

Distribution authorized to DOD components only; critical
technology; October 1991. Other requests shall be
referred to Chief of Naval Operations, Washington, DC
20350.

WARNING-This document contains technical data
whose export is restricted by the Arms Export Control
Act (Title 22, U.S.C,. Sec. 2751, et seq.) or the Export
Administration Act of 1979, as amended, Title 60
U.S.C.. App. 2401 et seq. Violations of these export
laws are subject to severe criminal penaliles.
Disseminate in aocordance with provisions of DoD
Directive 5M.25.

VIEWGRAPH

0

PRESENTATION TITLE

Distribution authorized to DoD
fcomponents only: test and
evaluation; October 1991. Other
requests shall be referred to Chief
of Naval Operations. Washington,
DC 20350.

Distribution authorized to Do0 components
only; test and evaluation; October 1991.o Other requests shall be referred to Chief of
Naval Operations. Washington, DC 20350.

SLIDE

Figure 30. Placement of distribution statement and
export-control notice on slides and viewgraphs.

HOW ARE PRESENTATIONS WrTHOUT VIEWGRAPHS OR
SLIDES MARKED? When making an onal presentation, verbally state
the dissemination of the material being discussed, including its export
restrictions (if required), at the beginning of the presentation.
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III. Controlling Scientific and Technical Information

HOW ARE AUDIOVISUAL PRODUCTIONS
MARKED? Place the distribution statement and the
export-control notice (if required) on the opening and
closing frames of your production. All markings must be

visible when projected. Mark reels and cassettes with the
statements. (See figute 31.)

Distribution authorized to DOD components only: critical
technology; February 1091. Other requests shall be
referred to Chief of Naval Operations, Washington, DC
20350.

WARNING-This document contains technical data
whose export Is restricted by the Arms Export Control
Act (Title 22. U.S.C.. Svc. 2751, et Weq) or the Export
Administration Act of 1979, as amended, Title 50,
U.S.C., App. 2401, at seq. Violations of these export
laws are subject to severe criminal penalties.
Disseminate In accordance with provisions of DOD
Directive 5230,226,

0 0

Figure 31. Placement of distribution statement and
export-control notice on audiovisual production.
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2. Export Controls on Technical Information

PART 2
EXPORT CONTROLS ON
TECHNICAL INFORMATION
Why do I need to be concerned with export controls? How do I determine if
my information must be protected from export? How do I protect it? How is
basic research affected? What is critical technology and how is it related to
export controls?

What Are Export Controls and Why Do They Exist?
Technical information that can be withheld from public disclosure wider
the provisions of Section 1217 of Public Law 98-94 is considered as export-
controlled. Public Law 98-94, the Defense Authorization Act of 1984,
authorized the Secretary of Defense to withhold from public disclosure
technical information with military or space applications. As a result, DoD
implemented procedures that control the export of some scientific and
technical information.

Export controls, including the control of critical technology, are used to
protect U.S. technology with military applications from inadvertent disclo-
sure to fUreign nations and foreign nationals. ,..ese conhxrols &re imposed
because acquisition of the militarily critical technology by potential adver-
saries can significantly reduce the adversaries' risks when designing new
weapons and defensive systems and can also shorten their research-and-
development cycle. Acquisition of militarily critical technology can also
severely undermine our national security by allowing cur adversaries to
develop countermeasures to our existing and anticipated defense systems.

How Do I Determine if My Material Should Be
Controlled?
WHAT ARE THE MAJOR CRITERIA? For our purposes, export
controls (or withholding information from public disciusure) apply to both
classified and unclassified information that meets all of the following four
criteria (figure 32):

The information is in the possession of or is controlled by the Navy
(criterion 1).

The information has a military or space application (criterion 2).

The information may be exported only with approval, authorization,
or license under U.S. export-control laws (criterion 3).

The information discloses critical technology (criterion 4).
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ll. Controlling Scientific and Technical Information

Criterion 1. Possession or Control by Navy. Infor..
mation the Navy controls or possesses means (1) infor-
mation created by Navy personnel or (2) information
developed and produced for the Navy under contracts or
other agreements.

IS IN POSSESSION OF OR[CONTROLLED BY NAVY

[APPLICATIONS
[REQUIRES EXPORT RQIE

[ICOE CRITICAL

Figure 52. Four criteria that must be met for
expoil coiltrous to be required.

Criterion 2. Vilitary or SpaceApplications. The information can be
used, or adapted ior use, to design, engineer, produce, manufacture, oper-
ate, repair, overhaul, or reproduce military or space equipment or related
technology.

Technical information with military or space applications can be recorded
in a variety of media (figure 33). Examples include the following-

Blueprints Drawings Plans
Instructions Software Reports
Computer Documents Films Viewgraphs
Manuals Videotapes Specificatios

Criterion 3. U.S. Export Laws. Implementing regulations for export-
control laws describe technical information that must have approval
before its legal export. Generally, technical information related to items on
the State Department's Munitions List and the Commerce Department's
Commodities Control List requires licensing or approval (figure 34).
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VIEWGRAPH MANUAL

REPORT

N

_ _Id-
II

ri

VIDEOTAPE

©

SOFTWARE

BLUEPRtNT
ENGINEERING 

DRAWING

Figrm 33. Examples of technical infirmation that can disclose
export-controlled information.
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WEAPONS AND WEAPON STRATEGIC TECHNOLOGY
TECHNOLOGY

Basic Statute: Arms Export Basic Statute: Export Adminlstra-
Control Act of 1976 tion Act of 1979 (currently

extended by ExecudJve Order)

Implementing Regulation: Implementing Regulation: Export
International Traffic In Arms Administration Regulation (EAR)
Regulation (ITAR)

Product List: Munitions List Product List: Commodity
Control List (CCL)

Implementing Office: State Implementing Office: Commerce
Department, Office of Munitions Department, Office of Export
Control Administration

Figure 34. U.S. export laws.

Criterion 4. Critical Technology. Critical technology is essentially
information that reveals production "know-how" that would significantly
contribute to a country's military potential and possibly prove detrimental
to the security of the United States. Such information usually occurs in the
following areas:

Arrays of Design and Manufacturing Know-How: The
know-how and related technical information required to achieve
a significant development, production, or utilization purpose.
Included are services, processes, procedures, specifications,
design data and criteria, and testing techniques.

Keystone Equipment: Manufacturing, inspection, or test
equipment specifically necessary for the effective application of a
significant array of technical information 3nd know-how.
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2. Eiport Controls on Technical Information

Keystone Materials: Materials specifically necessary for the
effective application of a significant array of technical informa-
tion and know-how.

Products Accompanied by Sophisticated Know-How:
Use of the products requires providing (disclosing) a significant
amount of techn;cal ijiformation and know-how (including
operation, application, or maintenance know-how). Also
included are products for which the embedded know-how can be
'derived by reverse engineering or is revealed by use of the
products.

WHAT SOURCE MATERIAL EXISTS? When reviewing your mate-
rial, you should use several references to determine if your material
requires export controls. These include the classified and unclassified ver-
sions of the Militarily Critical Technologies List (MCTL), the Munitions
List, the Commodities Control List, the Arms Export Control Act, the
Export Administration Act, the International Traffic in Arms Regulation,
and the Export Administration Regulation. These references should be
available in your technical library and your legal counsel's office.

Other sources that can help you determine if export controls are required
include information from the intelligence and security communities, work
in industry and academia, and technology developments by allied nations.

WHATARE THE EXCEPTIONS TO EXPORT CONTROLS? Even
if you determine that your technical material meets the four criteria previ-

ously discussed, your material may be exempted from export controls if
one of the following conditions applies:

It is authorized for export under a general, unrestricted license.

It is exempted under regulations implementing the export-control
laws.

What Information Should Be Controlled?
The following types of material, whether prepared by Navy personnel or
Navy contractors, must be reviewed to determine if export controls are
required:

Technical publications

Technical manuals

Presentations

Journal articles

Documents used in procurements, e.g., statements-of-work and
specifications
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Any other information, regardless of its medium,
that will be sent outside your Navy activity.

If export controls are required, you must mark the docu-
ment with the following statement:

WARNING-This document contains technical data whose
export is restricted by the Arms Export Control Act (Title 22,
U.S.C., Sec. 2751, et seq.) or the Export Administration Act of
1979, as amended, Title 50, U.S.C., App. 2401 et seq. Violations
of these export laws are subject to severe criminal penalties. Dis-
seminate in accordance with provisions of DoD Directive
5230.25.

What Is the Militarily Critical Technologies List?
Published in both a classified and unclassified form, the Militarily Critical
Technologies List (MCTL) is a detailed discussion of the development, pro-
duction, and utilization technologies that DoD has determined to be crucial
to our military capability and of significant value to potential adversaries.

When DoD produces the MCTL, technical specialists from DoD, the mili-
tary services, service laboratories, other government agencies, and indus-
try are used to determine what technologies should be included.

Criteria for selecting candidate technologies for inclusion on the list
include the following-

Technology not already possessed by a potential adversary.

Technology providing advantages to the U.S. in terms of perform-
ance, reliability, maintenance, and cost over systems currently in use
by an adversary.

Technology included in the CIA's projection of Soviet acquisition
targets.

Technology related to emerging technologies with high potential for
having an impact on advanced military applications.

What Distribution Statements Are Used with
Export-Controlled Information?
To restrict material because of export controls, use distribution statement
B (U.S. government agencies only), C (U.S. government agencies and their
contractors), D (DoD and U.S. DoD contractors), or E (DoD components).
Cite as the rearon "critical technology." Statement F (limited to the con-
trolling agency) can also be used. (See table 4.)

If you need to further emphasize the significance of the restriction, use dis-
tribution statement E and cite as the reason "direct military support."
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Using this statement means that the export-controlled information is of
such military significance that release for purposes other than direct sup-
port of DoD-approved activities could jeopardize an important technologi-
cal or operational advantage of the United States.

Table 4. Distribution statements to be used
with export-controlled material.

Distribution

Desired Audience Statement

U.S. G errnment only B

U.S. Government and its C
contractors

DoD and U.S. DoD contractors D

DoD only E

Controlling agency only F

Individuals or enterprises not X
associated with U.S. Government

If you need to release the information to individuals who are not associated
with an agency or company, use statement X (U.S. government agencies
and private individuals eligible to receive export-controlled data).

The selected distribution statement and warning notice must be used
together. Part 1 of this chapter, "Distribution Statements," provides
guidelines for placement of the statement and notice on the controlled
material.

Remember, as previously discussed, the purpose of the distribution state-
ment and export-control notice is not to limit the distribution of your infor-
mation, but to protect it during the secondary distribution process. You
can still distribute your material to agencies that have a valid need for the
information, but the notice and distribution statement will provide the
recipient with guidance on additional distribution.

What Is the Relationship of Fundamental Research
to Export Controls?
Many discussions have been held concerning basic rese '-ch (category 6.1)
and exploratory development (category 6.2) and their relationships to
export controls. Different guidelines exist for work done under contract
and work done by government scientists and engineers.

Technical information that results from contracted basic research is nor-
mally assigned distribution statement A (public release); the performing
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agency can be a university or a contractor. Technical
information that results from contracted exploratory
development, when the work is performed on campus by a
university, is also normally assigned distribution state-
ment A. Exceptions exist only if the results of the work
may be classified or if there is a probability of disclosing the performance
characteristics of military systems or of manufacturing technologies that
are unique and critical to defense. If the research results are to be classified
or limited, this agreement must be recorded in the contract or grant.

Basic research and exploratory development performed by government
employees in a government laboratory must be reviewed before being
released to the public. These results are usually released to the public, but
sometimes their distribution must be limited, for example, if the informa-
tion is closely related to military operations or systems.

What Are the Responsibilities of Navy Personnel
Concerning Export-Controlled Information?
Your first responsibility concerning export controls is to determine if your
material meets the four criteria discussed earlier. If it does, then mark it
with the warning notice cited in this part under "What Information Should
Be Controlled."

Another area of responsibility is distribution of your export-controlled
information. Only contractors who are considered as "qualified" contrac-
tors can receive export-controlled material.' To determine if a contractor
is qualified, you can check with the Defense Logistics Service Center
(DLSC).

You should also inform your activity's contact for export-controlled infor-
mation of any changes you feel are necessary in the MCTL. If you feel that
information should be removed, provide that office with supporting infor-
mation; for example, cite where the controlled information has appeared in
the open literature. Your activity's contact will then work with DoD to see
if the MCTL can be changed.

How Do I Release Export-Controlled Information to
Contractors?
All contractors or individuals who need access to export-controlled infor-
mation must be registered with the Defense Logistics Service Center
(DLSC) in Battle Creek, Michigan. Interested contractors fill out a DD
Form 2345 (Export-Controlled DoD Technical Data Agreement), which

To be considered as 'qualified,* a contractor must have a DD Form 2345 on file with
the Defcnse Logistics Service Center in Battle Creek, Michigan. The DD Form 2345
will state what types of export-controlled information the contractor can access.
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permits them to receive certain categories of export-controlled data. The
form is a self-certification declaring that the contractor or individual will
use the data only in ways that will maintain the protection afforded by U.S.
export-control laws.

DLSC collects the certifications and maintains them in a database. They
also distribute a list of contractors eligible for access to export-controlled
information. If you need to write to DLSC, its address is Defense Logistics
Service Center, ATTN: DLSCFBA, Federal Center, Battle Creek, MI
49017-3086.

How Are Export Controls Used in Relation to the
Contracting Process?
At times, export-controlled information must be part of a procurement
package. When this occurs, you can use one of two suggested procedures. In
the first procedure,

Write the statement-of-work so that it can be released to the public.

Make your export-controlled information an addendum to the
statement-of-work or place it in another document, such as a specifi-
cation or a test plan. Mark these documents with the warning notice
and the proper distribution statement.

Reference the export-controlled information in the statement-of-
work, and state that this information is available from your activity.

Inform your contract negotiator of this situation so that the applica-
ble clauses and forms can be included in your contract.

Establish procedures to provide this information to potential
contractors.

Alternatively, you can mark your entire statement-of-work as subject to
export controls. In this case, place the appropriate distribution statement
and the export-control notice on your statement-of-work. Also inform your
contract negotiator of this situation so that the applicable clauses and
forms can be included in your contract.

In addition, the Naval Supply Command now requires that the solicitation
synopsis for the Commerce Business Daily carry the following statement:

The solicitation document contains information that has a military or
space application. Only businesses that have been certified by the
Department of Defense and have a valid need to know may have a copy
of the solicitation document. All requests for copies of the solicitation
document must include a certified copy of DD Form 2345. To request
this certification, write to the Commander, Defense Logistics Service
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Center, Attn: DLSC-FEB, Federal Center, Battle
Creek, Michigan 49017-2084 and request a copy of
Department of Defense Form 2345 or call the
Defense Logistics Service Center at 800/352-3572.

You must also decide if your contract will result in
deliverables that contain information that must be export-controlied. If it
will, inforn your contract negotiator so that the appropriate clauses can be
incorporated in the contract.
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PART 3
GENERAL GUIDELINES FOR
CLASSIFIED MATERIAL
Why must classified information be marked? What types of information
must be marked? Can a Natty activity originally classify material? What
are warning notices and intelligence control notces? How do I know when
to use these notices?

What Is the Navy's Policy Concerning Classified
Material?
Consistent with the need for national security, the Navy's policy is to make
as much information as possible available to the public. This means that
only information needed to protect national security is to be classified.

In the interest of national security, information that requires protection
against unauthorized disclosure may be classified as

Top Secret: Applied to information which, if disclosed to unauthor-
ized persons, could reasonably be expected to cause exceptionally
grave damage to national security.

Secre.-: Applied to information which, if disclosed to tiauihorized
persons, could reasonably be expected to cause serious damage to
national security.

Confidential: Applied to information which, if disclosed to unautho-
rized persons, could reasonably be expected to cause damage to
national security.

These classification levels serve two purposes:

They let the user know the degree of protection required for your
material.

They help when your material is extracted, paraphrased, downgraded,
or declassified.

What Are Your Responsibilities as an Originator of
Classified Material?
As the originator of classified material (figure 35), you are responsible for

Marking the material so that no doubt exists about its level of
classification.

Identifying parts that contain or reveal classified information.

Determining how long the material must remain classified.
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Ident-fying any additional measures necessary to
protect the material.

Identifying the origin of the material (usually your
activity).

IDENTIFY ORIGINi

OF MATERIAL

•..I• MARK MATERIALI

ORIGINATOR IIDENTIFY WHAT PARTS

S • ARE CLASSIFIED

• ~DETERMINE HOW LONG

MATERIAL MUST REMAIN
CLASSIFIED

IDENTIFY OTHER I
PROTECTIVE MEASURES

Figure 35. Responsibilities of originators of classified
material.

What Are Original Classification and Derivative
Classification?
Original classification involves determining that the material requires pro-
tection from unauthorized disclosure and the level of protection required.
These original classification determinations are issued as program security
classification guides. Subsequently, any time this material is used in any
form, it is derivatively classified based on the original classification deter-
mination. Those Navy officials who have authority to origir'ally clasrify
material are listed iii OPNAV Instruction 5510.1H.

Derivative classification is done by any person who incorporates, para-
phrases, restates, or generates in new form material that is already classi-
fied. Derivative classification is most commonly done by marking material
according to the program security classification guide. An estimated 90
percent of the classified material produced by Navy activities is deriva-
tively classified.
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What Are the Navy's Requirements for Basic
Marking of Classified Material?
Your marking requirements and your applications of these markings will
vary, depending upon your material. However, the following basic guide-
lines apply to all classified material generated by Navy scientists and engi-
neers. (See table 5.)

Table 5. Basic marking requirement for classified material.

Markings for Classified Material Use on Classified Material

Overall classification markkig (top Required

secret, secret, confidential)

Classification source of material Required

Declassificatlon date of material Required

Date of origin of material Required

Office that originated the material Required

Distribution 6Zatement Required

Downgrading date of material If available from source document

Warning notice If required by source document

Intelligence control marking If required !y sourco document

Export-control notice If required by export documents

WHAT IS THE OVERALL CLASSIFICATION MARKING? All clas-
sified material must be marked with the overall classification level of the
material. Overall classification is the highest classification level of your
material, i.e., confidential, secret, or top secret.

Only in special circumstances is unclassified material marked as unclassi-
fied (see page 3-31).

WHAT ARE ASSOCIATED CLASSIFICATION MARKINGS?

Derivatively Classified Material. The following information, called
associated classification markings, must be provided for classified
material:

Classification Source: The source you used to determine your
material's overall classification level; this is usually a source docu-
ment or a classification guide.

Declassification Date: The date when your material will be
reviewed for declassification or the date when your material will be
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declassified. If there is no date, use the notation,
"originating agency's determination required
(OADR)."

Date ef Origin: The date you created the material.

Office of Origin: The agency that created the classified material.
This is usually your Navy activity.

Downgrading Information: The date when the overall classifica-
tion level will be changed to a lower classification level. This is not
always used; it depends upon information provided in your source
document.

Originally Classified Material. Associated classification markings
must be provided that identify the source of the original classification, the
office of origin, tl1 e declassification date or OADR, and downgrading infor-
mation (if any).

WHAT SPECIAL MARKINGS ARE REQUIRED? Some material
may also require a warning notice or an intelligence control marking (these
markings are discussed later in this part). Remember that derivatively
classified material must be marked with these notices, if required by your
source document.

ARE DISTRIBUTION STATEMENTS AND EXPORT-CONTROL
NO'TICES REQUIRED? All classified material must have a distribu-
tion stltemient ardl -J jeq-W- rU', an, expuA-cmitrol noticeý.

Is Unclassified Material Marked?
In most instances, you do not mark unclassified material as unclassifiec.
However, if you must convey to the user that the material has been exam-
ined specifically for classification purposes, mark the material as
unclassified.

What Are the Procedures for Using Downgrading
and Declassification Markings?
HOW IS THE STANDARD MARKING USED? Mark all classified
material with the following standard marking.

Classified by_
Declassify on_
Downgrade to (only when required)

"Classified by"Line. If original classification, use the original classifica-
tion authority, e.g, COMNAVSEA.
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If derivative classification, use the security classification guide or source
document. Include the date o your guide or source document if necessary
for positive identification.

If you used more than one scurce, use the term "multiple sources." When
using multiple sources, you must list all source documents or classification
guides in the material.

"Declassify by" Line. Use the specific date when declassification will
occur or the event that will cause declassification to occur.

If a specific date or event cannot be determined, use the notation "originat-
ing agency's determination required (OADR)."

When you have used multiple sources to derive your classification, use the
latest declassification date applicable to your material. Ifyou cannot deter-
mine a specific date or event or if any source document is marked "review
for declassification," use the notation "OADR."

"Downgrade to" Line. Use this marking only when downgrading is
applicable. Insert "secret" or "confidential" and the specific date or event.
For example, "Downgrade to confidential on 5 August 1999."

HOW ARE RESTRICTED DATA AND FORMERLY RESTRICTED
DATA MARKED? Mark all classified material that contains restricted
data (RD) and formerly restricted data (FRD), as defined in the Atomic
Energy Act of 1954 as amended, with one of the following markings:

Classified by

RESTRICTED DATA-This material contains Restricted Data
as defined in the Atomic Energy Act of 1954. Unauthorized dis-
closure subject to administrative and criminal sanctions.

or

Classified by

FORMERLY RESTRICTED DATA--Unauthorized disclosure
sabject to administrative and criminal sanctions. Handle as
Restricted Data in foreign dissemination. Section 144.b, Atomic
Energy Act, 1954.

As the markings RD and FRD denote extended classification, only the
"classified by" line is used; it is placed above the RD or FRD warning notice.
The "declassify on" and "downgrade to" lines are not used.

When Are Warning Notices Required?
A warning notice (table 6) advises users t at your classified material
requires additional protective measures in addition to those imposed by
the classification level. Your classification source document usually
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provides information about which notice, if any, must be L •
used. The following notices are those commonly used with
Navy material.

Table 6. Warning notices used on classified material.

Abbreviated
Entire Notice Short Form Form

Roeroducton requires approval of originator or Not Used Not Used
higher DoO authority

Further distomlnatlOn only as directed by Not Used Not Used
(Insert appropriate command or official) or
higher DoD autnority

RESTRICTED DATA--This material contains Restricted RD
Restricted Data as defined in the Atomic En- Datx
ergy Act of 1954. Unauthorized disclosur," is
subject to administrative and criminal sarm-
tIon,

FORMERLY RESTRICTED DATA-Unauthorized Formerly FRD
disclosure subject to administrative arid criminal Restricted
sanctions. Handle as Restricted Data in foreign Data
dissemination. Section 144.b, Atomic Energy
Act, t954.

Special Handling ReQuIred-Not releasable to Nnt usari (s.ee Nt use1d (Io
foreign nationals NAVSEAiNST I NAVSEAINST

C511.3 A) C5S11.32A)

This document (or material) Is subject to spe- Not used (see Not used (see
cial export controls and each transmittal to for- NAVSEAINST NAVSEAINST
eign governments or foreign nationals may be C5S 11. 32A) C5511. 32A)
made only with prior approval of (originating
command)

Critical Nuclear Weapons Design Information. CNWDI N
DoD Directive 5210.2 applies.

COMSEC Material--Access by contractor per- Not Used Not Used
sonnel restricted to U.S. citizens holding final
government clearance

Distribution and Duplication Notice: Ifyou have classified infor-
mation that is subject to special distribution and duplication limita-
tions, use one of the following notices:

Reproduction requires approval of originator or higher DoD
authority.

Further dissemination only as directed by (insert appropriate
command or official) or higher DoD authority.

Restricted Data and Formerly Restricted Data N ricer: Ifyou
have classified material that contains restricted data or formerly
restricted data, use one of the following notices:

RESTRICTED DATA-This material contains Restricted Data
as defined in the Atomic Energy Act of 1954. Unauthorized dis-
closure subject to administrative and criminal sanctions.
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FORMERLY RESTRICTED DATA-Unauthorized disclosure
subject to administrative and criminal sanctions. Handle as
Restricted Data in foreign dissemination. Section 144.b, Atomic
Energy Act, 1954.

Naval Nuclear Propuls-or --mation: 1 Use one of the follow-
ing notices on classified mat ial ,. ataining naval nuclear propulsion
infcrmation (NNPI):

Special Handling &W1,-,.'-i-Not Releasable to Foreign
Nationals.

This document (or material) is subject to special export controls
and each tran!'-,ittal to foreign governments or foreign nationals
may be made "ulyx, ith prior approval of (originating command).

Critical NucLnar Weapons Design Informat" mn: Use the follow-
ing statement on cla;ssified material containing critical nuclear weap-
ons design iformation (CNWDI):

Critical Nuclear Weapons Design Information. DoD Directive
5210.2 applies.

Communications Security Material: Before release to contrac-
tors, mark classified communications security (COMSEC) material
with the following statement:

COMSEC material-Access by contractor personnel restricted
to U.S. citizens holding final government clearance.

When Are Intelligence Markings Required?
The following intelligence control markings (table 7) are those commonly
used on Navy material:

Warning Notice-Intelligence Sources and Methods
Involved: This notice identifies information whose further distribu-
tion and use must be restricted. Use this marking only on classified
intelligence information that clearly identifies or would permit ready
identification of an intelligence source or method that is susceptible to
countermeasures that could nullify or measurably reduce its
effectiveness.

Dissemination and Extraction of Information Controlled by
Originator: This marking is used so the originator can continually
supervise use of the information. Use this marking only on classified
intelligence information that clearly identifies or would permit ready
identification of an intelligence source or method that is susceptible to
countermeasures that could nullify or measurably reduce its effective-
ness. Do not use this marking when the information car be reasonably

1Can also be used on unclassified NNPI material.

3-34



Iil. Controlling Scientific and Technical Information

protected by using other markings or by using the
"need-to-know" principle of the security classifica-
tion system.

Not Releasab'xe to Contractors/Consultants:
This marking prohibits the release of classified
material to contractors and consultants without the permission of the
originator. Use this marking when release of the information to a con-
tractor or consultant would provide a competitive advantage that
could conflict with the contractor's or consultant's obligation to rmain-
tain the security of the information. Also use this notice on material
provided by a source with the c ndition that it not be made available
to contractors or consultants.

Caution-Proprietary Information Involved: This marking
identifies classified information provided by a commercial firm or pri-
vate source with the understanding that the information will be pro-
tected as a trade secret or proprietary data.

Not Releasable to Foreign Nationals: This marking identifies
classified intelligence information that may not be :eleased in any
form to foreign governments, foreign nationals, or non-U.S. citizens
without permission of the originator. Use this marking on intelligence
information that could jeopardize intelligence sources or methods if
released to a foreign government or national. Also use it on informa-
tion that should not be released because of U.S. policy.

Authorized for Release to (name of country or international
organization): Use this marking on classified material that an
originator has determined can be released to the indicated foreign
countries or organizations through established foreign disclosure pro-
cedures and channels.

Table 7. Intelligence control markings used on

classified material.

Entire Notice Short Form Abbreviated Form

Warning Notice - Intelligence sourcos WNINTEL WN
or methods Involved

Dissemination and extraction of Informa- ORCON OC
ilon controlled by originator

Not releasable to contractors/consultants NOCONTRACT NC

Caution - Proprietary Information Involved PROPIN PR

Not releasable to foroign nation. 3 NOFORN NF

Authorized for release to REL TO REL TO
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How Are NATO Information and
Foreign-Government Information Marked?
HOW IS THE FACE OF THE PUBLICATION MARKED? Unless the
markings would reveal intelligence information, NATO information or
foreign-government information that is incorporated in U.S. Navy publica-
tions must be identified in a manner to ensure the information is not pre-
maturely declassified or made accessible to a national of a third country
without the consent of the originator. The face of the publication is marked
as follows:

FOREIGN GOVERNMENT INFORMATION

Or, if the publication incorporates or contains extracts of NATO-classified
information, the publication is marked with this caveat:

THIS DOCUMENT CONTAINS NATO CLASSIFIED
INFORMATION

ARE ASSOCIATED CLASSIFICATION MARKINGS USED? When
marking NATO and foreign-government information, include the appro-
priate identification of the classification source in the portion markings,
for example (NATOS), (U.K.C), or (FRG-Restricted).

You still must use the "classified by" line and the notation "Originating
Agency's Determination Required."

If "Restricted" or "NATO Restricted" information is included in an other-
wise unclassified publication, the publication is marked as "confidential."
All requirements for portion marking apply, and you should include on the
face of the publication one of the caveats discussed in the preceding
paragraph.
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PART 4
HOW TO MARK CLASSIFIED
INFORMATION
How do I mark the inside pages of a publication? How are viewgraphs and
slides marked? Where do you mark a photograph? What about compila-
tions of information? How are warning notices and intelligence control
markings u-sed?

How Are Technical Publications Marked?
WHAT ARE THE OVERALL MARKINGS? Table 8 summarizes the
overall classification level, associated classification markings, warning
notices, and intelligence control markings required on classified publica-
tions. The remainder of this section discusses the specific marking details
for a classified publication.

Table 8. Marking guide for classified publications.

Markings Placement

Overaii ciassmfcation ievei starnp or print, top and oottom center, in
letters larger than text on front coverlIf
used), title page (if used;, first page, and
outside of back cover (if used). If back
cover is not used, do not place classified
text on the back of the last page.

Mark all 'nterior pages either with the
overall classification level or with the clas-
sification of the Individual page. When
using the latter option and printing front
and back, mark both s!des of the page
with the higher classlflcatl.n of either
side. Mark the side with the lower class!-
fication with the statement "This page Is
unclassified" or appropriate classitfiation.

Classified by On the first page (cover, title page, or

Insert original classification text page).
authority or derivative classifi-
cation source. If more than
one source used, use "Multiple
Sources."

Declassify on On the first page (cover. title page. or
text page) following the "classitied by"Insert derlasslflcatlon date or line.

event. If date canntA he
determined, ute "Originating
Agency's Determination
Required" or "OADR."

(cont'd)

3-37



4. How to Mark Clarified Information

Table 8. Mar'ing guide for classified publications, (cont'd)

Markings Placement

Downgrade to On the first page (cover, title page, or

(Insert classification ieveI text page) following 'declassify line.'

and date or event)

Agency and office 0f origin On the first page (cover, title page, or
text page).

Date of origin On the first page (cover, title page, or
text page).

Portion marking: Required for Before each paragraph, subparagraph,
paragraphs, subparagraphs, caption, table heading: after titles and
captions, table hnadings, titles, text headings; near each table and
text headings. Illustrations, and illustration.
tables

Warning notices

Distribution and duplication Full notice on first page (cover, title
notice page, or text page).

Restricted Data and Full notice on first page (cover. title
Formerly Restricted Data page, or text page) following 'classified

by" line. Short form used to Identify
tables and Illustrations. Abbreviated form
used for portion marking,

Naval Nuclear Propulsion Full notice on first page (cover, title
Information page or text page). Do not portion

mark. (See NAVSEA Instruction
C5511.32A of February 1986.)

Critical Nuclear Weapons Ful: notice on first page (cover, title
Design Information page, or text page). Short form used to

Identify tables and Illustrations. Abbrevi-
ated form used for portion marking.

Communications Security Full notice on first page (cover, title
Material page, or text page).

Intelligence control markings Full notice above classification marking on
(all variations) front cover (if used), title page (if used),

and f!rst page. Short form at top or bot-
tom of applicable pages and near Illustra-
tions and tables. Abbreviated form used
for portion marking.

*Variations of intelligence control markings can be found In part 3 of this chapter.

3-38



I1. Controlling Scientific and Technical Information

Face of Publication. Place the basic markings, i.e., the
overall classification level and all associated classification
markings, on the face of the publication. The face is the
front cover, title page, or first page, whichever is the first
outside page of the publication.

Use the following guidelines when marking the overall classification level
(confidential, secret, or top secret) ort the face of the publication:

Center the classification level at the top and bottom of the page.

Make the point size (type size) larger than any other point size on the
page.

Use all capital letters.

Figure 36 shows examples of overall classification level markings.

Downgrading/declassification instructions, warning notices, and intelli-
gence control markings must also be placed on the face of the publication.
The intelligence control markings are repeated on the title page (if used)
and on the first inside page of the publication. In all cases (front cover, title
page, and first inside page), these notices must be "spelled out"; the abbre-
viated or short forms cannot be used. (See figures 37 and 38.)

Back of Publication. The marking for the overall classification level
must appear on the back of the publication. The back of the publication can
be a separate cover or the back of a text page. The only marking required on
this page is the oveiall classification marking. The marking must be cen-
tered (top and bottom) on the page, in a large point size, and in all capital
letters.

Although Navy and DoD regulations do not require the associated mark-
ings, warning notices, and intelligence control markings on the back cover,
it is a good practice to place this information on the back cover to improve
security.

HOW ARE PAGES MARKED?

Page Classification. The classification level of each interior page of a
publication must be marked. The marking must be centered (top and bot-
tom) on the page, in a point size larger than any other used on the page, and
in all capital letters.

The general Navy practice is to mark each page with the overall classifica-
tion level of the publication, This means that each interior page of a secret
publication is marked "secret," and all interior pages of a confidential pub-
lication are marked "confidential." This procedure is recommended
because of its simplicity and efficiency. (See figure 39.)
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CONFIDENTIAL
SECRET

CONFIDENTIAL

, TOP gErPFT
These examples are acceptable for marking the overall classification level of clas-
sified Information. The size, type, and color of the markings do not make the
markings conspicuous. What Is conspicuous on one publication or type of material
may not be conspicuous an another. A marking is conspicuous when It wIll be
noticed and recognized by toe hulder as separate or different from other Informa-
tion or material; It will thus warn of the special requirements necessary for protec-
tion of the Information. Every effort should be made to make the markings as
conspicuous as possible consistent with the production methods being used when
creating classified publications or material. Remember also that the marking must
be In all capital letters and In a type size larqer than any other type slzP used on
the page.

Figure 36. Examples of classification markings.
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INTERIORO
PAAGE

PAGERO

J~t OVERALL
CLASSIFICATION
LEVEL

NAME AND

iCKET ADDRESS OF
ORIGINATING

CHIEF OF NAVAL ACTIVITYOPERATIONS,
WASHINGTON, DC 20350 APPROPRIATE

CLASSIFICATION

SYMBOL

UNCLASSIFIED TITLE (U) FOLLOWING
TITLE

30 October 1q91 SDATE OF
ORIGIN

Classified by: OPNAVINIST 5510.18
Declassify on: 1 July 1994 CLASSIFICATION

DIstrIbutIon authorized to U.S. SOURCE AND
Government agencies only; contractor DOWNGRADING,

DECLASSIFICATION
performance evaluation; October INSTRUCTIONS
1991. Other requests shall be
referred to Mhil1o of Naval Operations,
Washington, DC 20350 SDISTRIBUTION

BACK COVER STATEMEN-

FRONT
COVER

(CLASSIFIED FOR TRAINING PURPOSES ONLY; OTHERWISE, UNCLASSIFIED)

Figure 37. Front cover, interior pages, and back cover of classified
publication.

3-41



4. How to Mark Clammried Information

OVERALLCLASSIFICATION

FRONT LEVEL

- NAME AND

SECRETADDRESS OF
O AL ORIGINATING

CHIEF OF NAVAL ACTIVITY
OPERATIONS,

WASHINGTON, DC 20350 APPROPRIATE
4.. CLASSIFICATION

S SYMBOL

UNCLASSIFIED TITLE (U) FOLLOWING
430 OTITLE

30 October 1991 -DATE OF

Not releasable to conltractorsf CRIGIN

consultants INTELLIGENCE

Reproduction requires approval of CONTROL
originator or higher DoD authority. MARKING

Classifled by: OPNAVINST 5510.18 WARNING NOTICE
Declassify on: 1 July 1994 CSI O

Further dIssamInation only as directed DOWNGRAD:NG/
by Chief of Naval Operations, DECLASSIFICATION
WashInglon, DC 20350 n INSTRUCTIONS

DISTRIBUTION

SECRET {STATEMENT

01 
INTELLIGENC E

"tLi'€'Tr"" TITLE PAGE

BACK COVER CONTROL
MARKING

FIRST PAGE

(CLASSIFIED FOR TRAINING PURPOSES ONLY; OTHERWISE, UNCLASSIFIED)

Figure 38. Front cover, title page, first page, and back cover,
including warning notic s and intelligence control markings, of
classified publication.
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SECRET SECRET

(U)____________ (C)____________

(U)___________ (C)___________

(U) (C)___________

12
SECRET SECRETj

SECRET SECRET

(C) so

______________________40

__________________30

(S)__________ 20
_______________________10

CONFIDENTIAL

()(U)______

3 4
SECRET SECRET

All Interior pages carry same overall classification marking as the pubfloatlon.
(CLASSIFIED FOR TRAINING PURPOSES ONLY; OTHERWISE, UNCLASSIFIED)

Figure 39. Preferred method of marking interior pages in a classified
publication.
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You do have the option, however, of marking each interior page with the
highest classification of he material on the page. Ifyou use this option, and
the page is printed on the front and back sides, both sides of the page must
be marked with the higher rlassification of either side. When one side con-
tains information of a lower classification than the marking applied,
include the statement "This page is (insert classification level)." (See figure
40.)

Associated Classification Markings. You do not have to put the down-
grading/declassification instructions or warning notices on the interior
pages of a publication. However, you do have to use the short form of the
intelligence control markings, if the page contains intelligence informa-
tion. Place the short form of the intelligence control marking at either the
top or bottom of the page after the classification marking. Remember,
however, that the intelligence control marking must be spelled out, not
abbreviated, on your publication's title page (if used) and or its first inside
page. (See figure 41.)

Change Pages. When a change is issued to an existing classified publica-
tion, mark the change pages as if they were already in the basic publication.
If any change is an interior page, mark the page in the same way as the inte-
rior pages of the basic publication.
WOW AIRE POrn... ... ... D? Mark. each portion (heading,

paragraph, subparagraph, table, illustration, caption, heading, and foot-
note) of a classified publication to show its level of classification (top secret,
secret, confidential, or unclassified). This requirement eliminates any
doubt as to which portions of a publication contain or reveal information
requiring protection. When determining these classification levels, con-
sider each portion on the basis of its content and its association with other
information.

The symbols to be used for portion marking are

Unclassified: (U)

Confidential: (C)

Secret: (S)

Top Secret: (TS)

Add to the classification symbols, as appropriate, the abbreviated forms
shown below for warning notices1 and intelligence control markings:

Restricted Data: (RD)

Formerly Restricted Data: (FRD)

Critical Nuclear Weapon Design Information: (N)

Warning Notice-Intelligence Sources or Methods Involved: (WN)

Not all warning notices have short and abbreviated forms. For more information,
contact your activity's security office.
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CONFIDENTIAL CONFIDENTIAL

(U)_ (C)

(u)M

(U) (C)____________

CONFIDENTIAL 2
(This page is Unclassi1led) CONFiDENTIAL

SECRET SECRET

(C)____________ 5w0

______________________400M

_ _ _300 uE M

(SI___________________200
____ _ __ ____100 1 2 3 4 5

CONFIDENTIAL
(U)_

(S)_

4
3 SECRET

SECRET (This page Is Confidential)

Interior pages are marked according to classification level of Information on
that page. When printed back-to-back, as In this example, both sides must
be marked with the same classification level.
(CLASSIFIED FOR TRAINING PURPOSES ONLY; OTHERWISE, UNCLASSIFIED)

Figure 40. Alternate method of marking interior pages in a classified
publication.
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CONFIDENTIAL SECRET

Project 2500(U)

Chief of Naval Operations
Washington, DC 20350

CONFIDENTIAL

(U)

CONFIDENTIAL SECRET
CautiOn - Proprietary Information Involved Not Releasable to Foreign Nationals

Title page and first Inside page. Note use of full text of Intelligence control
marking.

SECRET CONFIDENTIAL

(S-PR) (C-NF)

(U) (C)

(U)()___________

3 8

SECRET CONFIDENTIAL
PROPIN NOFORN

All Interior pages (except title page and first page). Note use of short form of
intelligence control marking.

(CLASSIFIED FOR TRAINING PURPOSES ONLY: OTHERWISE, UNCi \SSIFIED)

Figure 41. Intelligence control markings on interior pages of a
classified publication.
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Dissemination and Extraction of Information Con-
trolled by Originator. (OC)
Not Releasable to Contractors/Consultants: (NC)

Caution--Proprietary Information Involved: (PR)

Not Releasable to Foreign Nationals: (NF)

Authorized for Release to (name of country or international organiza-
tion): (REL TO [name of country or international organizationi)

Paragraphs and Subparagraphs. If a paragraph is not numbered,
place the appropriate classification symbol in front of the text of the para-
graph. If the paragraph is numbered or lettered, place the classification
symbol immediately following the letter or number. (See figure 42.)

SECRET SECRET

(U) 1. (Ul. __

(U) 2. (C)__

a. (U)

3.S(S)

1 1

SECRET SECRET

Paragraphs not numbered or 'ettered. Numbered or lettered paragraphs.
(CLASSIFIED FOR TRAINING PURPOSES ONLY; OTHERWISE, UNCLASSIFIED)

Figure 42. Paragraph marking in a classified publication.

If a paragraph has subparagraphs (figure 43), the following rules apply:

If the paragraph and the subparagraphs are all unclassified, you do
not need to mark the subparagraphs. The unclassified symbol (U) pre-
ceding the lead-in paragraph is sufficient.
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CONFIDENTIAL

(U)

2.~

CONFIDENTIAL
a._________

b.

1. (C)
CONFIDENTIAL(U) _

If all Information In the paragraph and
subparagraphs Is unclassified, mark
only the lead-in paragraph. a. (U)

CONFIDENTIAL 
b. (U)

2

CONFIDENTIAL

If any paragraph or subparagraph Is
classified and If the subparagraphs

1. (C) express complete thoughts, mark
the lead-In paragraph and all sub-

a. _paragraphs.

b.

2. (C)

b. 1

CONFIDENTIAL

If the subparagraphs do not express
complete thoughts, mark only the
lead-in paragraphs.
(CLASSIFIED FOR TRAINING PURPOSES ONLY; OTHERWISE, UNCLASSIFIED)

Figure 43. Marking subparagraphs in a classified publication.
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If the paragraph and the subparagraphs are different

classification levels, the paragraphs and subpara-

graphs must be marked to show individual classifica-
tion level. The only exception is subparagraphs that

are listings expressed as phrases, not as complete

sentences; in this instance, marking the lead-in paragraph is

sufficient.

As shown before in figure 41, mark paragraphs and subparagraphs contain-

ing information subject to warning notices or intelligence control markings

with the abbreviated form of the appropriate statement.

Illustrations and Tables. Spell out the classifi, ation level of tables and

illustrations (both line art and photographs). (See figures 44 and 45.) You

can center the classification above or below the table or illustration, place

it ,.ithin the table or illustration, or place it to either side above or below

the table or illustration. What you must do is ensure that the reader under-

stands the classification of the table or illustration.

SECRET

Table 4. (C)

ATLANTIC DATA

Distance. nml Depth. m

122 4

342 6

63 10

214 16

SECREI

SECRET

The classification symbol following the
table number refers to the heading.
The classification marking beneath
the table refers to the table itself.
(CLASSIFIED FOR TRAINING PURPOSES

ONLY; OTHERWISE, UNCLASSIFIED)

Figure 44. Marking tables in a
classified publication.
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SECRET SECRET

SPEED, mph SECRET NOFORN

CONFIDENTIAL Figure 4 (U)_

Figure 2. (U)Fiu

UNCLASSIFIED CONFIDENTIAL

Figure 3. (U)__ Figure 5. (C-FRD),__

SECRET SECRET

The classification symbol following the figure number refers to the caption.
The classification marking beneath the illustration refers to the illustration itself.

(CLASSIFIED FOR TRAINING PURPOSES ONLY; OTHERWISE, UNCI ASSIFIED)

Figure 45. Marking illustrations (line art. and pho.,a-aphs) in a
classified publication.

If a caption (illustration) or heading (table) is used, you must also indicate
the classification of the caption or heading. This is done by placing the clas-
sification symbol preceding the caption or heading. If figure or table num-
hers are used, the classification symbol is placed between the number and
the title.

If your illustration or table is longer than one page, repeat the markings on
each succeeding page, i.e., markings for the caption or heading and for the
illustration or table.

Mark illustrations and tables containing information subject to warning
notices and intelligence control markings with the short form of the appro-
priate statement. Mark the caption or heading with the abbreviated form
of the statement.

Headings. Headings are marked accordingto their own classification and
do not reflect the overall classification of the material that follows. Con-
sider the heading as a paragraph for marking purposes.

Use the following ,fidelines (figure 46) for marking headings:

Place the classification symbol for unnumbered or unlettered head-
ings immediately after the heading.

Follow the number or letter of numbered or lettered headings with
the appropriate classification symbol for that heading.
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Precede run-in headings with the appropriate classi-
fication symbol. For run-in headings, the classifica-
tion symbol applies both to the heading and to the
following text.

Use the abbreviated form of the warning notice or
intelligence control markings, if required. The abbreviation follows
the classification symbol, e.g. (SRD).

CONFIDENTIAL
a Follow unnumbered, unlettered heads with appropriate

claoslflcatlon symbol:

INTRODUCTION (U)

BACKGROUND (U)

* Follow number or letter of numbered or lettered
heading with appropriate classification symbol:

1.0 (U) INTRODUCTION

1.1 (U) BACKGROUND

* Precede run-In heads with appropriate classification
symbol; symbol applies both to the heading and to the
following text:

(U) BACKGROUND.

1. 1.1 (C) TRAINING PURPOSES.

CONFIDENTIAL

(CLASSIFIED FOR TRAINING PURPOSES ONLY; OTHERWISE, UNCLASSIFIED)

Figure 46. Marking headings in a classified publication.

Publication Titles. When possible, titles of publications should be
unclassified. This makes it easier to reference the publication in unclassi-
fied documents or indices, e.g., bibliographies.
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If a classified title is necessary to convey meaning, add an unclassified short
title for reference purposes.

Mark titles with the appropriate classification symbol, immediately follow-
ing the title.

Use the abbreviated form of the warning notice or intelligence control
marking, if required. The abbreviation follows the classification symbol,
e.g. (CPR).

Table Of Contents. If all items in the listings on the table of contents are
unclassified, you need to mark only the heading. However, if any item in
the listing is classified, all items must be marked (figure 47). Remember,
the classification noted on the contents page is that of the paragraph, table,
or figure title, not the paragraph, table, or figure itself.

Reference Page. When using a reference page, mark the heading, "Refer-
ences," as unclassified. Then mark each reference title and reference sepa-
rately. The overall classification of individual publications used as refer-
ences is placed in capital letters at the end of the reference citation (figure
48).

WHAT ABOUT SPECIAL SITUATIONS?

Compilations of Information. When classification is required to pro-
tect a compilation of unclassified information, mark each interior page
with the overall classification level. Portion marking is not necessary. You
also need to place a statement on the front of the publication explainingthe
reason for the classification. The statement must include the following
eluments:

The fact that the individual parts of the publication are unclassified.

The reason why the unclassified compilation requires classification.

The authority for the classification.

When you work with classified information, an overall classification level
higher than the individual classified parts is sometimes ,'equired. For
example, individual confidential parts may add up to a secret overall classi-
fication level. When this occurs, mark each interior page with the highest
classification of information on-or revealed by-the page, and mark each
portion with the appropriate classificition marking. You also need to
include a statement with the following information either on the front
cover of the publication oc on the affected pages:

The fact that the individual parts are of a lower classification level
than the publication as a whole.

The reason why the compilation requires a higher classification level
than its individual parts.

The authority for the classification.
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CONFIDENTIAL

CONTENTS (U)
Introduction 1
Discussion 4
Conclusion 9

FIGURES (U)
1. Submarine 2
2. Carrier 3
3. Transport 3

TABLES (U)
1. Range of Submarine 2
2. Weght Ratio 3
3. Tolerance 5

1

CLsNFIDENTIAL

Mark only the heading If all items In
the listing are unclaselfled.

SECRET
S R CLASSIFICATION

CONTENTS (U) SYMBOL FOLLOWS
Introduction (U) I A TITLE IF IT IS
Discussion (C) 4
Conclusion (U) g UNNUMBERED

FIGURES (U)
1. (S) Submarine 2
2. (U) Carrier 3
3. (S) Transport

CLASSIFICATION
TABLES (U) SYMBOL FALLS
1. (U) Tolerance 2 BETWEEN THE
2. (U) Weight Ratio 3 NUMBER AND THE
3. (C) Range of Submarine 5 TITLE IF IT IS

NUMBERED

SECRET

Classification letters In table of con.ents note that the
listed title Itself Is classified, not that the paragraph, table,
or figure Is classified.
Mark all Items In a listing If any one Item is classified.

(CLASSIFIED FOR TRAINING PURPOSES ONLY; OTHERWISE,
UNCLASSIFIED)

Figure 47. Marking contents page of a classified
publication.
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M1ARK EACH
REFERENCE
SEPARATELY

CNFIDENTIAL -M K

MARK
THE

REFERENCES (U) HEADING

Jone .C. C. 1984. "Classes and Types of
Ships (U)." NOSC TR 2001 (September).
Naval Ocean Systems Center, San Diego, CA.
SECRET.

Robin, R. S. 1987. 'Classes of Ship Types,'
NOSC TD 101 (October). Naval MARK
O'ean Systems Center, San Diego. CA. CLASSIFICATION
UNCLASSIFIED. # OF REFERENCE

Smith, J. M. 1988. *Ship Classes and Types (C),' TITLE
NOSC TD 999 (June). Naval Ocean
Systems Center. San Diego. CA.
CONFIDENTIAL.

MARK
CLASSIFICATION
OF INDIVIDUAL

Classified references must not be cited In a PUBLICATION USED
publication approved for public release. AS A REFERENCE

CONFIDENTIAL -OVERALLCONFIDNTIALCLASSIFICATION
OF PUBLICATION

(CLASSIFIED FOR TRAINING PURPOSES ONLY; OTHERWiSE, UNCLASSIFIED)

Figure 48. Marking a reference page in a classified publication.

Marking by Parts. In some complex publications, the major parts, e.g.,
appendices, might be used as separate publications. If these parts are
entirely unclassified, you can mark the page "unclassified" and include the
statement "All portions of this _ are unclassified." When this practice
is used, no further markings are required on the unclassified component.

Page Numbers and Blank Pages. If you are printing a publication
back-to-back (both sides of the page) and you have a blank right- or left-
hand page, place no information on the page, i.e., classification level or
page number. However, do number the preceding page with two page num-
bers, e.g., 3/4 or 22/23.
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Naval Nuclear Propulsion Information. The
requirements for portion marking do not apply to NNPI.
Instead, the following guidelines apply:

For publications containing only classified NNPI, do
not mark any portion.

For publications containing both classified NNPI and other classified
information, mark those portions containing classified information
other than NN PI and do not mark those portions that contain classi-
fied NNPI. Include the following statement in the body of the publica-
tion to explain the absence of markings:

Those paragraphs which are not marked for classification con-
tain naval nuclear propulsion information (NNPI) which is
exempt from the requirement for portion marking set forth in
the Department of Navy Information and Personnel Security
Program Regulation.

Use the following guidelines to determine 3ource and dowrngrading/
declassification marking:

For publications containing classified NNPI which is also
"restricted data" or "formerly restricted data," use only the
"classified line" which is placed above the RD or FRD warning
notice.

For publications containing classified NNPI which is not
"restricted data" or "formerly restricted data," use the following
notice:

Classified by DoE-DoD Classification Guide CGRN1 dated
January 1977.

Declassify on: Originating Agency's Determination
Required. This document shall not be used as a basis for
derivative classification.

How Are Charts, Maps, and Drawings Marked?
Charts, maps, and drawings that are not part of a publication are marked
differently than those bound in a classified publication (figure 49).

Spell out the overall classification at the top and bottom of the chart, map,
or drawing. Place the classification symbol of the legend, title block, or
scale under the legend, title block, or scale.

Spell out the associated markings, i.e., classification source, downgrading/
declassification instructions, warning notices, and intelligence control
markings, on the chart, map, or drawing. Locate these markings near the
legend, title block, or scale.
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If the markings might be covered by the customary method of folding or
rolling a chart, map, or drawing, add additional markings that are clearly
visible when the chart, map, or drawing is folded or rolled.

SECRET

Distribution authorized
1 !IDJWlE FIELD to DoD contractor$ only;i

LASER BEAM s11 OVAIEW software documeemtation;
N OPTCS January 1991. Other

requests shall be referred
LIGHTWEIGHT LASER THERMALSiGHT to Chief of Naval
DESIGNATOR/RANGER 12GCHANNELFUR Operations, Washington,

i J LEGEND, TITLE BLOCK,

assified by: OPNAVINST 5510.10G Not releasable to contractors/

L Declassify on: 31 Dec 19%6 .r-t I cOnsultants.

Mark a chart, map, or drawing to show Its overall classification level. Spell out
the associated classification markings, and mark the classification level of the
legend, title block, or scale.

SECRET SECRET

If a chart, map, or draving Is folded or roled, add overall classIfication mark-
Ings that are visible -when the material Is folded or roiled.
(CLASSIFIED FOR TRAlNIN%2 PURPOSES ONLY; OTHERWISE, UNCLASSIFIED)

Figure 49. Marking classified charts, maps, and drawings.

How Are Photographs Marked?
When practical, mark photographic negatives and positives (prints) with
the overall classification level and all associated markings (figure 50). Place
the negatives and positives in containers with conspicuous classification
markings. Mark roll negatives and positives at the beginning and end of
each strip.
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!7 SECRET

Distribution authorized to DoD
components only: software
documentation; January 1991.
Other requests shall be referred
to Chief of Naval Operations,
Washington, DC 20350

SECRET

BACK OF PHOTOGRAPH

CLASSIFIED BY: OPNAVINST 5510.1G
DECLASSIFY ON: 31 Doc 1992

SECRET

Mark front and back of photograph with the
overall classification level. The associated
mai klngs can be on the front or back of the
photograph. Markings may be stamped,
written, or affixed by pressure tape-label.
(CLASSIFIED FOR TRAINING PURPOSES ONLY;
OTHERWISE, UNCLASSIFIED)

Figure 50. Marking classified photographs.

Mark all prints that are 8 by 10 inches or larger with the overall classifica-
tion at the top and bottom on the face side; if possible, place the associated
classification markings at the bottom. When it is not practical to place the
associated classification markings on the face of the print, place the
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markings on the reverse side by using a pressure-tape label, if stamping or
writing is not practical. Note that the classification marking needs to be
applied only once on smaller prints.

All reproductions of a photograph must clearly show the classification and
associated markings.

How Are Transparencies, Slides, And Viewgraphs
Marked as a Document?
If you decide to mark your presentation similarly to a bound publication,
use the following guidelines:

Opening Presentation Aid. Your first presentation aid (figure 51A),
e.g., the opening viewgraph, is similar to a cover or title page of a publica-
tion and shows the following information:

Ow ,rall classification level of the entirc iresentation

Title of presentation

Office of origin
Date of origin

Warning notices or intelligence control markings (if required)

Classification source

Declassification date

Downgrading information (if used)

Distribution statement

Image Area. The image area of individual presentation aids contains the
following information:

The classification level of the individual presentation aid, i.e., secret,
confidential, or unclassified.
The applicable portion markings if you have included more than one
image on a presentation aid, e.g., four charts on one viewgraph.

Short forms of intelligence control markings or waring notices, if
required.

Frames and Holders. If the marking for the classification level on the
image area is too small to be seen unless the image is projected, you must
also place the classification level on ycur frame or holder. (Use the classifi-
cation of the individual presentation aid, not the overall classification
level.)
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r ~ ~SECRETTIL
S..TITLE

ANTENNA COMMUNICATIONS (U) OFFICE OF ORIGIN

Chief of Naval Operations DATE OF ORIGIN
Washington, DC 20350
January 1991 -INTELLIGENCE

t CONTROL MARKING

Caution -. Proprietary Information involved •CLASSIFICATION

Classified by: Multiple Sources SOURCE AND
Declassify on: OADR DECLASSIFDING!DOWNGRADING
Further distribution only as directed INFORMATION
by CNO; January 1991; or higher
DOD authority.

"DISTRIBUTION
SECRET •STATEMENT

•- , . ••" •OVERALL.

CLASSIFICATION
LEVEL OF
PRESENTATION

(CLASSIFIED FOR TRAINING PURPOSES; OTHERWISE, UNCLASSIFIED)

Part A. Opening presentation aid for classified presentation.

Figure 51. Marking classified transparency, viewgmaph, or slide.

How Are Individual Transparencies, Slides, and
Viewgraphs Marked?
If you mark each presentation aid as a single component (figure 51B), use
the following guidelines.

Image Area. Include the overall classification level in the image area of
the classified presentation aid. Center this marking (in capital letters) at
the top and bottom of the image. If required, the applicable portion mark-
ings, intelligence control markings, and warning notices must also be
included in the image area. The associated classification markings1 should
be placed in the image area; however, if this is not possible, place these
markings on the frame or holder of the presentation aid or in the accompa-
nying documentation. 2 (Also include the distribution statement in the
image area.)

Associated classification markings include the classification source, declassification
date, date of origin, office of origin, and downgrading information.

2 For example, because slides are small the associated classification markings can be

placed on an envelope that houses the slide.
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Frame or Holder. If the marking for the classification levd of the image
area is too small to be seen unless the image is projected, place the classifi-
cation level on the frame or holder of the presentation aid.

CONFIDENTIAL
- CLASSIFICATION

LEVEL OF
INDIVIDUAL
PRESENTATION
AID

PORTION
MARKING

UNLSIFI CONFIDENTA AV

DISTRIBUTION
STATEMENT

INTELLIGENCE
UNCLSS31IEDCONTROL

NOTICE

CONFIDENTIAL OFFICE OF
ORIGIN

Classified by: Multiple Sources Chief of Naval Operations
Declassify on: OADR CONFIDlFNTIAI Wa shInuoar, DC 20360

, -... ...... .... January 1 1 . . DATE OF ORIGIN

CLASSIFICA'rION SOURCE AND DECLASSIFYING/
DOWNGRADING INFORMATION

(CLASSIFIED FOR TRAINING PURPOSES; OTHERWISE, UNCLASSIFIED)

Part B. Image area and frame of an individually classified presentation
aid.

Iare 51. Marking classified transparency, viewgraph, or slide.

how Are Classified ' thrý And Videotapes Marked?
The or, ning frames of a dan..141od film or videotape must be marked with
the f )wirig information:

%Werall classificatior !c-,el of the production

Title of production

Office of origin

Date of origin

Warning notices or intelligence control markings (if required)

Classification source

Declassification date

3-60



Ill. Controlling Scientific and Technical Information

Downgrading information (if used)

Distribution statement

The closing frames carry only the classification level of
the production. The canister is marked with the classifi-
cation level of the production, warning notices (if required), and the distri-
bution statement. (See figure 52.)

How Is Microform Marked?
Since microform images are too small to be read by the unaided eye, the
overall classification level and associated markings must be marked on the
microform medium and its container in a size that can be read by the
unaided eye. These markings must also appear on the microform imnage so
they wili be readable when the image is enlarged and displayed or printed.

The ways the markings are applied depends on the microform medium in
use. For example, roll film microform can usually be marked in the same
manner as film. (See figure 53 for procedures on marking microfiche.)

Hew I a- Deknf AflP PuncnPhed Cardslr
Marked?
When a deck of classified ADP punched cards is handled and controlled as a
single unit, only the first and last cards require classification markings.
Add an additional card (or modify the job control card) to identify the con-
tents of the deck, the highest classification level, and associated classifica-
tion markings. Cards removed for separate processing or use and not
immediately rettaned to the deck must be marked individually (figure 54).

How Are Removable ADP and Word-Processing
Media Marked?
Mark externally the removable information storage media and devices
used with ADP and word-processing systems. Include the overall classifica-
tion level and associated classification markings. These media and devices
include magnetic tape reeis, cartridges, and cassettes; removable disks,
disk cartridges, disk packs, and diskettes; paper reels; and magnetic cards.

Internally mark the media and devices with the overall classification level
and the associated classification markings. This practice will protect the
material when it is duplicated or read.
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0o o0

OUTSIDZ OF CANISTER AND OPENING FRAME

OVERALL CLASSIFICATION LEVEL OF THE PRODUCTION
TITLE OF PRODUCTION

OFFICE OF ORIGIN

DATE OF ORiGiri
WARNING NOTICES OR INTELLIGENCE CONTROL

MARKINGS (IF REQUIRED)

CLASSIFICATION SOURCE

DECLASSIFICATION DATE

DOWNGRADING INFORMATION (IF USED)

DISTRIBUTION STATEMENT

(CLASSIFIED FOR TRAINING PURPOSES; OTHERWISE, UNCLASSIFIED)

Figure 52. Marking classified films and videotapes.
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f SECRET
Dis~tribution Imnited to DOD com~ponents
oply; software documentation; October
1991. Other requests shall be referred
to Chief of Naval Operations,
Washington. DC 20350.

MICROFICHE JACKET

C lassifleci by: Multiple Sources
Declassify on: OADR

CNO Report 461 A 1O
SECRET; Dot) only; software documrentatlon JUN 1991

IMEN MIME IMEM:ý:_CLASSIFICATION
IMUMIMINM1110MEAND

ASSOCIATED
MARKINGS AND
DISTRIBUTION
STATEMENT MUST
ALSO APPEAR ON
FIRST AND LAS r
F:RAME OF MICRO-

_______________ FICHE IMAGE.

MICROFICHEI
(CLASSIFIED FOR TRAINING PURPOSES; OTHERWISE, UNCLASSIFIED)

Figure 53. Marking classified microfiche.
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CONFIDENT1AL
Decks of ADP Punched Cards (U) May 19, 1991

Chief of Naval Operations CLASSIFIED BY: Multiple Sources
Washington, DC 20350 DECLASSIFY ON: OADR

Distribution authorized to tChe
Department of Defense cnd
U.S.- DoD contractors only;
administ rat ivejoperationat use;,
May 1991,' Other requests

shall be referred to Chief of

Naval Operations,
Washington, DC 20350

Wneri the deck Is handled and controlled as a single document, only the
first and last cards In the deck require the overall classification markings.
An additional card Is added (or the Job control card modified) to show
the other required markings.

(CLASSiFIED FOR TRAINING PURPOSES: OTHERWISE, UNCLASSIFIED)

Figure 51. Marking a classified deck of ADP punched cards.
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PART 5
REFERENCES

Advanced Technology Systems, Inc., "Control of Unclassified Technology
with Military Applications," Contract MDA903-83-C-0055, 15 April
.19E3

Arms Export Control Act as amended (P.L. 94-329) 22 U.S.C. 2751 et seq

Chief of Naval Operations Instruction 5510.1H, Department of the Navy
Informatiou and Personnel Security Program Regulation, 29 April
1988

Chief of Naval Operations Instruction 5510.156, Department of Navy Con-
trol of Technology Transfer, 1 May 1978

Chief of Naval Operations Instruction 5510.161, Withholding of Unclassi-
fied Technical Data from Public Disclosure, 29 July 1985

Chief of Naval Operations Instruction 5510.48H, Manual for Disclosure of
Classified Milita-y Information to Foreign Governments and Ipterna-
tional Organizations, 29 July 1981

Congressional Research Service, National Security Controls and Scientific
Information, Issue Brief IB82083, 7 March 1983

Department of Defense Directive 2040.2, International Transfers of Tech-
nology, Goods, Services, and Munitions, 29 December 1983

Department of Defense Directive 5230.24, Distribiftion Statements on
Technical Documents, 18 March 1987

Department of Defense Directive 5230.25, Withholding of Unclassified
Technical Data from Public Disclosure, 6 November 1964

Department of Defense Di-ective 5230.9, Clearance of DoD Information
for Public Release, 2 April 1982

Department of Defense Instruction 5200.21, Dissemination of DoD Tech-
nical Information, 31 July 1980

Department of Defense Instruction 5230.27, Presentation of DoD-Related
Papers at Meetings, 6 October 1987

Department of Defense Instruction 7930.2, ADP Exchange and Release, 31
December 1979

Department of Defense Policy Handbook 5230.25-PH, Control of Unclas-
sified Technical Data with Military or Space Applications, Office of the
Deputy Undersecretary of Defense for Policy, May 1985

Export Administration Act of 1979 as amended (P.L. 96-72), 50 U.S.C.
2401 et seq

3-65



National Security Decision Directive 189, National Policy on Transfer of
Science, Technology, and Engineering Information, 21 September
1985

Naval Mater.a.1 Command Instruction 5720.4C, Procedures for Clearing
Industry Produced Information, 15 April 1974

Naval Material Command Instruction 5720.7B, Security Review, Proce-
dures for, 2 March 1982

Secretary of Navy Instruction 5720.42C, Department of Navy Freedom of
Information Act Program, I October 1982
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CHAPTER IV
Intellectual Property
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What Is a Patent? 4-5
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PART 3 COPYRIGHTED MATERIAL 4-33
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PART 1
INVENTIONS AND PATENTS
What is a patent? Can Navy employees receive patents?
What are the benefits of obtaining a patent for an inven-
tion? How are patent applications processed ? What if my invention is clas-
sifted or on the MCTL?

What Is a Patent?
A patent is a grant made by the U.S. government to an inventor in return
for a complete description or disclosure of an invention. This grant entitles
the inventor to exclude others from making, using, or selling the invention
in the United States for 17 years. After 17 years, the patent expires and the
invention becomes public property,

Patent laws are enacted under the authority of Article I, Section 8, of the
U.S. Constitution, which gives Congress the power to make laws concern-
ing inventions and literary property.

Who Can Obtain a Patent?
Apatent may be obtajned h•by•n person who has created (invented) any
new, useful, and nonobvious (1) process, (2) machine, (3) manufacture, (4)
composition of matter, or any new, useful, and nonobvious improvement of
the above four items. Such a patent is referred to as a utility patent. The
law also provides that certain plants and ornamental designs can be pat-
ented. Such patents are referred to as plant patents and design patents,
respectively.

To obtain a patent, the applicant must assert that the invention was not

Known or used by others in the U.S. before the applicant's invention.

Described in any printed publication in the U.S. or in any foreign
country before the applicant's invention or more than I year prior to
the patent application.

Patented in a foreign country (prior to application in this country) on
a foreign application filed by the inventor more than 1 year before the
inventor's U.S. application.

In public use or on sale in the U.S. for more than I year prior to the
inventor's application.
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1. Inventions and Patents

What Can Be Patented?
To be patentable, an invention must fall within at least one of the following
classes:

First Class-Any New Useful, and Nonobvious Process: Any
process, art, or method of achieving a change in character or condition
of the subject matter to be transformed.

Second Class-Any New and Useful Machine: An apparatus or
mechanical device, the interrelated parts of which function in con-
junction with each other. This class covers the majority of patents
issued and includes electrical circuitry.

Third Class-Any New and Useful Manufacture: All articles
that are manufactured or made.

Fourth Class-Any New and Useful Composition of Matter-
Chemical compounds or mixtures of substances having properties dif-
ferent from those of the individual ingredients.

The emphasis on patents within the Navy is directed toward utility rather
than design or plant patents. (See figure 55 for examples of patented J
inventions.)

What IN Nalvy Po•licY Concernng pets?

As a Navy employee, you must report all inventions if any of the following
conditions apply:

The invention was made luring working hours.

The invention was made with the contribution of Navy facilities,
equipment, materials, funds, or information.

The invention was made using the time or services of other Navy
employees on official duty.

The invention has a direct relation to your official duties or was made
in consequence of them.

By reporting inventions, you ensure that

The research accomplishment is not lost.

The inventor receives credit.

Others profit from the experience.

The invention advances the national welfare.
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IV. Intellectual Property

BIOLUMINESCENT DETECTOR
PATENT NUMBER: 4,978,854

VARIABLE PRINTED CIRCUIT SUBMARINE DRONE FOR
WAVELENGTH FILTER CARRYING A BARREL
PATENT NUMBER: 4,990,871 STOVE-TYPE TR.-kNSDUCER

ARRAY
PATENT NUMBER: 4,992,999

Figure 55. Examples of inventions that have received patents.

What Are the Benefits in Obtaining Patents?
Both the Navy and you, as an inventor, benefit when patents are granted
for Navy inventions (see figure 56.)
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CONSERVATION OF
PUBLIC FUNDS

TECHNOLOGICAL 1
PROGRESS OF NAVY

RESEARCH
DOCUMENTATION

NAVY PATENT _____________

INCREASED PROFESSIONAL
STATURE OF INVENTOR

A SPECIAL AWARDS
TO INVENTOR

FINANCIAL REWARDS
TO INVENTOR

Figure 56. Benefits resulting from Navy patents.

WHAT ARE THE BENEFITS TO THE NAVY? The Navy's primary
purpose in obtaip:r patent rights is to ensure that the government does
not pay to use an i.,vention that was first made by either a Navy employee
or by someone working on Navy-financed projects. Patents may also be
licensed to bring royalty income into the Navy.

The Navy also emphasizes the use of patents because patents provide
research documentation for Navy information-retrieval purposes and thus
support the technological progress of the Navy.

4-~8
4°8 i



IV. Intellectual Property

WHAT ARE THE BENEFITS TO NAVY
INVENTORS?

Increase in Professional Stature. Because a patent _

always carries its inventor's name and date of issue, the

patent is tangible evidence of your creativity. Patents are
also publicized in patent journals and in technical literature, and those of
outstanding interest are often noted in trade journals and in the press.

Financial Benefits. You receive monetary awards both through an
awards program at your local activity and through commercial licensing of
your invention. The cash value of local awards is a decision of each Navy
activity.

Public 99-502, known as the Technology Transfer Act of 1986, was written
to improve the transfer of commercially useful technologies from the fed-
eral laboratories to the private sector, i.e., to allow the government to
license its patents commercially. This act simplified the process of granting
exclusive commercial licenses to private sector firms and, more impor-
tantly, established a system of royalty sharing for Navy inventors.

Under the act, as implemented by the Navy, an inventor is entitled to the
first $1000 of any royalties received from patent licensing, even though the
Navy owns the title and interest in the patent. Further, the inventor is enti-
tled to 20 percent of the royalties in excess of $1000 up to a maximum of
$,000 per year (To rece•ve mPere than $100,000 in 1 vear requires npr-
mission of the President.) The balance of the royalties is distributed among
the Navy's laboratories (a substantial percentage is returned to your
activity).

Special Awards. Presidential awards can also be given to inventors in
unlimited amounts of money. These awards are authorized under Title 5
U.S. Code, Section 4504.

How Are Patents Obtained?
HOW DO I DOCUMENT MY INVENTION? The first step (figures 57
and 58) in protecting your idea and insuring it against loss is to put it in
writing. The date your invention was conceived is of particular importance.
It is also important to make a sketch and a written description of the draw-
ing as soon as possible. Although your invention will evolve, these records, I
which must be witnessed and dated, must be retained. The availability of

these records is often invaluable while prosecuting the patent, especially if
another inventor has filed for a similar invention.
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1. Inventions and Patents
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Figure 57. Steps in the patent process.
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HAVE YOU ... ?

11 Provided a thorough description of the Invention?

[• Provided a drawing that adequately describes the Invention?

[ Stated the advantages and fdatures of the Invention?

[• Considered ccmmercial uses for the Invention?

SCompared the Invention with previous ways of doing the same or similar
function?

Presented results of any actual tests of an embodiment of the Invention?

Provided copies of available reports or other documents that describe
the Invention?

Informed the patent counsel of any prior publication or lecture where the
Inventlcn was discussed in the presence of nongovernrnent employees?

SIdentified any closely related pz.tents, publications, or devices In public
use, which are known to you?

Stated the best method contemplated by you for carrying out (i.e.,
manufacturing or practicing) the Invention?

Had your disclosure witnessed by two persons who understand the
!nventlon?

• Provided classification authority for classified Inventions?

Figure 58. A patent checklist for inventors.

Your invention should also be disclosed to others, who should sign a state-
ment that the invention was disclosed to and understood by them. The wit-
nessing ofycur invention is very important in patent litigation in "proving
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that the invention was made," i.e., the patent was reduced to practice,
before the filing date of the patent application with the Patent Office.1

Since laboratory notebooks are one of the logical repositories that Navy
personnel use to find critical facts, each Navy scientist and engineer should
keep a laboratory notebook that is signed, dated, and witnessed. (See part 2
of this chapter for information on laboratory notebooks.)

HOW DO I REPORT MY INVENTION? When you develop some-
thing you believe may be patentable, report your work to your supervisor
and discuss the work with your activity's patent counsel. On confirmation
that the subject may be patentable, submit the required invention disclo-
sure forms to your patent counsel:

Record and Disclosure of Invention, NAVONR Form 5870/35:
Identifies the invention, the inventors, and the location of records
that document the time of conception of the invention and its reduc-
tion to practice. (See figure 59.)

Patent Rights Questionnaire, NAVONR Form 5870/3: Pro-
vides basic information necessary for a rights determination. (See fig-
ure 60.)

Invention Evaluation Record, NAVONR Form 5870/30: Pro-
vides facts relevant to determining Navy interest, i.e., making a deci-

monanot u~ngNay fimdsto protect' te iventioni.f(See fgure Oti

Copies o& these forms and directions for completing and submitting them
are available irom your activity's patent counsel. You can use existing
reports and drawings to simplify the completion of these forms.

HOW IS A PATENT APPLICATION PROCESSED?

Assignment of a Navy Case Number. After your forms are filed, your
activity's patent counsel reviews the forms and determines if the invention
is of an appropriate statutory class and if sufficient information is pre-
sented to understand the invention. A Navy case number is then assigned.
These numbers, which are unique throughout the Navy, are assigned by the
Office of Naval Research.

Determination of Patent Rights. If necessary, a rights determination
is made.2 A rights determination is not necessary if you have signed the
"assignment of invention" block on the patent rights questionnaire. By
signing this block, you have acknowledged assignment of rights to the
Navy.

A process is reduced to practice when all steps are performed in proper sequence
with successful results- a inachjne when it has been constructed and actually used
for its intendned purpose; ar aflide of wnufKtkt when it has been made and
used for its intended purpose; and a n iw;stion or a nft Ghgmir when it has
been produced and used for its intended purpose with some degree of success.

aExecutive Orders 10096 and 10930 and Public law 99-502 require determination of

the respective rights of the inventor and the government.
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RECORD ANO DISC[O.SURE OF INVENTION ______ _________ _______________

DEPAIITMENI OF DIE NAVY
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Figure 59. Record ar'd disclosure of invention,
NAVONR Form 5870/35.
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IV. Intelectual Property
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Figure 61. Invention evaluation record, NAVONR Form 5870/30.
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1. Inventions and Patents

If a determination of rights is necessary, the following guidelines apply:
The Navy keeps title to patents on inventions that are directly related
to your official duties as a Navy employee. However, as the inventor,
you share directly in the royalties that may accrue from your
invention.
You keep title (including commercial rights) and the Navy obtains a
nonexclusive, irrevocable, and royalty-free license to use the inven-
tion for government purposes, if the invention is not related to your
official duties and if the use of Navy time, facilities, and funds makes it
equitable to limit the government to such a license.

You keep title, if the invention is not related to your official duties and
if the use of Navy time, facilities, and funds is not a factor requiring
the granting of a license to the government.

If you disagree with your pateit counsel's determination, you can appeal to
the Undersecretary for Technology, U.S. Department of Commerce,
Herbert C. Hoover Building, Washington, DC 20230.

Determination of Interest. This is the decision to determine whether
your invention is of sufficient interest to the Navy to justify preparing a
patent application. The decision is usually made by your activity through
an invention evaluation board.
If your activity decides not to file a patent application for your invention,
i.e., recommends inactivation, you can then file for a patent independently.
However, if you file an independent patent application, you must submit a
copy of the application to your patent counsel. It will be used to determine
if the government, under applicable regulations, is entitled to " royalty-free
license to the rights of the invention.

Preparation of the Patent Application. Authorized patent applica-
tions are prepared by your activity's patent counsel and forwarded directly
to the U.S. Patent and Trademark Office for filing. The principal parts of
the application are

Specification: A detailed description of the invention and one or
more claims on the scope of the invention,

Declaration: Attests to the inventor's compliance with patent laws.

Urawing. Drawing of the invention, if possible.
Patent Prosecution. After your patent application has been filed with
the U.S. Patent and Trademark Office, a patent office examiner will exam-
ine and respond to the application. In the response, called an "office
action," the examiner will cite any prior art3 that precedes the invention
claimed in your application. (The examiner can reject your application

3 Prior art is defined as the total of the world's published information about the
subject-matter related to the invention. The examiner uses this information to
determint- the patentability of the invention.
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IV. Intellectual Property

based on a single prior-art reference showing the entire
invention disclosed in your application; or the examiner
may reject your application based on a combination of
references.)

When the office action is received by your patent counsel, a copy of the
action, together with any copies of prior art cited, will be sent to you. At
this time, you can supply the patent office examiner with comments on the
advantages and distinctions inherent in your invention over the prior art.

In a response to the office acti-n (called an amendment), your patent coun-
sel can cancel or amend the rejected claims in the application or argue that
the claims are allowable. This exchange of office actions and amendments
is known as "patent prosecution." It usually lasts approximately 2 years or
until the invention is either acknowledged by the patent office as patent-
able or until the invention is determined to be unpatentable and the appli-
cation is abandoned.

Allowance. When a patent application is allowed and no claims are under
dispute, the examiner will issue a "notice of allowarce." Then, upon pay-
ment of the issue fee and correction of informalities such as drawing qual-
ity, a patent will be issued, unless thu application is under a secrecy order.

What Are the Procedures for Classified and MCT
Inventions?
The patent application for an invention involving classified subject matter
or material on the Militarily Critical Technologies List (MCTL) is placed
under a secrecy order. If the invention is found to be patentable, the patent
office issues a "notice of allowability" indicating that the patent would have
been issued except for the secrecy order. When the secrecy order is
removed, the patent will be issued and will be in effect for 17 years from the
issue date.

The inventor initially determines the classification of an invention and/or
its inclusion on the MCTL. Assistance in making this decision can be
provided by your activity's security office and contact point for militarily
critical technology.

Classified patent applications are required by law to be reviewed annually
to determine whether they can be declassified. However, if at any time you
determine that your pending application no longer has to be classified,
inform your patent counsel. Also, if your invention is on the MCTL, you
must review each revision of the MCTL to determine if your invention is
still listed. When it is no longer on the MCTL, you must inform your patent
counsel.
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1. Inventions and Patents

What Procedures Exist for Inventions of Limited
Commercial Use?
Statutory Invention Regtration. If your invention is determined to
have extremely limited potential application or limited commercial value,
your patent counsel may recommend a statutory invention registration
(SIR).

SIRs, which were especially created for government inventions under pub-
lic law 98-62, have the same monetary value for Navy inventors as do pat-
ents. If an SIR is granted, the inventor will receive the same local awards as
if a patent had been granted. However, no potential exists for licensing
income from an SIR.
The SIR takes less time to receive than a patent and is also potentially less
costly. The SIR provides the government with the sane protection against
potential patent infringement lawsuits as does a patent. The SIR, however,
differs from the patent in one significant way-the SIR does not permit the
holder to exclude others from making, using, or selling the invention.

Nauy Technical Publication Bulletin. Your patent counsel may also
decide that your invention should be published in the Chief of Naval
Research's Navy Technical Publication Bulletin. Publication in this jour-
nal protects the -_wernment's right to your ideas. You may receive an
award for publication, as determined by your local activity; however, your
invention must be unclassified and releasable to the general public.

What Are Joint Inventions?
A patent is invalid unless it is in the name of the "true" inventor or inven-
tors. Do not include anyone as ajoint inventor merely as a matter of cour-
tesy or recognition. If a person has been included improperly as a joint
inventor, his or her name can be removed during prosecution of the appli-
cation. Similarly, a person excluded improperly can be added as a joint
inventor during prosecution. It is best, however, to ensure that the true
inventors are named at the time of filing the application.

What Are Patent Interferen-nes?
Occasionally two or more persons may claim substantially the same
patentable invention; however, a patent can be granted to only one of them.
If the U.S. Patent Offce discovers this duplication while both applications
are pending or when one application is pending and the other has been
issued as a patent for less than 1 year, an "interference" proceeding can be
made. This proceeding will determine who is the first inventor and thus
entitled to the patent.
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IV. Inteleetual Property •w 1
To decide the conflict, each inventor must submit evi- I) T L
dence that proves when the invention was made. In these
proceedings, the information supplied on the record and
disclosure of invention (NAVONR Form 5870/35) can
prove to be exceedingly important. If an inventor cannot
produce exidence establishing the actual date of the invention, it is
assumed that the invention was made on the filing date of the application.

What Is Patent Infringement?
The unauthorized making, using, or selling nf a patented inveut on during
the life of the patent is called "infringement." When infringement occurs,
the patent owner can sue for relief. If the government infringes on a patent,
the patent owner can sue for damages. Although the government may not
be prohibited from using any patented invention without permission, the
patent owner is entitled to obtain compensation for such use.
If patent infringement seems likely, you must bring the matter to the
attention of your patent counsel.

What Patent Literature Is Available?
Complete copies of issued patents, both domestic and foreign, are avail-
able. When copies of patents are needed, single copies can be ordered from
the U.S. Patent Office. To obtain a copy of a domestic patent, you need only
the patent number; to obtain a copy of a foreign patent, you need the coun-
try, date, and patent number. Check with your local patent counsel for pro-
cedures on ordering patents.
The U.S. Patent Office also issues the Official Gazette, which is a weekly
abstract of issued U.S. patents; the abstracts are arranged by subject
ciasses. Copies of the Official Gazette are usually maintained by your pat-
ent counsel.

What Is the Navy's Policy on Patents and

Contracts?
The Federal Acquisition Regulation (FAR) and Navy procurement direc-
tives require that Navy procuring activities have a system to protect the

government's rights to inventions developed under contract. This system
ensures that inventions in which the government may have an interest are
identified and that formal agreements are obtained to protect th- govern-
ment's rights.
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This plan requires that all procurements that involve research, develop-
ment, or experimental work are reviewed. This review ensures that the
appropriate patent and data clauses, which specify invention reporting and
patent rights, are included in the contract.

During the course of the contract, the contracting officer's technical repre-
sentative (COTR) must also work with the patent counsel to ensure con-
tinuing protection of the government's interest.

What Are the Navy's PatCnt Coun.se''l Serv-ices?
The Navy has a staff of patent attorneys to support you in your invention
requirements. Specifically these attorneys

File patent applications for inventions by Navy employees.

Determine rights between the Navy and inventors, and secure
licenses and assignments in their inventions.

Review proposed procurements to ensure the rights of the Navy are
protected.

Consider claims of patent infringement.

IIIegtgULade I1UI~tfllC161Vi1aflHi1LO LUZ A1IIIIILUUIQ UOV Uk k'av~y AI1tVJALLUL4&D

under the Technology Transfer Act.

Evaluate suggestions and inventions submitted by persons outside
the Navy to determine the extent of Navy interest.

Provide advice on other aspects of inventions that affect Navy
employees.

Screen Navy publications and presentations by Navy employees and
Navy contractors for possible patents.

The Navy's patent counsels also perform, or have performed, state-of-the-
art searches of patent literature. These searches are used to (1) gain back-
ground information, (2) plan future research and development, (3) obtain
design approaches for solving a particular problem, and (4) identify other
people and activities who have worked in the same field of development. On
request, your patent counsel will also conduct searches on a specific subject t
to provide literature that can support research-and-development efforts.
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PART 2
TYPES, PRESERVATION, AND
USE OF RECORDS
What types of information result from RDT&E work?
How do I store this information? Can records be maintained on my com-
puter? How is this information used? How are laboratory notebooks used?
What information belongs in a kaboratory notebook?

What Types of Records Need to Be Preserved?
Records resulting from RDT&E work generally fall into one of the follow-
ing categories (figure 62):

Statistical Data: Handwritten numerical data, usually readings of
instruments and equipment, that are maintained in tabular form.
This category also includes calculations and rearrangements of data
to reflect different factors.

Machine Data. Information recorded on tapes, disks, films, and
other media for mechanical or electronic interpretation or
preservation.

Sketches and Drawings: All forms of mechanical drawings, wir-
ing diagrams, curves, sketches, photographs, and other forms of
illustration.

Administrative Data and Reports: Project authorizations and
assignments, allocations of funds, technical correspondence, progress
reports, and contract deliverables.

Narrative Data: Handwritten notes expressing novel concepts, test
conditions, approaches to problems, observations, modifications, for-
mulae, unusual or significant phenomena, findings, results, and other
items of interest expressed in narrative form.
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STATISTICAL
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Figure 62. Types of information resulting fromn
RDT&E work.

How Are These Records Used?
Properly kept, accurate records of scientific and engineering work pre-
serve both your ideas and your experimental data (see figure 63). They also
are used to (1) inform other R&D personnel of your activity's work, (2)
evaluate accomplishments, (3) ensure recognition for successful investiga-
tors, and (4) defend the Navy's rights in the event of patent litigation.
Specifically,

Records serve as a permanent record of technical progress.

Records protect the Navy's interest in what may become valuable pat-
ent rights. In cases where contractors are undertaking a portion of
developmental work, the records assist in defining the proprietary
rights of the contractor and the rights of the Navy.

Records protect your interest, as an inventor, in what may become
valuable patent rights, since records, in particular laboratory note-
books, can be used as evidence of the invention's development and its
adaptation and perfection. (The Technology Transfer Act of 1986
ensures inventors the opportunity to retain commercial rights to
which they are justifiably entitled.)

Records minimize duplication of effort by recording both successful
and unsuccessful avenues of work.
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Record-keeping develops a clear understanding of
your work in relationship to work in similar areas.

Record-keeping helps develop the ability to commu- -

nicate technical information. One of the principal
factors in qualifying a professional scientist or engi-
neer is the ability to present technical information so it can be under-
stood and applied.

EVALUATION OF I
ACCOMPLISH EMENTS

S~INFORMATION

REGARDING
YOUR ACTIVITY'S
WORK

DEVELOPMENT
OF TECHNICAL
COMMUNICATION
SKILLS

SRECOGNITION

NAVY
RECORDS REODF

TECHNICAL
PROGRESS

SUNDERSTANDING OF

SWORK IN RELATION

TO OTHER NAVY
WORK

DEkFENSE OF NAVY
RIGHTS IN PATENT
LITIGATION

MINIMIZE
DUPLICATION
OF WORK

Figure 63. How Navy records can be used.
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What Are the Navy's Methods for Preserving
Records?
Project files, laboratory notebooks, and computers can all be used to pre-
serve scientific and engineering records. (See figure 64.)

TECHNICAL
NOTEBOOK

COMPUTERS

NOTEBOOK

j.•IL

.....i•.....

-. . . . . .. . .

.. ....... ... .

.. ..... :...

NAVY RECORDS PROJECT FiLE

Figure 64. How Navy records are preserved.

WHAT ARE THE PROCEDURES FOR USING PROJECT FILES
TO RETAIN RECORDS? Project files are used to retain statistical and
administrative data, sketches, drawings, and reports. Machine data may
also be retained in project folders; however, the special form of such data,
e.g., tapes, disks, and films, may require another type of storage files. In
this case, the project files should reference where the machine data are
located.
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WHAT ARE THE PROCEDURES FOR USING
COMPUTERS TO RETAIN RECORDS? Personal
computers may be used to document work. However, new
computer entries to project files should be printed out as
paper copies at the end of each day. This will protect the
data from the dangers of head crashes and accidental
degaussing and will provide a traceable and sequential path of develop-
ment. The paper copies should be dated and signed (or initialed) by the
author. At significant points in development, the computer printouts
should also be witnessed as similarly described for laboratory notebooks.

WHAT ARE THE PROCEDURES FOR USING LABORATORY
NOTEBOOKS TO RETAIN RECORDS? The primary purpose of
laboratory notebooks (figure 65) is to provide a convenient means to record
the development of ideas that are potentially profitable and patentable to
both you aad the Navy. Since notebooks contain the earliest and most
detailed records of your work, notebook entries are used in establishing the
dates of your inventions and for evidence in patent litigation against the
Navy.

Types of Information To Enter. The dates when you conceived your
idea, drew your sketches, made your models, and conducted your ists

must e recrded ^A s,~tnc Af fl. res..ltssho..1d .. Iso be Included w-ith
sufficient detail to subsequently analyze the causes of failure or success and
to provide proof of invention.

The type of information you enter in your notebook is usually considered
"narrative data." Examples of narrative data (figure 66) include

Novel concepts

Conditions of tests

Approaches to problems

Observations

Modifications

Formulae

Unusual or significant phenomena

In addition, rough sketches, curves, and diagrams illustrating your ideas
should be included in the notebook. Notations should also be made refer-
encing pertinent material maintained in separate locations.

Since the notebooks are not diaries, they do not include administrative
information.
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Figure 65. Navy laboratory notebook.
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LOE:SERVATIONS

IV IneiculPoI~t

APPROACHES TO
PROBLEMS .

I FORULAE =,.LABORATORY

NOVEL CONCEPTS

Figure 66. Types of information to include in
laboratory notebooks.

A typical pattern of notebook entries is as follows:

Short Definition of Problem: If the problem is related to a previ-
ous development, clearly state the relationship of the new apparatus
or method to what has previously been done.

Delineation of What is Being Done to Solve Problem: Most of
these entries describe the device and methods used and the results.
Charts and diagrams simplify the description.

Results Obtained: This includes any new and useful results
obtained after each phase of experimentation.

Next Phase of Projected Investigation: This is a short state-
ment, after each phase of experimentation, of the next projected
phase of investigation. You nwed to include a brief summary of the
results expected and the reasons foryour expectation. This procedure
is especially important if negative results were obtained in an earlier
phase. In this case, if the stated expected results are obtained later,
the date of the recorded proposal of such a "next step" becomes the
date of "conception of the invention" and the date of the successful
test or experiment becomes the date of "reduction to practice."
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When to Enter Information. The narrative data to be recorded in your
notebook should be entered at the same time you perform your work or
make an observation. Delays in recording the information may result in
incorrect or missing data.

Your work governs the amount of information written in notebooks and
the length of time between entries. Some prqjects will require almost daily
entries, while others will require only monthly entries. Remember that the
notebook is not a diary in which daily entries are required.
How to Enter Information. Since your notebook entry is a primary
record in rough form, you are not required to follow an established format.
Use either ink or indelible pencil to make your entries.
Enter the information on consecutive pages and use both sides. Do not
attempt to use separate portions of the book for different projects. (Using
consecutive pages helps to establish chronological order independent of
dates on individual pages.)
Directly record all original computations and data in the notebook. If you
must rearrange and clarify the data, use additional pages. Sufficient
explanatory material should accompany each set of notes to ensure correct
interpretations at a later date. Notations should be made in the notebooks
to r-efe-fer s or other pertinent matr-l ma•Iin
tained in case files. Also, remember to identify pertinent references.

Sample pages of a notebook are shown in figure 67.

Completeness of Entries. Proper notebook records contain the full
chronological history of what was attempted and accomplished in connec-
tion with your creative ideas.

All facts should be recorded, and too much is preferable to too little.
Lengthy and disconnected entries should be avoided by making entries as
the event is recorded or as soon afterwards as practicable.
Every fact you feel is pertinent to your work belongs in your notebook.
Include such entries as calculations, experimental records and results,
technical considerations, statements, recommendations and conclusions,
diagrams and sketches, and records of technical conferences with associ-
ates or representatives of outside agencies.
Pertinent reference data should also be included. Information (for exam-
ple, photographs and wiring diagrams) that cannot be included in the note-
book should be specifically referenced. (Photographs should be taken of
any new device, particularly during the development of the prototype
model. The photograph should show all significant elements of the device
and should be referenced in the notebook.)
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Figure 67. Sample pages in a laboratory notebook
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Alteration of Entries. Entiies must not be altered. Each page having an
entry should be substantially filled. Entries should be arranged in chrono-
logical order, and no pages may be detached nor erasures made. Interlinear
corrections or additions are not permitted, but may be entered at the next
available open line with reference to the deleted phrase in thE sentence that
is being amplified.

Marking Entries. Date and sign all entries in your notebook (initials are
acceptable). Place the signatures and dates at the end of each entry. In
addition, where a single notebook is being used to record information on
more than one subject, prefacing entries with the subject of the erntry is
good practice. Signatures and dates are then placed at the end of the entry.
(See figure 67.)

Classified Entries. If you are working on a classified project, the entries
in your notebook will probably be cassified. In this case, mark your note-
book with the appropriate classification level (confidential or secret).
When recording your entries in the notebook, portion mark the para-
graphs, tables, and figures, and stamp the pages with the appropriate clas-
sification level.

If you have only a few classified entries, you can record them in a separate
notebook that contains only classified entries. When using this procedure,
make chronological notations in your main notebook that classified entries
have been entered in a separate classified notebook.

Witnessing of Entries. Entries in the notebooks are useful as evidence
only when they have been witnessed by an individual other than the person
making the entry or a person directly involved with performing the docu-
mented work. When patent disputes arise, the personal testimony of wit-
nesses is desirable for verifying the claims of the parties to the dispute.
Thus, the signature and date of witnesses on notebook entries not only
sea-ve to authenticate the entry itself, but also serve as a record of who may
be called to testify on the matter. (See figure 68.)

Thus, all concepts and sketches that relate to creative ideas should be wit-
nessed. The entry, "witnessed and understood," should be made below the
last entry on each page. The witness should write in the earliest date or
dates on which he or she witnessed the disclosure, successful operation, or
test of the device or model.

Once a record has been witnessed, no changes, erasures, or additions may
be made. If changes have been made on a page before disclosing it to a wit-
ness, either provide a new sketch and description on a following page or
have the witness note that the cfanges were made. The witness can identify
these changes by initialing the side of the page opposite the changes.

4-30



IV. Intellectual Property

- F--

--- 1-- :-" -j !,- i • - j - -I . -. - . . . I I I I I :

--- rt'•7• •-bl'i - •t • !-'A &t• Ix• :t

I ' ' I ,'
J- 1 I - ;

,i _ ---1 -, , I--
• - A -.. -• --, - ,- - . . - ,---i..-I ' ,-- F -__ • -

S' •' i4 I I ' I irr- m -lt F 4 • ' •/; 'iT-h Vl-
t i ._l__j I ! I 'c r/ ! t , i 9,uI i I ' ; , ,I

i -- '----I .~ T L t... - - - I --- , -

i ; , , i ' I2 .

r
-~~~~/ czrnt ve

, /-I' . . .• , I ; iI { I ii -

-- ' L... I":Ii. . I.-i• --

4 . *1 ; I I -' i,- "- -

J -4

-- i I ' . -~.. . tI,_ , tU I 1 ,.s.__-

Figure 68. Witnessing of entry in laboratory notebook.
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Notebook entries that record the successful operation of models should be
signed by at least two correborating witnesses who are familiar with the
details of the demonstration. Corroborating witnesses are much more con-
vincing in establishing "reduction to practice" than are witnesses to only
notebook entries.

Joint Work. In the case ofjoint work, the records must show which inven-
tor proposed what and when the proposal was made. By doing this, one
notebook may be used as the sole repository for the work. Entries must be
signed and dated by all joint participants. Related work, but not work done
jointly, should be recorded in separate notebooks.

General Guidelines. Although each Navy activity has procedures for
notebooks, the following guidelines apply in all cases:

Ownership: Laborat ory notebooks are the property of the Navy and
not the individuals who maintain them.

Custody:, Yru are responsible for the proper care and custody of your
rnotebook, as long as you are employed at your activity.

Use: Individual notebooks may be obtained and organized by specific
project, subject matter, security classification, or guides that facilitate
a workable division of your material.

Rights of Navy Personnel: Although notebooks are returned to
yowu" activity when you leave, your rights to the inventions in the note-
book are not affected. You may also be given a photostatic copy of
your notebook, if your security office and patent counsel approve.

Access: The right to examine and extract information from note-
books is limited to the author and authorized reviewers. Access by
other persons is allowed only upon proof of the right and the need-to-
know of the contents of the notebook.

How to Obtain a Notebook. Each Navy activity has different procedures
concerning notebooks. The Navy form nmbers for notebooks are
NAVSO-P-1521 0515-LP-079-OO00 and NAVSO-P-1520 0515-LP-077-
0000. Consult your local STI officer for specific procedures for your
activity.
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PART 3
COPYRIGHTED MATERIAL
What is a copyright? Can Navy employees copyright their
work? What is fair use? What copyrighted material can be
used in a Navy publication? What happens if a contractor includes copy-
righted material as part of a contract deliverable?

What Is a Copyright?
The copyright law, which is based on Article I, Section 8, of the U.S. Consti-
tution, is Title 17 of the U.S. Code. Under this law, original or creative
thoughts or work (published or unpublished) are automatically copy-
righted when fixed in any tangible medium of expression, e.g., a handwrit-
ten manuscript. included are literary works (expressed in words, numbers,
or other verbal or numerical symbols, including computer programs and
documentation); musical works; dramatic works; pantomimes and choreo-
graphic works; pictorial, graphic, and sculptural works; motion pictures
and other audiovisual work; and sound recordings.

Common works of authorship, which might impact your work as a Navy
employee, include the following:

catalogs photographs charts
bibliographies technical drawings maps

editorial notes translations indexes
pamphlets computer programs textbooks
journal articles computer databases forewords
videotapes motion pictures graphics

You can usually identify most copyrighted work by the word "copyright,"
the abbreviation "copr," or the symbol ©. However, when Congress
amended the copyright law in 1989, copyright protection was automati-
cally extended to any work published on or after 1 March 1989, even if the
work was published without a copyright notice.

Copyright protection for unpublished works applies to any work, regard-
less of nationality or residence of the author. Copyright protection for pub-
lished works, hawever, is limited to U.S. citizens and to citizens of coun-
tries that are members of copyright treaties of which the United States is a
party, for example, the Universal Copyright Convention (UCC).

HOR LONG DOES A COPYRIGHT LAST?. The rules concerning the
length of a copyright vary. For works created on or after 1 January 1978,
copyright nonnally lasts for the life of the author plus 50 years. If the
author cannot be identified, the copyright lasts 75 years from first publica-
tion or 100 years from the work's creation, For works copyrighted before
1 January 1978, the copyright period covers 28 years from the time of pub-
livation or registration; an additional period of 47 years is also available.
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WHAT ARE THE RIGHTS OF A COPYRIGHT OWNER? The copy-
right owner is entitled to control certain usss of his or her copyrighted
material (figure 69). These include the rights to

Reproduce the copyrighted work.

Prepare derivative works based on the copyrighted work.

Distribute copies of the copyrighted work.

Perform or display the copyrighted work.

Copyright, however, protects only the manner of expressing ideas. The
rights of the copyright owner do not extend to the use of ideas, processes,
procedures, systems, methods of operation, discoveries, concepts, or prin-
ciples expressed in the copyrighted work.

_ REPRODUCE

WCOPYRIGHTED WOREK

~PREPARE
~DERIVATIVE

• ~ERFORM
OR DISPLAY
WORK

Figure 69. Rights of copyright owner.

What Is the Navy's Policy on Copyright?
WHAT ARE THE RIGHTS OF NAVY EMPLOYEES? You cannot

copyright material that you prepare as part ofyour work for the Navy. Sec-
tion 105 of the copyright statute denies copyright protection to "any work

of the United States Government," which is "a work prepared by an officer
or employee of the United States Government as part of that person's offi-
cial duties." Such material is considered a "work of the United States Gov-
ernment" whether it is published by the government or by a commercial
publisher. The rationale for this is that government work is financed with
tax funds and should be available for use by the public.

To determine if a particular work belongs to the Navy or to you, answer the
foilowirg questions:

Was preparaLion of the work within your position or job description,
including work you properly assigiied to yourself?
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Was preparation of the work properly assigned by
your supervisor?

A positive response indicates the work belongs to the
Navy; a negative response indicates that the work belongs
to you. In addition, the fact that there was a Navy contri-
bution to your work does not by itself determine whether the work was pre-
pared as part of your official duties. (Examples of Navy contributions
include use of Navy time, facilities, equipment, materials, funds, or the
st rvices of other Navy employees.) Ifyou have questions, your legal counsel
will provide advice.

You may, however, hold a copyright if the work (for example, a novel or a
textbook) was not prepared as part of your official duties. In fact, the Navy
encourages its employees to write privately and obtain copyright protec-
tion on their own behalf.

ARE NAVY PUBLICATIONS COPYRIGHTED? Navy publications
are not copyrighted because they are a "work of the United States Govern-
ment," i.e., a Navy scientist or engineer prepared the material as part of his
or her work. This means that Navy publications can be copied and used by
recipients. Thus, if a Navy report is approved for public release and sold by
the National Technical Information Service to a member of the public,
then that person can copy and use the material as required.

ARE JOURNAL AND SYMPOSIA ARTICLES AND SECTIONS
OF BOOKS COPYRIGHTED? Articles submitted to journals and sym-
posia and chapters or sections of handbooks or textbooks cannot be copy-
righted by the publisher, if you have prepared them as part of your work for
the Navy.

When you submit your man-uscript to the publisher, you must inform the
publisher that your material cannot be copyrighted. The best way to do
this is to include the following statement on your manuscript:

This is the work of a U.S. government employee and may not be copy-
righted (17 USC 105). No copyright notice maybe placed on this work.

The publisher must include this statement with your article or chapter
when it is published. This will allow users of the publication to know that
they can freely reproduce your article or portions of it.

How Is Copyrighted Material Used in Navy
Publications?
If you find it necessary to include copyrighted material in a Navy publica-
tion, yoit must obtain permission from the copyright owner to reproduce
the material.

The most common way to obtain copyright permission is to prepare a letter
to the copyright owner. You can use the letter in figure 70 as an example.
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The Navy prefers that copyright permission be given without charge to the
Navy; however, if necessary, your activity can pay a copyright fee, if the fee
is warranted. You should always consult your activity's legal counsel if a fee
is requested.

(LETTERHEAD)

(Date)

(Name of copyright owner or agent)
(Address)

(Salutation)

(Name of activity) requests your pirmisslon as copyright owner, or agent for the
copyright owner, to make the following use(s) for Department of Defense pur-
poses of the Identified material.

(Complete Identification of the copyrighted material. Include the title of the
work, name of the author(s), exact copyright notice appearing on the work,
and the editor and edition.)

(Designation of the exact portion of the work to be used, for example, page
numbers and chapters. Blanket permission to use excerpts "as later deter-
mined" may not be requested.)

(Statement of the Intended use of the material. Includc the rumber of copies
to be made, type of reproduction (photocopy, typeset, offset, tape, or disk),
Irtended distribution, whether the material will be sold and contemplated
fees or charges, and length of time the material will be used.)

(Contemplated modification of work, If any.)

If the requested permission Is granted, please sign below and return this original
letter in the enclosed seif-addressed envelope. A copy of this letter is Included
for your records.

(Signature of requestor)

(Title]

PERMISSION

The above requested permission Is granted royalty-tree. A notice of copyright and
credit line Is desired as follows:

(Leave at least 8 lines for credit line)

(Name of copyright owner
or authorized agent)

Date: By

(Title)

Figure 70. Sample format for requesting copyright permissions.
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When you receive correspondence granting copyright
permission, you need to keep one copy for your files and
provide one copy to the Navy Publishing and Printing
Service.

If you experience any of the following problems in obtain-
ing copyright permission, contact your legal counsel for assistance:

You cannot locate the copyright owner.

The copyright owner refuses to reply or grant the requested
permission.

You do not believe that the permission offered by the copyright owner
is of sufficient scope to cover your intended use of the copyrighted
material.

A copyright fee has been requested.

WHAT IS COPYRIGHT INFRINGEMENT?. If you do not obtain the
copyright permission and still use the copyrighted material in a Navy publi-
cation, you will have committed copyright infringement. An infringing user
is liable for monetary damages, and the U.S. government has no exemption
from copyright infringement liability. Government employees are gener-
ally not; however, personally liable for copyright infringement occurring in
the performance of their official duties.

You must remember that it is a criminal offense to remove or alter any
notice of copyright appearing on a copy of a copyrighted work and that your
activity may have to pay monetary damages for the copyright
infringement.

WHAT IS A COPYRIGHT NOTICE? Copyrighted material appearing
in Navy publications must be marked with the required copyright informa-
tion (figure 71). Included are the following three elements:

The letter "cee" in a circle, or the word "copyright," or the abbrevia-
tion "copr."

The year of the first publication.

An identification of the owner.

For example: Copyright © 1986 by J. M. Smith

This statement must appear in a prominent place near the copyrighted
material.
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* Copyright © 1976 by J. M. Smith

* Copyright 1955, © 1961 Charles Jones

* Copyright © Frauk James, 1986

* Copyright 0 1974 by Barnum Press Second
Edition, copyright 0 1987 by Barnum Press

Figure 71. Examples of copyright notices.

What Are the Procedures Concerning Copyright
and Navy Contracts?
Unless written approval of the contracting officer has been obtained, Navy
contractors cannot deliver data, e.g., reports, software, or drawings, con-
taining copyrighted data unless the contractor has obtained approval of
the copyright owner for the Navy to use the copyrighted material.

Any work done under a Navy contract may be copyrighted by the contrac-
tor in the n•are of the contrvacwur, if the correct contract clauses were
included in the contract. However, the contractor must place the following
notice on the contract deliverable:

This material may be reproduced by or for the United States govern-
ment pursuanit to the copyright license under clause 52.227-7013
(date).

What Is Fair Use of Copyrighted Material?
In certain situations, copyrighted material may be reproduced without per-
mission of the copyright owner (figure 72). This is called "fair use."
Included is reproduction of copies for purposes such as criticism, comment,
news reporting, teaching (including multiple copieo for classroom use),
scholarship, or research.

To determine if your intended use falls under the fair use concept, consider
the following factors:

The purpose and character ofyour use of the material, i.e., is the mate-
rial is to be used for an educational purpose or for a commercial
purpose.

The nature of the copyrighted work.
The amnount and importance of the portion used in relation to the
entire copyrighted work as a whole.
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"IRESEARCH
/) CRITICISM-

COMMENTI

Figure 72. Uses of copyrighted
material that do not require
permission of copyright owner.

The effect of the use upon the potential market fcor or value of the
co pYI igilteciwdk

Examples of fair use include "quotation of excerpts in a review or criticism
for purposes of illustration or comment; quotation of short passages in a
scholarly or technical work, for illustration or clarification of the author's
observation...." (House of Representatives Report 94-1476, September 3,
1976).

If you believe that the inclusion of copyrighted material in a Navy publica-
tion falls within the fair use doctrine, contact your legal counsel before you
request ccdyright permission from the owner.
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PART 4
PROPRIETARY INFORMATION
What is proprietary information? How can I recognize proprietary infor-
mation? How is it protected? Can I make additional copies? When can con-
tractors mark contract deliverables as proprietary information?

What Is Proprietary Information?
Proprietary information is any kind of information that a private party
owns and protects as secret to maintain an advantage over competitors.
Generally, proprietary information must be identified as such by a proprie-
tary legend accompanying the information.

Proprietary information may include written materials, drawings, and
computer software. Examples are specifications, reports describing manu-
facturing processes, engineering drawings, and database programs (figure
73).

Proprietary infoniation is not owned by the U.S. government and its use is
limited.

How Can Proprietary Information Be Recognized?
When a company wants to protect intellectual property, the information is
marked with a proprietary legend. The DFARS-recognized proprietary leg-
end reads, in part, as follows:

Those portions of this technical data indicated as limited rights data
shall not, without the written permission of the above contractor, be
either (a) used, released or disclosed in whole or in part by the Govern-
ment for manufacture....

Contractors use many versions of this legend, for example, "Proprietary
Data," "Disclosure Restricted," "Limited Rights Data," "Do Not Copy," or
"Trade Secret." Attention must be given to all versions of this legend (fig-
ure 74). Refer any information marked with this legend to your activity's
legal counsel for review and investigation.

On publications the proprietary legend normally appears on the cover or
title page and on individual pages that contain the proprietary information.
On drawings the proprietary legend is usually found in the lower right cor-
ner, and on software it normally appears on the screen. However, other
locations are sometimes used, and it is your responsibility to be alert for
the legend.
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Figure 73. Types of information that can contain proprietary
information.
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TAESEC RET

LIIED RIGHTS DATA

PRPIETA:RYD

IDISCLOSURE RESTRICTED

'Those portions of this technical data
Indicated as limited rights data, shall not.
without the written permissolon of the
above contractor, be either (a) used,
released or disclosed In whole or In part
by the government for manufacture....

legend.

How Is Proprietary Information Obtained?
Proprietary information may be obtained by a Navy employee in several
ways. Some of the more common ones (figure 75) include:

Unsolicited and Solicited Proposals: Unsolicited proposals are
written offers to perform a proposed task or effort. They are initiated
and submitted to the Navy by a company, without prior solicitation by
the Navy with the objective of obtaining a contract. Solicited propos-
als are company responses to a Navy procurement action.

Briefings and Demonstrations: Disclosure may occur while pro-
spective contractors are demonstrating equipment or during the
prepropossal stage of a technical briefing.

Requests Concerning Companies: Information submitted to you
in response to a request for information about a company may contain
proprietary information; examples include the company's activities,
capabilities, performnance data, or research plans.
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a- BRIEFINGS AND DEMONSTRATIONS
"* TECHNICAL REPOPTS
"* REQUESTS CONCERNING A

COMPANY
"* INDUSTRAL IR&D PROGRAM
"* NAVY POTENTIAL CONTRACTOR

PROGRAM
"* SOLICITED PROPOSALS
"* UNSOLICITED PROPOSALS
* CONTRACr DELIVERABLES

Figure 75. Common situations in which proprietary matefial
may be encountered.

IndependenZ .'loeseareh and Development Program: 1nf3rmz-

tion generated under the industrial independent research and devel-
:toment (IR&D) program is often marked as proprietary. Note that

.he industrial IR&D program is performed at the contractor's own
;:-;tiative ard direction. Do not confuse it with the Navy's independent

-arch and independent exploiatory development (IR/IED)
uam.

.y Potential Contractor Program (NPCP); Information gen-
erated under the Navy potential coitractor program (NPCP) may be
marked as proprietary information. (NPCP is the Navy'3 program for
potential contractors and for contractoi s who are qualified in scier.
tific and technical areas not covered by current contracts.)

Contract Delverables: Information received as contrace
deliverables, including software, n.ay be marked with a proprietary
legend. (A contractor deliverable is infonnation delivered according
to a contract's DD, Form 1423.)
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Technical Reports: Proprietary information may be contained in
reports or data sent to you by employees of companies foryour use as
background or reference material.

What Are the Procedures for Handling Proprietary
Information?
The Navy's policy is to honor proprietary information and to comply with
the terms of the proprietary legend. As a Navy employee, you are responsi-
ble for protecting proprietary information. Remember that wrongful dis-
closure of proprietary information can be punished as a criminal offense,
and the violation can lead to a jail sentence of 1 year and/or a fine and
removal from office (18 USC, section 1905).

As a Navy employee, you should not sign any personal agreement to keep
proffered information confidential. Such an agreement could create a per-
sonal contract that makes you personally liable for any damages resulting
from improper disclosures of such information. Contact your legal counsel
for advice if you are asked to sign such an agreement.

WHO CAN HAVE ACCESS TO PROPRIETARY INFORMA-
TION? Unclassified proprietary information is generally available to
U.S. government employees. However, at times access may be more
restrictive, even to the extent that you cannot disclose the information to
other employees within your activity. Disclosure to anyone other than
yourself may require written permission from the originating company.

The same rules apply for access to government-classified proprietary infor-
mation, except that you must also verify the security clearance and need-
to-know of the requester before disclosing the proprietary information.
Contact your activity's legal counsel for procedures on obtaining this per-
mission, if you have a question about disclosing proprietary information.

CAN PROPRIETARY INFORMATION BE DUPLICATED? In cer-
tain instances, proprietary information may not be duplicated bý govern-
ment employees. In these cases, written requests must be made to the
originating company for permission to duplicate the material. Contact
your activity's legal counsel for advice, if you 'aant to duplicate proprietary
information.

HOW IS PROPRIETARY INFORMATION PROTECTED? Unclas-
sified proprietary information should be protected in the following
manner:

During working hours, do not leave the information unattended in
work areas accessible to those who are not authorized access to the
information.

After working hours, place the material in locked containers, such as
file cabinets and desk drawers.
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Classified proprietary information should be protected by
placing it in approved containers for confidential and
secret material.

HOW CAN PROPRIETARY INFORMATION BE
USED? Proprietary information may be used as a
source of i'aformation by Navy scientists and engineers to keep up with cur-
rent activities in their fields of expertise and to identify which companies
are doing various types of technical work. However, this information can-
not be used in proposals, publications, or presentations that will have wider
disclosure than that allowed by the proprietary legend. For example, if the
legend restricts the information to government employees, you cannot use
it in a presentation that will include contractors.

CAN PROPRIETARY INFORMATION BE USED IN NAVY PUB-
LICATIONS? To include proprietary information in a Navy publication,
you must obtain written permission from the owner. If you do obtain per-
mission to use the information, both the primary and secondary distribu-
tion of the publication must be limited according to DoD policy. The pri-
mary method of control is through use of the appropriate distribution
statement. Publications containing proprietary information must be
marked with statement B (U.S. government agencies only), statement E
(DoD components only), or statement F (further distribution only with
approval of the controlling office), as well as the apprcpriate proprietary
legend. (More information about these distribution statements appears in
appendix A.)

HOW IS PROPRIETARY INFORMATION IN A CON-71ACT
DELIVERABLE HANDLED? Your contractor might deliver a report,
an engineering drawing, or a piece of software that is marked with a pro-
prietary legend. As a Navy employee, part of yourjob is to bring this pro-
prietary legend to the attention of your activity's legal counsel so that the
proprietary claim can be investigated.

Contractors frequently mark information as proprietary when it is not
actually proprietary. If the proprietary legend is not removed, the Navy is
precluded from disclosing the information to other contractors and may
find itself in a future sole-source procurement. Your legal counsel will
investigate whether the intellectual property is truly proprietary. The con-
tractor will be required to provide proof that the property was developed at
private expense. If the proof is not satisfactory, the proprietary legend will
be removed and you will be able to freely disclose the information.

If your legal counsel determines that the contractor developed this prop-
erty at private expense, the Navy cannot disclose the property to anyone
outside the government. As a Navy employee who has received the infor-
mation, you are obligated to honor the proprietary claim and to protect the
information from disclosure outside the government.
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HOW IS PROPRIETARY INFORMATION IN SOLICITED AND
UNSOLICMfED PROPOSALS HANDLED? In a 'request for pro-
posal," the offerer may be required to submit a design or plan that the
offerer docs not want disclosed to the public or used by the Navy for any
purpose other than evaluation. Navy employees cannot refuse to consider
the proposal because the information submitted is marked with a proprie-
tary legend. Navy policy is that those portions of the proposal marked as
proprietary will only be used for evaluation and will not be disclosed out-
side the Navy without the written permission of the offerer.

Proprietary information contained ini unsolicited proposals can be used for
evaluation purposes only.
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REFERENCES

Code of Federal Regulations, Title 37, Patents, Tra.demarks, and
Copyrights

"Copyright Basics and Consequences: What You Need to Know," Datapre
Research Corporation, Datapro Reports on Electronic Publishing Sys-

tems, EP10-020-301, February 1987

Copyright Handbook, Second Edition, by Donald F. Johnston, R.R. Bow-
ker Co., NY, 1982

Copyright Revision Act of 1976 (P. L. 94-553)

"Copyrights and Wrongs," by Diane Di-oky, Publish!, pages 33-65, Sep-
tember/October 1986

"Fair Use and Copyright: An Unanswered Qaestion," Editorial Experts,
Tbh Editorial Eye, Issue 80, October 1982

Federal Acquisition Regulations, Section 27, Patents, Data, and Copy-
rights, 1984 edition (as amended)

Navy Publishing and Printing Service Instruction 5870.1, Copyrighted
Materials Used in DN Publications, 25 September 1979

Office of Naval Research Instruction 5210.2B, Research, Development,
and Testing Work; Documentation Of, 20 August 1979

Office of Naval Research Instruction 5870.5, Permission to Use Copy-
righted Materials in the Department of the Navy, 24 August 1979

Secretary of Navy Instruction 5870.6, Copyright in Wo ks of Authorship
Prepared by Department of Navy Employees, 8 Sep ember 1988

4-47



--- .. ....... ...... .

--- ------ ------ ----- X .
.... . ....... ...... ...... ...... ...... ...... ....... ......... - ---- --- -- ...... . .. ...... .............. ......... .. ...... ....... : --- -- ---- - --- ------ ------. ...... ....... ....... : ....... ......

.. ...... .. ... ...... ....... ...... . - ---- - ----- --- -- ------ ---- -- ------- ------ ...... ..... ... . . ...... ...... ... ....... ..... ...... ...... ....... . ... ...... ...... .... ......
... ....... ...... ...... ..... ....... ... . .... .. .. .. .... ....... ...... ...... ... .. ....... ....... ..... ... ..... ...... ...... ...

... ...... .... . .. ------ ------- ------. .. ....... ...... ...... ....... ....... .......

...... .. .. ....... ...

.. .. ... .....::::: ....... ......------ -- ------ ..... ...... ........... ....... ....... .............. ...... . ....... ...... ... ... ...... ........... ....... ....... ........ .... .. ..... ........ ...... ... ..... ............ ....... ...... ........ ......
....... ...... ....... ......... ... ....... ........ .. ...... ..... -- ------- ---- ... ...... .... ........ ......... ....... .... .. ...... .....------ ------ ....... ....... ....... ...... ........... ...... ..... .. ............ ....... ........... .............. ...... ..... ............ ....... ....... .... ... ...... ...... ....... ... ....... ....... ...... .......... ....... ...... ...... ...... ....... ... ....... ...... .....

..... ........... ........ .... ...... ........ ....... ........... .... ... ....... ............ .....
....... ....... .. ....

... .... ........ ....... ......
..... ... .......... ....... ...... ........ .......
.. .. .............. ......
... .. ...... ..................... ....

....... ......
...... .... ....... ......
..... .....

...... ............ .....
...... ......

...... ......

... . . ...... .

. . . ....... .......

.. .. ....... .

..... ...... ..... .. ..... ....
--- ------ --- ..........

77.7
---- -------- -----

... ... . ....... ..... .....

- --- ------- .. ...... ...... ..
.. . ........

.. ...... ...... .....

.. .... . ...... ....

--- ------ ----

.. ....... .. . .... ----- .. ..... ------- -----.... .. . ... ......

...... ...... . ..... .. . .... ....... ......
....... ............. . ..... .... . ......... ....... .. ..

--- ------ -----

... .. ....... ... . .......

... ...... ..... ...... .......... .. ....... ....... ...... .......... .......

...... ..... iq...... ....... ... .. .... .. .. ... ... ....... ...... .

Navy Requirements and Procedures
for Visual Information



CHAPTER V
Navy Requirements and
Procedures for Visual Information

PART 1 GENERAL GUIDELINES FOR
CONTROL OF VISUAL
INFORMATION 5-3
How Does the Navy Control Visual Information
Products and Processes? 5-3

What Is the Navy's Management Structure for
Visual Information? 5-3
How Does RDT&E Fit into the Navy's Program? 5-4

Who Can Perform Visual Information Services
in the Navy? 5-4

PART 2 PRESENTATIONS 5-5
What Is the Navy's Policy Concerning Presentations? 5-5

What Are the Navy's Requirements Concerning
Presentations? 5-5

How Are Distribution Statements and
Warning Notices Used? 5-5

Hlow Are Classified Presentations Marked? 5-8
What Review Procedures Are Required? 5-10

Can Presentation Aids Be Purchased
on Contracts? 5-10

Can a Presentation Be Converted into a
Publication? 5-11

PART 3 AUDIOVISUAL SERVJCES 5-12
What Are the Approval Procedures for
Audiovisual Work? 5-12

What Approvals Are Required for Visual
Information Technical Reports? 5-12

What Approvals Are Required foe an Audiovisual
Production? 5-12

When Should VITRs and Audiovisual Productions
Be Used? 5-13

Can a VITR or Audiovisual Production Be Used in
Place of a Publication? 5-13

5-1



Are Distribution Statements and Warning Notices
Used with VITRs and Audio-visual Productions? 5-17

How Are Classified VITRs e A Audiovisual
Productions Marked? 5-17

Can Audiovisual Services or Equipment Be
Ordered on Contract? 5-19

Can Commercial Off-the-Shelf Visual Information
Productions Be Rented or Purchased? 5-19

PART 4 PHOTOGRAPHIC SERVICES 5-22
What Photographic Services Are Available? 5-22

When Should Photography Be Used? 5-22

How Do I Obtain Photographic Services? 5-22

What Distribution Statements Are Used with
Photograpt.,? 5-23

How Are Classified Photographs Marked? 5-25

Can Photographic Services or Equipment Be
Bought on Contract? 5-25

PART 5 REFERENCES 5-27

Illustrations
76. Examples of presentation aids. 5-6

77. Opening presentation aids (viewgraphs) showing use of
distribution statements. 5-7

78. Opening presentation aid for a classified presentation. 5-9

79. Image area and frame of an individual classified
presentation aid. 5-10

80. DD Form 1995-1 used to obtain approval for audiovisual
production. 5-14

81. Uses of audiovisual documentation. 5-15

82. DTIC Form 503. 5-16

83. Distribution statement and warning notice on audiovisual
product. 5-18

84. Classification markings on an audiovisual product. 5-20

85. Placement of distributior statement and export-control
notice on photograph. 5-24

86. Maiking classified photographs. -- 26

Table
9. Approvals required for audiovis.ml work, 5-13

5-2



PART 1
GENERAL GUIDELINES FOR
CONTROL OF VISUAL
INFORMATION
How does the Navy control visual information products and processes?
Whar is the Navy's policy on presentations, audiov;isual productions, and
still photography? Can I do my own audiovisual and photographic work?

How Does the Navy Control Visual Information
Products and Processes?
The Navy controls visual information through its Naval Imaging Program
(NAVIMP). This information includes still and motion imagery, audio,
graphic arts, visual aids, models, displays, visual presentation services, and
supporting processes and resources. The purpose of NAVIMP is to central-
ize the management, functions, and support of the Navy's visual informa-
tion audiovisual activities, as directed by Presidential management init-a-
tives. Through central management at all levels, emphasis is placed on
controlling the growth of facilities, equipment, manpower, products, pro-
ductions, and services.

What lu the Navy's Management Structure for
Visu.l WIformation?
The office of the Chief of Naval Operations has overall responsibility for
visual information. The Assistant Vice Chief of Naval Operations
(OP-09B) is the senior Navy representative for matters concerning visual
information, and the Assistant for Visual Information (OP-09BG) pro-
vides advice and assistance for implementing plans and policies and for
evaluating the effectiveness of the Navy's visual information program.

Each major Navy command has a visual information management office
(VIMO) that is responsible for all visual information matters; it imple-
ments all visual information policy and procedures issued by the Chief of
Naal Operations. This office also ensures that subordinate commands and
activities have a VIMO to administer and mansge visual information
within the command.

To determine how your local organization manages visual information,
contact your STI focal point, who will give you the name of your audiovisual
manager.
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I. General Guidelines for Control of Visual Information

How Does RDT&E Fit into the Navy's Program?
The NAVIMP exempts some support resources from many requirements.
These exemptions include equipment, products, and services funded by
RDT&E that are used solely to support programmed research mission
activities. However, only your activity's audiovisual manager can deter-
mine whether your requirements fall under the RDT&E exemption. Be
sure and contact your audiovisual manager for guidance when you require
visual information products amd services.

Who Can Perform Visual Information Services in
the Navy?
NAVIMP allows professional production equipment for photographic,
video, and sound-recording work to be used only by personnel who work in
the visual information profession, e.g., photographers and visual informa-
tion specialists. However, other Navy personnel can use specific nonpro-
fessional equipment, e.g., 35-mm cameras with nondetachable lenses
costing less than $500, if the equipment is used to support in-house func-
tions whose end product is of short duration.

Because of this restriction and the Navy's restrictions on photographing
and videotaping facilities and activities, most Navy activities require spe-
cial badges to perform any photographic or audiovisual work.

if yOd want to perform any photographic or audiovisual work ycurseit;
check with your acti ity's STI focal point or audiovisual manager who will
then advise you of the required local procedures.
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PART 2
PRESENTATIONS
What is the Navy's policy on presentations? Are distribu-
tion statements used with presentations? What abo tclas-
sification markings? Can a presentation be made into a publication and be
sent to DTIC? What reviews are equired for a presentation?

What Is the Navy's Policy Concerning
Presentations?
The Navy encourages its employees to make professional presentations
relating to their technical area of expertise, just as it encourages them to
write reports and journal articles. For example, the Navy supports its sci-
entists and engineers when they are asked to make presentations at profes-
sional symposia, project meetings, and local universities. These
presentations not only increase your professional reputation as a scientist
or engineer, but they also allowyou to communicate directly with other sci-
entists and engineers working in similar subject areas and, thus, help avoid
duplication of work.

What Are the Navy's Requiremtent Concerning

Presentations?
Presentations containing technical information are subject to many of the
same requirements as publications. Examples of such presentations are
those made at a symposium or at a meeting called by your sponsor or at a
local university. These presentations can include the use of viewgraphs
(ove.'head transparencies), slides, and posters (see figure 76).

HOW ARE DISTRIBUTION STATEMENTS AND WARNING
NOTICES USED? Because technical information will be discussed dur-
ihg your presentation, you must use a distribution statement with both
classified and unclassified presentations. The distribution statement will
let your audience know if the information in your presentation is either
available to the public or restricted, e.g., limited to DoD employees.

Formal distribution statements, which are discussed in detail in appendix
A, are summarized below:

Approved for public release.

Limited to U.S. government agencies.

Limited to U.S. government agencies and U.S. contractors.

Limited to DoD components.

Limited to DoD components and DoD contractors.
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. . ... .. .. .. ... :::::::::::::: :::::::::

Figure 76. Examples of presentation aids.

Further dissemination only with approval of (controlling office).

Limited to U.S. government and private individuals or enterprises eli-
gible to receive export-controlled information.

To determnine which distribution statement applies to your presentation,
consider the presentation as a whole. The distribution statement is placed
on the first presentation aid (figure 77). Placing the distribution statement
on individual presentation aids is not necessary, unless you remove a pres-
entation aid from the set. In addition to the distribution statement, you
must determine if the presentation includes information that has other
distribution restrictions, for example, militarily critical technology. These
warning notices must also be shown on your first presentation aid and, if
required, on the individual presentation aid. If these markings are visible
only when projected, you must repeat the distribution statement and
warning notice on• the frame or bolde: of the presentation aid.

If you are not using presentation aids, simply tell the audience what distri-
bution restrictions, if any, apply to the material about to be discussed.
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INTRODUCTION
TO SUPPORT

SERVICES

Approvod for public release; distribution Is unlimited.

Distribution authorized to DOD components only;
critical technology; September 1991. Other requests
must be referred to Chief of Naval Operations,
Washington, DC 20350.

WARNING-This document contain% technical data
whose export Is restr!cted by the Arms ,. " - .. ntrol
Act (Titie 22, U.S.C., Sec. 2751. et seq..) or Ihe
Export Administration Act of 1Q79, as amerndd,
Title 50 U.S.C., App. 2401 at seq. Violatlons of these
export laws are subject to severe criminal penalties.
Disseminate in accordance with provislons of DOD
Directive 5230.25.

Figure 77. Opening presentation aids (viewgraphs)
showing use of distribution statements.
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HOW ARE CLASSIFIED PRESENTATIONS MARKED?

Presentations Marked as Publications. If you mark your presenta-
tion similarly to a bound publication, use the following guidelines:

Opening Presentation Aid: Your first presentation aid, e.g.,
the opening viewgraph (figure 78), is similar to a cover or title
page of a publication and shows the following information:

Overall classification level of the entire presentation

Title of presentation

Office of origin

Date of origin
Warning notices or intelligence control markings (if
required)

Classification source

Declassification date

Downgrading information (if used)

Distribution statement

Image Area: The image area of individual presentation aids
contains the folhowing information:

The classification level of the individual presentation aid,
i.e., secret, confidential, or unclassified.

The applicable portion markings, if you have included more
than one image on a presentation aid, e.g., four charts on
one viewgraph. (Portions of an unclassified presentation aid
need not be marked.)

Short forms of intelligence control markings or warning
notices, if required.

Frames and Holders: If the classification-level marking on the
image area is too 3mall to be seen unless the image is projected,
you must also place the classification level on your frame or
holder. (Use the classification of the individual presentation aid,
not the overall classification level.)
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CONFIDENTIAL

STITLE
LASER COMMUNICATIONS (U) -- OFFICE OF ORIGIN

Chlel of Naval Operations M-DATE OF ORIGIN
Washington, DC 20350
January 1991 INTELLIGENCE

t CONTROL MARKING
Caution - Proprietary in~formatio.• Involve( CLASSIFICATION
Classified by: Multiple Sources - SOURCE AND
Declassify on: OADR DECLASSIFYING/
Further distribution only as directeod DOWNGRADING
by CNO; January 1991; or higher INFORMATION
DOD authority.

"DISTRIBUTION
CONFIDENTIAL-- STATEMENT

L .OVERALL
CLASSIFICATION
LEVEL OF
PRESENTATION

(CLASSIFIED r=OR TRAINING PURPOSES; OTHERWISE, UNCLASSIFIED)

Figure 78. Opening presentation aid for a classified presentation.

Individual Presertation Aids. If you mark each presentation aid as a
single component (figure 79), use the following guidelines:

Image Area: include the classification level of the presentation
aid; applicable portion markings; intelligence control markings
or warning notices, if required; and tihe distribution statement.
The associated classification markings1 should also be placed on
the image area. However, if this is not possible, place the associ-
ated markings on the frame or holder of the presentation aid or
in accompanying documentation. 2

Frame or Holder: If the marking for the classification level on
the image area is too small to be seen unless the image is pro-
jected, you must also place the classification level on the frame
or holder of the presentation aid.

Associated classification markings include the cassification source, declassification
date, date of origin, office of origin, and downgrading intfrmation.

2 For example, because slides are small, the -."sociated classification markings can be

placed on an envelope that houses the slide.
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f SECRET
-R CLASSIFICATION

SLEVEL OF INDIVIDUAL
SECRET PRESENTATION AID

PORTION MARKING

UNCLASSIFIED CONFIDENTIAL AV
DISTRIBUTION
STATEMENT

INTELLIGENCE
SEjCRET/ CONTROL NOTICE

Further dissemination only as Warning notice -
d!rectel by CNO; January 1g91; Intelligence Sources
or higher DoD authority. or thols Involved

SECRET OFFICE OF ORIGIN
Classified by: Multiple Sou s es Chief of Naval Operations •Ar

classiy on: OADR -Wahington, ODC 203801 JnrDATE OF ORIGIN

CLASSIFICATION SOURCE AND DECLASSIFYING/

DOWNGRADING INFORMATION

(CLASSIFIED FOR TRAINING PURPOSES; OTHERWISE, UNCLAGSIFIED)

Figure 79. Imagc area and frame of an individual classified presentation aid.

WHAT REVIEW PROCEDURES ARE REQUI'JRED? Each activity
has different procedures for reviewing presentations, e.g., who must review
them and when they must be reviewed. However, all presentations that will
be made to the public must be approved either by an office within your
activity that has the authority to rc~ease information to the public or by
your headquarters office.

CAN PRESENTATION AIDS Bi& PURCHASED ON CON-
TRACTS? The purchase of presentation aids, i.e., viewgraphs, slides, and
posters, is subject to restrictions imposed by the Chief of Naval Operations
through the Naval Imaging Program (NAVIMP). All approval requests for
purchasing presentation aids must be brought to your audiovisual manager
or STI focal point.

If permission is granted to purchase the presentation aids, be sure to spec-
ify in the contract that you want all electronic and photographic media and
camera-ready art as a deliverable.
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Can a Presentation Be Converted into a
Publication?
To ensure that the information in your presentation i.,
available to qualified requesters, you need to convert your
presentation into a publication that is sent to the Defense
Technical Information Center. This conversion is needed if the informa-
tion in your presentation would be useful to someone who was not at your
presentation or if you want the presentation to be officially recorded and
documented.
To make this conversion, perform the following steps:

Compile hard copies of all presentation aids, for example, the
viewgraphs.

Add any explanatory text that is required.
Follow your !ocal activity's procedures for reviewing and processing
publications.
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PART 3
AUDIOVISUAL SERVICES1
When should audiovisual products be used? Can an audiovisual report
substitute for a written publication?Are distribution statements and classi-
fication markings used? What is the approval process? How are audiovi-
sual services and equipment ordered on contract?

What Are the Approval Procedures for Audiovisual
Work?
WHAT APPROVALS ARE REQUIRED FOR VISUAL INFORMA-
TION TECHNICAL REPORTS? A visual information technical report
(VITR) is defined as "...the assembly of medical, reconnaissance, surveil-
lance, RDT&E or other technical documentation imagery to report on a
mission-related event." A VITR requires approva* only by your activity's
audiovisual manager. (See table 9.)

VITRs have specific guidelines concerning their production and use. For
example,

The production techniques are restricted.

Distribution is limited to five copies.

The production life expectancy is usually less than 12 months.

Voice-over narration can be used to describe the events taking place.

Simple titles, without the addition of effects, man be used.

The addition of other imagery, sound, or optical effects or other production
values classifies the VITR as an atudiovisual production (category 1,2, or 3,
depending upon the intended use).

WHAT APPROVALS ARE REQUIRED FOR AN AUDIOVISUAL
PRODUCTION? Category 1 productions, which support the needs of
your headquarters office or your local activity, require the approval of your
headquarters office. Category 2 productions, which support Navy-wide
requirements, require the approval of the Chief of Naval Operations. Cate-
gory 3 productions, which support DoD and joint interest programs,
require DoD approval. (See table 9.)

Form 1995-1 (figure 80) is used to obtain these approvals. Your activity's
STI focal point or audiovisual manager will either prepare, or arsist you in
preparing, the paperwork necessary to obtain these approvals.

1 The term "audiovisual,* w used in thia handbook, defines a stand-alone presenta-

tion that combines sound with visual media. It should not be confused with the cur-

rent definition in use by DoD to designate a specialized subject-matter category.
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Table 9. Approvals required for audiovisual work.

Approving Office

Local AV Hoadquarters
AV Work Manager Office CNO DoD

Visual Informaton X
Technical Report

Category 1 AV X X
Production

Category 2 AV X X X
Production

Category 3 AV X X X X
Production

When Should VITRs and Audiovisual Productions
Be Used?
VITRs and audiovisual productions can be used to document the work, con-
cepts, and facilitics ofyour organization (figure 81). For example, they can
be t sed to

Demonstrate in-frtu testing of equipment and weapon systems.

Present proposed programs and systems concepts.

Show the results of computer simulations.

Provide a substitute for a facility tour.

Demonstrate the conceptual use of hardware, e.g., the destruction of
mines by a piece of fleet equipment.

Provide technical lectures.

Function as RDT&E development and progress reports.

Can a VITR or Audiovisual Production Be Used in
Place of a Publication?
VITRs and audiovisual productions can be used as substitutes for publica-
tions or in conjunction with them. The VITR or production and a DTIC
Form 503 kfigure 82) are sent to the Defense Technical Information Center
(DTIC). These two items- the VITR report or production and the form-
thus satisfy the Navy's requirements for reporting results of Navy-
sponsored work to DTIC.

To send a VITR or audiovisual production to DTIC, contact your activity's
STI focal point.
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VISUAL INFORMATION PRODUCTION REQUEST, R eEPORT CON(ROL SYMNOL 1
EVALUATION AND APPROVAL OD-PAIREIII

SECTION A. ORIGaNAL CUSTOMER REQUEST FOR VISUAL INFORMATION (VI)

I DATE OF REQUEST (IMMSIDc [I DATE 11QUIRE'O (TI#AM300"

I TIPE OF REQUEST (3 .. b .- -. Cd tolet al Op'10503

-WE-. OR REGISED RROO,.QION_____________________ _____________
(' cit•• (h -. ) 0XnJ ) 5u~•• L.-a 11) -1 11l~~ IMI[•PIN

b ADO0,ON OF GOVRPNMENT PROOJtIICN
{ Sougte(Namf.RAPteIT & Phone 00010.1 (2)tootafoo Qf Mallte MaICerI's 3: P NIPAN Glownv P0o0uh N~tnll0Fl

COMMhEC• At A(()UVSITION TU.,slrq of f . t" ShlotrtOol 00__
:|) v.,,o• rtJ,:,ngAOdle•l &PP~ hombeI l2t So • 50.rcc ,•ttf, :at,ec Aoal,oa~=( tone, (33 C'oO, git Re'eale allat~po (Doccl1 . I--- t Ar- t. F-. f7 .

R TITLE
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V. Navy Requirements &uid Procedures for Visual Information

FACILITY TOUR

AT-SEA TESTIN'G

.......

COMPUTER SIMULATION

Figure 81. Uses of audiovisual documentation.



3. Audiovisual Services

VIDEORECORDING REPORT DOCUMEN'ATICN PAGE

516

Figur 82 DTI For 503.SS~b
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V. Navy Requirements and Procedures for Visual Information

Are Distribution. Statements and
Warning Notices Used with VITRs and
Audiovisual Productions?
All VITRs and audiovisual productions (classified and
unclassified) that involve technical information must be
marked with a distribution statement and, if required, warning notices,
e.g., the caveat for militarily critical technology.

The coirect distributioh statement depen~ds upcn the intended use of the
product as well as upon the technical information conveyed. The following
statements can be used:

Approved for public release.

Limited to U.S. government agencies.

Limited to U.S. government agencies and U.S. contractors.

Limited to DoD components.

Limited to DoD components and DoD contractors.

Further disseminatien only with approval of (controlling office).

Limited to U.S. government and private individuals or enterprises eli-
gible to receive export-controlled information.

See appendix A for details on the use of these statements.

In addition to the distribution statement, you must determine if you have
included informatiot, that has othcr distribution restrictions, for example,
militarily cxitical technology or proprietary data. These warning notices
ant] the distribution statement must be shown on the opening and closing
frames of your production. All markings must be visible when projected.
Reels and cassettes also must te marked with the appropriate distribution
statements and warning notices and kept in containers that are also
marked. (See figure 83.)

Remember that all VITRs or audiovisual produstions that will be made
available to the pablic must be approved either by an office within your
activity that has the authority to release information to the public or by
your headquarters office.

IHow Are Classified VITRs and Audiovisual
Productions Marked?
The opening frame maust Ie marked with the following information:

Overall classificati',n leve! of the production

Title of production

Office of origin
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3. Audiovisual Services

Date of origin

Warning notices or intelligence control markings (if required)

Classification source

Declassificatiin date

Downgrading information (if used)

Distribution statement

Further distribution only as directed by
Chief of Naval Operations, Washington.
DC 20350: February '991: or higher
DoD authority.

Not releasable to contractors/
consultants.

Figure 83. Distribution statemnent and warning notice
on audiovisual product.
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V. Navy Requirements and Prooedurew for Visual Information

The closing firames corrxy the classification level of the
productioii, the warning notices, and the distribution
statement. The canister is marked with the classification
level of'the production, warning notices (if required), and
the distribution statement. (See figure 84.)

Can Audiovisual Services or Equipment Be Ordered
on Contract?
Because services and equipment used in audiovisual work are controlled
under NAVIMP, most Navy activities require thot any stub requisition or
statement-of-work that ordeis audiovisual services and equipment, e.g.,
film or videotape equipment, be reviewed and approved by your audiovis-
ual manager.

The purposes of this review are to

Ensure compliance with DoD and Navy requirpments concerning
audiovisual productions and equipment.

Ensure that the equipment does not already exist at ycur activity.

Determine the best method of providing the requested service, i.e.,
negotiate a new contract, use an existing service contract, or use exist-
ing Navy capabilities

If you are allowed to order an audiovisual production on contract, be sutre
to specify the delivery of all production elements needed to reproduce the
audiovisual production, e.g., negatives, positives, video tapes. and mag-
netic sound tracks.

Your STI focal point and audiovisual manager will provide information on
your local review process.

Can Commercial Off-the-Shelf Visual
Information Productions Be Rented or
Purchased?
Commanding officers and civilian heads of local activities may approve the
rental or lease of a comme.'cial off-the-shelf production to support a spe-
cific and temporary local requirement. Howeve,-, the procurement action
cannot

Exceed $300 in fees.

Exceed 90 days of usage.

Contain an "option to buy" clause.

Requests that exceed these thresholds must be approved by your head-
quarters visual information management office.
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3. Audiovisual Servio,

"* Ov all classification level of productlon
"* TiMe of production
"* Office of origin
"* Date of origin
"* Warning notices (If required)
"e C'asslficatlon source
"e Daclasalfication date
"* Downgrading Information (if used)
"* Distribution stalement

0 °0

" Overall classification level :)f production
[*Warning notice (if required)
0 Distributiott statement

Figure 84. Classification markings
on an audiovisual product.
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V. Navy RequJirements and Prooodurw for Visual Information

The authority for purchase of'off-the-shelf visual infor-
mation productions from commercial sources is as
follows:

Your headquarters visual information management
office fror category 1 productions, if the request does
not exceed 15 copies per title or cost more than $5000 per title or have
joint-interest applications.2
The Chief of Naval Operations (OP-OAGD for all other purchases.

2 Visual information management offices may approve the local purchase of one copy
of any cate-gory 1, 2, or 3 commercial production and concurrently submit the title
for joint-interest review.
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4. Photographic Services

PART 4
PHOTOGRAPHIC SERVICES
What photographic services are available to NVavy scientists and engineers?
How are photographs marked to show classification? What are the Navy s
policies for distribution statements on photographs? Can I buy my own pho-
tographic equipment?

What Photographic Services Are Available?
Many Navy activities provide complete black-and-white and color photo-
graphic sei vices through a centralized photographic facility. Typical serv-
ices include the followirg-.

Field photography (air, surface, underwater, laboratory, and test
facilities).

Stop-action, microphotography, and macrophotography.

Studio and in situ photography of hardware.

Photographic support for audiovisual and graphic presentations.

Portrait and passport photography.

Most facilities also develop photographic systems and technology to meet
any unique requirements generated by RDT&E work.

When Should Photography Be Used?
Photography may be used to meet many of the requirements for ,isval
documentation of scientific and technical work. For example:

Graphics in publications.

Camera-ready prints for journal articles or symposium proceedings.

Historical documentation of a project's evolution, e.g., conceptual
illustrations, prototype hardware, first test event, and ga oup
employees.

How Do I Obtain Photographic Services?
Contact your activity's STI focal point for information on how your activity
provides photographic services.
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V. Navy Requirements and Procedures fow Visual Information

What Distribution Statements Are Used
with Photographs?
All Navy photographs are stamped with the following
statement:

Official U.S. Navy photograph. Not for publication unless officially
released. (Name and address of controlling organization)

If you want to release a photograph that portrays scientific or technical
subjects or use it in a publication or as part of a presentation, you must use
one of the following distribution statements (see appendix A):

Approved for public release.

Limited to U.S. government agencies.

Limited to US. government agencies and U.S. contractors.

Limited to DoD components.

Limited to DeD components and DoD contractors.

Further dissemination only with approval of (controlling office).

Limited to U.S. government and private individuals or enterprises eli-
gibie to receive export-controlled information.

In addition to the distribution statemrnt, you must determine if the photo-
graph portrays information that has other distribution restrictions, for
example, militarily critical technology or proprietary data.

"I he distribution statement and the warning notice must be placed on both
negatives and positives. It' possible, the statements are placed on the face
side of all prints and reproductions; if this is not possible, the statements
can be either stamped or affixtd oiA the reverse sisie of the photograph (see
figure 85). Roll negatives and positives are marked at the beginning and
end of thk strip.
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4. PhotogiapLic Service.

Distribution authorized to DOD componientV Only:
critical techinology: Oc-tober 1991.- Other reqW.Sts
shall bp referred to Chief of Naval Operations,

WARNING- This document corntains technical dma Z
whose epot I etrce by the Arms Export Control O
Act (Title 22, U. S. C., Sec. 2751, et seq.) or the
ExpoilAm- italo c of 1979, asamneO
Title 50 U.S. C., App. 2401 et seq. Violations of
these export laws are subject to severe criminal
penalties- Dissemninate In accordance with provisions
of DoD Directive A5M.26., 90

Washington, DC 20350

(BACK OF PHOTO)

Figure 85. Placement of distribution
statement and exporlt-control notice on
photograph.
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V. Npvy Requirements and Promdures for Viaual Information

How Are Classified Photographs
Marked?
The front of all prints (top and bottom) is marked with the
overali classification level of the photograph. If possible,
also place the associated classification markings, i.e.,

Classification source

Declassification information

Downgrading information (if used)
Warning notices (if used)

Intelligence control markings (if used)

on the front of the print, i.e., at the bottom of the print. When it is not prac-
tical to place the associated classification markings on the front of the pho-
tograph, place them on the back of the photograph. (See figure 86.)

Can Photographic Services or Equipment Be
Bought on Contract?
Services and equipment used 4n photographic work are controlled under
NAVIMP. Because of this, most Navy activities require that your audiovi-
sual manager review and approve any stub requisition or statement-of-
work that orders photographic services and equipment.

The purposes of this review are to

Ensure compliance with DoD and Navy requirements concerning
photographic work.

Ensure that the equipn,ý-.t does not already exist at your activity.

Determine the best method of providing the required service, i.e.,
negotiate a new contract, use an existing service contract, or use exist-
ing Navy capabilities.

If you are allowed to order photographic services or equipment, be sure to
specify that the negatives as well as tho prints be delivered.
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4. Photographic Service.

.. ... .. . .. . ...,

SECRET

Distribution authorized to DoO
components only; dire(t military
support; January 1991. Other
requests shall be referred to
Chief of Naval Operations,
Washington, DC 20350

SECRET

BACK OF FHOTOGRAPH

CLASSIFIED BY: OPNAVINST 5510.1G
DECLASSIFY ON: 31 Dec. IU8

SECRET

Mark frnnt and Dack of photograph wlh the
overall classification level. The associated
mbrkings can be on the front or back of the
photograph. Markings may be stamped,
written, or affixed by pressure tape-label.

(CLASSIFIED FOR TRAINING PURPOSES;
OTHERWISE, UNCLASSIFIED)

Figure 86. Marking classified photographs.
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PART 1
PRINTING, DUPLICATING, AND
MICROPUBLISHLING SERVICES
Who provides the Navy's printing services? How do I get printing done?
What is duplicating and when is it used? What are the p-ocedures for
micrographies work for archival work? Are office copiers controlled? How
do I pay for printing, services?

How Does the Navy Provide Prix ting Services?
All printing, duplicating, and micropublishing services are provided to
Navy employees through the Navy Publishing and Printing Service
(NPPS). Except in cases involving archival work end review copies of pub-
iications, Navy activities are not authorized to procure printing, duplicat-
ing, and micropublishing services.

What Types of Services Does NPPS Provide?

WHAT PRINTING AND DUPLICATION SERVICES ARE AVAIL-
ABLE? NPPS provides Navy personnel with the following printing and
duplication (reprographic) services:

Printing: Composition,' platemaking, presswork, binding, and elec-
tronic page printing (laser printing2 ). The printing process is used
when a publication is printed in large quantities and/or requires high
quality reproduction.

Duplication (Reprographics): Duplicating (offset, spirit, electro-
static, etc.), copying, reproduction (diazo, large-sheet capability elec-
trostatic process for engineering drawings, etc.), and similar types of
photocopying processes. Duplicating is generally limited to no more
than 5000 production units of one page or 25,000 production units in
the aggregate.

If NPPS cannot provide the required printing or duplicating service, NPPS
contracts for these services. NPPS buys all services, except printing,
directly from the contractor. Any printing that NPPS cannot provide is
sent by NPPS to a branch office of the Government Printing Office (GPO)
for purchase. When planning your publications, remember that any
unusual printing requirements that NPPS must parchase through GPO
will increase your costs and turnaround time.

Composition is the setting of type by hot-metal casting, strike-on, phototypesetting,
or electronic character generating devices for the purpose of producing camera-ready
copy, negatives, plates, or images to be used in the production of printing,
reprographics, or microform.

Electronic laser printing service is the conversion of magnetic data to paper copies.
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1. Priiiiting, Duplicnting, and idicropublishing Service.

WHAT MICROPUBLISHING SERVICES ARE AVAILABLE?
Micropublishing includes all prodiction aspects of microfilm, microfiche,
and aperture cards (both roll and sheet format) that are produced by any
fi!ming method, including computer-output microfilm (COM) units.

Microform production for general distribution is considered as "micropub-
lishing" and reqdires the approval of NPPS. However, microfilming of
administrative records, accounting reports, or project files ic categorized
as administrative or archival microform and does not require NPPS
approval.

How Are Office Copiers Ordered?
Since office, or self-service, copiers are considered duplicating equipment,
all requests for office copiers must be opproved by NPPS. This approval is
obtained by submittingan appropriate form to NPPS, i.e., either NAVPUB
Form 5600/14 for copying equipment (figure 87) or NAVPUB Form
5600/15 for duplicating and support equipment (figure 88). Your loca! STI
focal point will help you obtain this approval.

Rather than obtain approval for individual copier. nary Navy activities
have started using GSA contracts for ordering •Aice copiers. NPPS
administers these contracts for the Navy. If your activity is using such a
contract, yowi' STI fucal point will provide procedures on its usn.

How Do I Obtain NPPS' Services?
Your local STI focal point will provide you with information on your acti vi-
ty's procedures for obtaining NPPS' services. However, since NPPS oper-
ates on a cost-reimbursable basis, you must pay f-,r all NPPS services, e.g.,
printing, duplicating, micropublishing, and binding NPPS is reimbuised
for services through use of a DD Form 282 (figurm 89). In addition, your
local NPPS facility will have a local form for ordering services. The type of
form used depends on the work to be completed. Generally, as most work
requires duplicating rather than printing services, NPPS' local form is usu-
ally used. Ail work that requires printing or contracting is usually done
with the DD Form 282. (Contact your STI focal point for information on
how your activity reimburses NPPS.)
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VI. The Navy's Printing Program
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Figure 87. NAVPUB Form 5600/14 for approval of

copying equipment.
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Figure 88. NAVPUB Form 5600/15 for approval
of duplicating and support equipment.
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VI. The Navy's Printing Program
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2. Navy Requirement. Conoerning PM-utting, Duplicating, and
Micropublahing

PART 2
NAVY REQUIREMEil S CONCERNING
PRINTING, DUPLICATING, AND
MICROPUBLISHING
When can color printing be used? How can my publication be bound? Can I
have a brochure produced? Whwot is a flyer? Can I order printing on con-
tract? When can the Navy emblem be used? When can copyrighted material
be included in a Navy publication?

What Is the Basis for the Navy's Printing Program?
Navy requirements concerning printing, duplicating, and micropublishing
are based an regulations issued by Congress, i.e., the Joint Committee on
Printing (JCP). Many regulations exist concerningwhat can and cannot be
printed or duplicated by Navy components. Some of the more important
regulations are summarized in this section; additional information is avail-
able from either your activity's STI focal point or your local NPPS office.

When Can Color Printing Be Used?
Multicolor printing, i.e., the use of more than one color of ink, is permitted
for recruitment purposes, ceremonial programs, safety, awards, object
identification, and tcchnical clarity. Object ide-Ltification refers to the use
of color when the color is necessary for idontifying certain objects;
examples include flags, uniforms, plants, and medical specimens. Techni-
cal clarity refers to the use of color when the color is necessary for a techni-
cal understarding of the concept presented. Examples irclude geological or
1hydrographic maps, electrical flow lines, anJ illustrations in which color
(such as a cloud of orange smoke) is a critical factor. For Navy scientists
and engineers, object identification and technical clarity are the most com-
mon reasons for requiring color printing.

Multicolor printing cannot be done when color is only for decorative pur-
poses or when color is a substitute for effective layout and design.

If you require the use of a color in a Navy publication, contact either your
activity's STI focal point or your local NPPS office for assistance in prepar-
ing the justification.

What Types of Bindings Are Available for Navy
Publications?
Types of bindings available through NPPS include metal prongs, Chicago
screws, comb binding, saddle stitching (limited to publications of 100 pages
or less), perfect binding, and side stitching with staples (figure 90).
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VI. The Navy's Printing Program X

1. METAL PRONGS 2. COMB BINDING

3. SADDLE STITCHING 4. PERFECT BINDING

"' .. •..........

. .. ....... ..

5. SIDE STITCHING 6. 3-HOLE PUNCH

Figure 90. Types of bindings.
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2. Navy Requirements Concerning Printing, Duplicating, and
Micropublishing

Publications can also be bound in loose-leaf binders, but you must provide
funds and time to procure the binders before the publication goes to print.
Contact either your STI focal point or local NPPS office to determine pro-
cedures for ordering binders.

What Are the Restrictions on Pamphlets,
Brochures, and Administrative Publications?
WHAT IS THE POLICY FOR BROCHURES AND PAMPHLETS?
In 1981, President Reagan issued a memorandum directing the heads of
executive agencies to "ehiminate wasteful spending on government periodi-
cals, pamphlets, and audiovisual products." As a result of this memoran-
dum, the Navy requires that the production of brochures and pamphlets be
approved by the Navy Publications and Printing Policy Committee in
Washington, DC. This approval is required before printing. All approved
brochures and pamphlets carry the following statement:

The Secretary of Navy has determined that this publication is neces-
sary in the transaction of business required by law of the Department
of the Navy. Use of funds for printing this publication has been
approved by the Navy Publications and Printing Policy Committee.

To be considered a brochure or pamphlet. a publication must be
Printed on a one-time basis.

Published to inform, motivate, increase knowledge, and improve
performance.
Nondirective in nature.

Less than 80 pages long.

Issued for regulatory, administrative, indoctrination, or recruitment
purposes.
Designed according to the Navy's Graphic Design Standard (SEC-
NAVINST 5600.20).

Excluded from this definition are manuals, memoranda, directives,
instructions, regulations, official histories, proceedings, reports, internal
information bulletins, programs for ceremonies, primarily statistical
material, and single-sheet flyers.
WHAT IS THE POLICY FOR FLYERS? The publication of single-
sheet flyers is not restricted:

Flyers can be printed in two colors (remember that black is a color).

They can be folded in any way (fan-folding is the usual method used).
The design is not restricted.
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VI. The Navy's Printing Program F __ .__

WHEN IS CERTIFICATION REQUIRED? In addi-
tion, certain publications, such as books, pamphlets, and 9, =
brochures, must be officially reviewed prior to publica-
tioi,. These publications are reviewed for "necessity, accu-
racy, current applicability, adequacy, judiciousness of
purpose and good taste, and to insure consonance with existing law and
with national and DN policy." This review is conducted at the highest level
of your activity that has cognizance of the subject matter of the publica-
tion. The review must be completed before NPPS will accept the publica-
tion for printing.
This certification of review must be included with the publication, except
for edition-bound publications, on the inside bottom of the first printed
page. The review is indicated as follows:

Reviewed and approved
(date)

(signature, reviewing official)
Edition-bound publications are certified by memoranda that are main-
tained by the originating activity.

What Are the Procedures for n _luding C.opyrighted
Material in Navy Publications?
If your material contains copyrighted information, NPPS cannot duplicate
or print the material until you give NPPS a copy of the letter granting the
Navy permission to use the copyrighted material.

Can Printing, Duplicating, and Micropublishing
Services Be Included in Contracts?
Your local NPPS office is responsible for the procurement of printing and
duplicating services. This means that you cannot order printing and dupli-
cating services wider contract, unless you have received authorization
from NPPS. You may, however, contract for micropublishing services, if
the requirement is for archival purposes. NPPS must either approve or
procure contracts for micropublishing for general distribution.
In addition, publications and printing cannot be procured as part of a con-
tract for preparing artwork or for writing and editing services. However,
you may order a small quantity of draft publications for review prior to
final preparation; your local STI focal point should be able to tell you the
maximum number of copies that you can have your contractor provide.
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2. Navy Requirementa Concerning Printing, Duplicating, and
Micropublahing

It is also prohibited, unless authorized by NPPS, to include publications
and printing requirements within contracts and grants for the manufac-
ture or operation of equipment and for architectural, engineering, and
research services.

When Can the Navy Emblem Be Used?
All oflicial publications intended for general use within the Department of
the Navy, e.g., Navy publications sent to DTIC, must include the Navy
emblem on the front cover. (See figure 91.) If the emblem is not included,
the publication cannot be printed by NPPS.

Figure 91. Navy emblem.

In addition, ifyou want to use your activity's logo on any type of publication
or presentation aid, you must also use the Navy emblem. (See figure 92 for
examples of logos.)

If you require a copy of the Navy emblem, contact your STI focal point.

AMIAPNE •,,

Figure 92. Examples of different logos.
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Navy Publishing and Printing Service Instruction 5600.49A, Official Use of
Self-Service Copying Equipment, 22 December 1987

Navy Publishing and Printing Service Instruction 5870.1, Copyrighted
Materials Used in DN Publications, 25 September 1979

Secretary of Navy Instruction 5030.4A, Official Establishment of Depart-
ment of Navy Seal, 17 March 1980

Secretary of Navy Instruction 5210.12C, Micrographics Management, 18
December 1981

Secretary of Navy Instruction 5600.16A, Review of Department of Navy
Publications, 24 January 1979

Secretary of Navy Instruction 5600.19A, Review, Evaluation, and Approval
of Navy Periodicals, 7 February 1978

Secretai-y of Navy Instruction 5600.20, Graphic Design Standards, 13
January 1984
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PART 1
THE NAVY'S DOMESTIC
TECHNOLOGY TRANSFER

PROGRAM'
What is domestic technology transfer? Why does the Navy support it? How
does the Navy transfer technology? Who is eligible to receioe Navy technol-
ogy? Can classified or export-contrvlled technology be transferred? What is
an ORTA? What is a CRDA? What is the FLC?

What Is Domestic Technology Transfer?
The Navy's domestic technology transfer (DTT) program transfers tech-
nology that has been developed by the Navy for military applications to pri-
vate and public sectors where it can be used in nonmilitary applications.
DTT includes not only the transfer of technology, but it also includes those
programs that allow the private and public sectors access to the Navy's sci-
ence and technology. All constraints that govern control of classified mate-
rial, information disclosure, and export controls apply to the DTT
program.

The Navy transfers technology to other federal agencies; state and local
governments; small and large U.S. businesses; nonprofit organizations;
and public service organizations, such as universities, hospitals, and foun-
dations (figure 93).

Because this transfer process is bilateral, Navy scientists and engineers are
provided with new ideas, techniques, and information from outside
sources.

Why Does the Navy Support Technology Transfer?
The Navy has several reasons (figure 94) for supporting technology trans-
fer. For example, technology transfer

Encourages the U.S.'s technical growth and economic development.

Enhances the U.S.'s economic competitiveness.

Enhances return on the federal government's investment in research
and development.

Maximizes returns from technologicall investments so that available

resources can be used as effectively as possible.

The information in this chapter pertains only to domfttig technology transfer; it
does not apply to international technical information disclosures, releases, sales, or
exchanges.
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1. The Navy's Domestic Technology Transfer Program

Promotes joint cooperative development programs that address prob-
lems of mutual concern to the Navy and other agei.cies and
organizations.

NAVY
TECHNOLOGY _SBSNSE(SALADAR)

- PULICSERICEORGANIZATIONS

Figuire 93. Recip'ients oi Navy tech-nology.

AENHANCES RETURN OF
FEDERAL R&D INVESTMENT]j

TRASECHOOGR MAXIMIZES RETURNS
TRANSFE ----- ON TECHNOLOGICALj

APROMOTES JOINT
PROGRAMS

PROMOTES U.S. TECHNICAL
GROWTH

Figure 94. Benefits of technology transfer.
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VIi. ST! and Domestic Technology Transfer

How Does the Navy Accomplish the
Transfer of Technology?
The Navy accomplishes DTT through

The exchange of scientific and technical personnel
between Navy activities and academic, industrial,
nonprofit, and state organizations.

Cooperative research and development agreements with the public
and private sectors.

Participation in regional, state, and local programs that facilitate or
stimulate DTT.

Membership and participation in the Federal Laboratory Consortium
for Technology Transfer.

The establishment of Offices of Research and Technology Applica-
tions (ORTAs) in Navy PctivitAes.

Providing Navy Technology Applications Assessments (NTAAs) to
the National Technical Information Service (NTIS) and other appro-
priate information media.

(See figure 95.)

COOFERATOVE RESEARCH
AND DEVELOPMENT
AGREEMENTS

"• ~EXCHANG•E OF PERSONNEL!

SREGIONAL, STATE, AND

SLOCAL PROGRAMS

NAVY . .
TECHNOLOGY FEDERAL LABORATORY

- CONSORTIUM FOR
TECHNOLOGY TRANSFER

OFFICES OF RESE/•&ACH i

S,•AND TECHNOLOGY

APPLICATIONS

DATABASES SUCH AS
NATION4AL TECHNICAL

INFORMATION SERVICE

Figure 95. Dow the Navy transfers technology.
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1. The Navy's Domestic Techr Alogy Tramfer Program

WHAT IS A COOPERATIVE RESEARCH AND DEVELOPMENT
AGREEMENT? Public Law 96-480, as amended by Public Law 99-502,
allows the Navy to enter into a cooperative research and development
agreement (CRDA) with one or more nonfederal parties to perform coop-
erative research and development. Under the CRDA, the Navy may pro-
vide personnel, services, facilities, equipment, and other resources either
with or without reimbursement. The Navy, hnwever, cannot provide fund-
ing to a nonfederal party. The non federal party may provide funds, person-
nel, services, facilities, equipment, or other resources that are needed to
perform the research and development. (CRDAs are not the same as a
Navy procurement contract, grant, or cooperative agreement.)

CRDAs are often used by Navy activities as a method to license or assignt
rights to intellectual property developed by Navy scientists and engineers
(retaining a royalty-free license for the go* ernment).

To the maximum extent possible, small business firms and consortia of
small businesses are given special consideration in awarding of CRDAs.
Preference is a!so given to businesses located within the U.S. that agree to
manufacture within the U.S. any products that either embody inventions
made under the CRDA or are produced through the use of such inventions.
CRDAs are permitted with foreign-owned, -controlled, or -influenced U.S.
organizations under cerain condiiions.

A DD Form 1498, Work Unit Information Summary, must be completed
and for-warded to the Defense Technical Information Center (DTIC) for
each completed CRDA. This form must be submitted to DTIC within 30
days after initiating the agreement.

Any Navy activity that performs RDT&E efforts at a minimum level of 10
workyears of in-house effort can enter into CRDAs.

WHAT IS AN GFFICE OF RESEARCH AND TECHNOLOGY
APPLICATIONS? Offices of Research and Technology Applications
(ORTAs) are found in those Navy activities whose primary purpose is to
perform in-house RDT&E efforts. (The.;c efforts are fund-d by a combina-
tion of 6.1, 6.2, 6.3, and 6.4; appropriations.)

The functions of an ORTA (figure 96) are to manage and coordinate an
activity's DM'. For example, ORTAs

Prepare Navy technology applicatioa assessments.

Provide and distribute information on Navy-owned or Navy-
originated products, processes, and services with potential applica-
tion to state and local governments and private industry.

Assist NTIS, the Federal Laboratory Consortium, and similar
orgartizations.

Assist technical personnel in identifying technologies suitable for
transfer.

Preparc DD Fý-ni 1498s on CRDAs.
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ViI. ET and Dc'neetic Technology T, u•fer

Figure 6. Typcal duieson RT.

DISTRIBUTE ONFORMATION--- ON PRODUCTS, PROCESSES,
iAND SERVICES

ORTA9

TIDENTIFY TECHNOLOGIESAPPLICATION

-- PREPARE DD 14989

Figure 96. Typical duties of an ORTA.

WHAT IS THE FEDERAL LABORATORY CONSOK• . UM FOR
TECHNOLOGY TRANSFER? The Federal Laboratory Consortium

(PLC) for Technology Transfer is composed of 400 federal laboratories and
research centers representing 12 federal agencies. It is chartered under
Public Law 96-480, as amended by Public Law 99-502. The purposes of the
FL are to identify and mobilize the environment, organization, and tech-
nology-transfer mechanisms that provide the most complete use )f feder-
ally sponsored R&D. In essence, FLC is a service organization, or broker-
age service, that matches a user's technical request with the appropriate
federal laboratory or research center. Once this match is made, the
ar.angements for the technical exchange are between the user and the
laboratory. This exchange can consist of readily available material, techni-
cal advice, or collaborative research.

WHAT IS A NAVY TECHNOLOGY APPLICATION ASSESS-
MENT? A Navy technology application assessment (NTAA) describes the
potential application of a techiiological development for use by state or
local governments or the U.S. private sector. NTAAs are released to NTIS
and other appropriate information media where they are accessed by pub-
lic and private sectors. (NTIS provides services such as on-line databases,
docum-..ts, and directories.) NTAAs are usually prepared by your ORTA
representative.
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2. Benefits and ResponsJbilities of Navy Employees

PART 2
BENEFITS AND RESPONSIBILITIES
OF NAVY EMPLOYEES
What are my responsibilities in regard to technology transfer? Who can
help me meet my responsibilities? What are the benefits of technology trans-
fer? Are there awards? What contributions qualify for awards?

What Are the Responsibilities of Navy Scientists
and Engineers in Regard to DTT?.1
The Navy i equires that its scientists and engineers actively participate in
its domestic technology transfer (DTT) program. In many activities, your
Office of Research and Technology Applications (ORTA) will help meet
your Navy requirements. If your activity does not have an ORTA, contact
your local STI focal point for assistance.

Some of your DDT responsibilities are to

Work with your activity in developing an effective marketing strategy
designed to further DTT.

Provide scientific and technical information, data, and know-how to
your ORTA. In this way, state and local governments, universities,
and the private sector are provided information on Navy technology,
expertise, and facilities.

Participate in regional, state, and local programs that facilitate or
stimulate DTT.

Remember that technology transfer efforts are considered in promo-
tions and performance evaluations.

Act as a conduit between yourself and your Navy activity, universities,
and the private sector for effecting technology transfer.

If your project has commercial applications, indicate this in block 21
of the DD Form 1498, Work Unit Information Summary.

See figure 97.

nThe information in this chapter pertains only to domestic technology transfer; it
does not apply to international technical information disclosures, releases, sales, or
exchanges.
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VII. STI and Domestic Technology Transfer

PARTICIPATE IN REGIONAL,
E RSTATE, AND LOCAL

PROGRAMS

SINCLUDE DTT IN PROMOTIONS
SANID EVALUATIONS

SCIENTISTS
OR
ENGINEERS INDICATE COMMERCIAL

APPLICATIONS ON
DD FORM 1498

I ACT AS CONDUIT WITHK PRIVATE AND PUBLIC
SECTORS

HELP DEVELOP MARKETING I
_STRATEGY

Figure 97. Responsibilities of Navy scientists
and enginers in regard to DTT.

What Are the Benefits of DTT to Navy Scientists
and Engineers?
Navy employees who contribute materially to the objectives of DTT pro-
grams can receive financial and professional awards. These contributions
can be inventions, innovations, computer software, training technology, or
other scientific or technological contributions with commercial applica-
tions. Also included are contributions to Navy missions and exemplary
activities that promote DTT and result in the use of science and technology
by nonfederal parties.

As an inventor, you can receive 20 percent of the income generated by your
invention; the annual maximum payment is $100,000. All other income
received from licensing or assigning your invention is used by your Navy
activity to encourage the growth and development of Navy DTT. Examples
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2. Benefits and Rouponsibilitlom of Navy Employem

of such activities include rewards to scientists and engineers, promotion of
scientific exchange, and education and training.

Receipt of royalties for patent licenses does not preclude your eligibility for
awards under this program.
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VII. STI and Domestic Technology Tj.-mnfer

PART 3
REFERENCES

Chief of Naval Research Instruction 5700.1, Navy Domestic Technology
Transfer Program, 24 July 1991

Department of Defense Regulation 3200.12-R-4, Domestic Technology
Transfer Program, December 1988

Howarth Press, Inc., "American Libraries and Domestic Technology
Transfer," by David L. Woods, 1991

Secretary of Navy Instruction 5700.16, Domestic Technology Transfer, 27
October 1989
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APPENDIX A
DISTRIBUTION STATEMENTS
Th, following distribution statements are authorized for
use on Navy documentsý

Distribution Statement A: Approved for public release; distribution is
unlimited.

This statement is used only on unclassified technical documents that
have been cleared for public release.

This statement cannot be used on technical documents that were for-
merly classified imless these documents have been cleared for public
release.

This statement cannot be used on technical documents containing
export-controlled technical data.

This statement cannot be used on classified technical documents.

This statement cannot be used on technical documents with classified
references.

Technical documents resulting from contracted fundamental
4 ..... r•. .ef .ts are norm-aul, ass:-ed this statement. Exceptions

exist when there is a high probability of disclosing performance char-
acteristics of military systems or of manufacturing technologies that
are unique and critical to defense. These exceptions must be recorded
in the contract or grant.

Technical documents with this statement can be exported. They are
sold to the U.S. public and to foreign nationals, foreign companies,
and foreign governments, including those governments considered as
adversaries of the U.S.

Distribution Statement B: Distribution authorized to U.S. govern-
ment agencies only (fill in reason); (date of determination). Other requests
for this document shall be referred to (insert controlling DoD office).

This statement is used on classified and unclassified technical docu-
ments.

It is used on classified technical documents to provide distribution
limitations in addition to need-to-know requirements and to serve as
a controlling statement if the document is declassified.

Reasons for assigning distribution statement B include:

Foreign Government Information. To protect and limit
distribution in accordance with the desires of the foreign
government that furnished the technical information.
Information of this type is normally classified at the confideitial
or higher level.
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Distribution Statements

Proprietary Information. To protect information not owned
by the U.S. government and protected by a contractor's limited
rights statement or received with the understanding that it not
be routinely transmitted outside the U.S. government.

Critical Technology. To protect information and technical
data that advance current technology, describe new technology
in an area of significant or potentially significant military appli-
cation, or relate to a specific military deficiency of a potential
adversary. Information of this type may be classified or unclassi-
fied; when unclassified, it is controlled by the export laws and is
subject to the provisions of DoD Directive 5230.25.

Test and Evaluation. To protect the results of test and evalu-
ation of commercial products or military hardware when such
disclosure may cause unfair advantage or disadvantage to the
manufacturer of the product.

Contractor Performance Evaluation. To protect informa-
tion in management reviews, records of contract performance
evaluation, or other advisory documents that evaluate programs
of contractors.

Premature Dissemination. To protect patentable informa-
tion from premature dissemination on systems or processes in
the developmental or conceptual stage.

Administrative or Operational Use. To protect technical or
operational data or information from automatic dissemination
under the International Exchange Program or by other means.
This protection covers publications required solely for official
use or strictly for administrative or operaticonal purposes. This
statement can be applied to manuals, pemphlets, technical
orders, technical reports, and other publications containing
valuable technical or operational data.

Software Documentation. To be released only ir accordance
with the provisions of DoD Instruction 7930.2.

Specific Authority. To protect information not specifically
included above, but which requires protection in accordance with
valid documented authority such as executive orders, classifica-
tion guidelines, or DoD or DoD component regulatory docu-
ments. When filling in the reasGn, cite "specific authority (identi-
fication of valid documented authority)."
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Distribution Statement C: Distribution authorized to
U.S. government agencies and their contractors (fill in
reason); (date of determination). Other requests shall be
referred to (insert controlling DoD office).

This statement is used on classified and unclassified technical docu-
ments.
It is used on classified technical documents to provide distribution
limitations in addition to need-to-know requirements and to serve as
a controlling statement if the document is declassified.
Reasons for assigning distribution statement C include

Foreign Government Information. Same as distribution
statement B.

Critical Technology. Same as distribution statement B.
Software Documentation. Same as distribution statement B.

Administrative or Operational Use. Same as distribution
statement B.

Specific Authority. Same as distribution statement B.
Distribution Statement D: Distribution authorized to the Department
of Defense and U.S. DoD contractors only (fill in reason); (date of det'rmi-
nation). Other requests shall be referred to (insert controlling DoD office).

This statement is used on classified and unclassified documents.
It is used on classified technical documents to ensur- distribution
limitations in addition to need-to-know requirements and to serve as
a controlling statement if che document is declassified.

Reasons for assigning distribution statement D include

Foreign Government Information. Same as distribution
statenmr . B.

Administrative or Operational Use. Same as distribution
statement B.

Software Documentation. Same as distribution statement B.

Critical Technology. Same as distribution statement B.
Specific Authority. Same as distribution statement B.
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Distribution Statements

Distribution Statement E: Distribution authorized to DoD compo-
nents only (fill in reason); (date of determination). Other requests shall be
referred to (insert controlling DoD office).

This statement is used on classified and unclassified documents.

It is used on classified technical documents to provide distribution
limitations in addition to need-to-know requirements and to serve as
a controlling statement if the document is declassified.

Reasons for assigning distribution statement E include:
Direct Military Support. To protect documents containing
export-controlled technical data of such military significance
that release for purposes other than direct support of DoD-
approved activities may jeopardize an important technological
or operational military advantage of the United States. Designa-
tion of such data is made by competent authority in accordance
with DoD Directive 5230.35.

Foreign Government Information. Same as distribution
statement B.

Proprietary Information. Same as distribution statement B.

Premature Dissemination. Same as distribution statement
B.
Test and Evaluation. Same as distribution statement B.

Software Documentation. Same as distribution statement B.

Contractor Performance Evaluation. Same as distribution
statement B.

Critical Technology. Same as distribution statement B.

Administrative/Operational Use. Same as distribution
statement B.

Specific Authority. Same as distribution statement B.

Distribution Statement F: Further dissemination only as directed by
(insert controlling DoD office); (date of determination); or higher DoD
authorit-.

This is normally used only on classified technical documents, but may
be used on unclassified technical documents when specific authority
exists, e.g., designation as direct military support as in statement E.
Distribution statement F is used when the DoD originator determines
that the information is subject to special dissemination limitations
specified by paragraph 4-505, DoD 5200.1-R.
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Appendix A

Distribution Statement XL Distribution authorized
to U.S. government agencies and private individuals or
enterprises eligible to obtain export-controlled technical
data in accordance with DoD Directive 5230.25 (date of
determination). Controlling office is (insert controlling
office).

This statement is used on unclassified documents when distribution
statements B, C, D, E, or F are not applicable, but the document does
contain technical data as explained in DoD Directive 5230.25.

This statement cannot be used on classified technical documents;
however, it may be assigned to technical documents that. formerly
were classified.

I
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"APPENDIX B
FILLING OUT A DD FORM 1498

The information in this appendix explains the different blocks on the DD
Form 1498 (figure B1). When you are ready to create or alter a DD Form
1498, contact your STI focal point for assistance.

Block 1: Agency Accession Number
A two-part identification number that consists of two alphabetic char-
acterb indicating the reporting agency and a 6-digit serial number
unique to each work unit summary.

Block 2: Date Of Summary
Date the DD Form 1498 is created or changed.

Block 3: Date Of Previous Summary
Date DD Form 1498 was originally created or the last date the form
was changed.

Block 4: Kind Of Summary
The type ef tr•nnaction being reported on the DD Form 1498:

Kind cf
Code Summary Explanation

A New Initial 1498 on approved work unit

R Change Revision to existing 1498 or reactivation of work unit
previously reported as terminated or completed

H Termination 1498 on an incomplete work unit effort that has been

cancelled, suspended, or otherwise discontinued

K Completion Final 1498 on a comrleted work unit

P Planned Work generally agreed to with sponsor but not started

T Proposed Preposal submitted, but not yet accepted by sponsor

Block 5: Summary Security
A code that indicates the security classification of the DD Form 1498.
Use the codes U (unclassified), C (confidential), S (secret), and TS (top
secret).

B-1



FiMing Out a DD Form 1403

Co. 149-

NNSEAECN AND TtCW"4)UL3 OR, UNIT SLUMA..

I.......- I , . .......... ,-

Figure BIL. DD Form 1498, the Work Unit Suinma-y Worksheet.
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Appendix B

Block 6: Work Security
A code (U, C, S, or TS) that indicates the security
classification of the work the DD Form 1498
describes. This is not the classification of the DD
Form 1498 itself.

Block 7: Regrading (Classification Guidance)
Infonration used to classify the work unit described on the DD Form
1498:

If work security (block 3) is unclassified, enter "No CG applies."

if work security (block 6) is higher than unclassified, enter the
claasification authority, i.e., your source document, uned in asso-
ciation with the work being performed. Also include either the
date or event your work wil! be downgraded or declassified.

Block 8a: Distribution Instruction
Code that indicates the distribution limitations to be placed on the
DD Form 1498 itself:

code Explanation

DX Distribut ion limited to DoD compc nents and their contractors and
granttTe.

Cx Distribution extended to other U.S. government agencies and their

contractors and grantees

NN Uned on proposed or planned summaries

BF Information furnished by a foreign government with provision that it
not be released outside the U.S. govern.aent

BP Discloses proprietary info-mation receiven with understas ling that it
not be distributed outside the U.S. government

BT Test or evaluatisn of commercial or mil:tary systems or hardware;
disclosure of information could be detrimeral to either U.S. government
or contractor

BU Contains preliminary or planning studies or analyses or internal
information on the deveiloprnent or evaluation of programs or tech-
nologies that could be detrimental if disclosed outside the U.S.

EE Evaluation of contractor or other government agency problems

EP Preliminary or internally controlled information on planning, funding,
or evaluating Doi) programs, systems, studiei, or techrnologieR that
need protection from premature disclosure

ES Diseciosed trade secrEts or other proprietary information
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Fifling Out a DD Form 1498

Block 8b: Contractor Access
Decision whether the following information can be released to U.S.
contractors &nd grantees, regardless of the distribution limitation
entered in block 8A.

Control Data

Agency accession number
Date of summary
Summary security
Regrading iniormation

Technical Information

Title
Scientif•c and te-chnological area
Technical objecti,:e

General Information

Work security
Program element, project, task area rumbers
Contract numbers
Name and address of respo.sible government orgunization
Name and address of performing organization
Name of principal investigator

Block 9: Level Of Smnmary
A code indicating that the summary represents a work unit.

Block 10: Program Element, Project Number,
Subproject/Task, Work Unit Number

Program(s) that provide funding for work unit.

Block 11: Title
Brief, unclassified, descriptive title for work unit.

Block 12: Scientific And Technological Areas
Descriptions of scieJitific or technological areas related to work unit.

Block 13: Start Date
Date (month and year) whea work has started or will start on work
unit described on DD Form 1498.

Block 14: Estimated Completion Date
Date (month and year) when you estimat6 work described on DD
Form 1498 will be completed. For completed or terminated work,
enter the month and year when work actually stopped. Do not enter
'cnt.'
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Block 15: Funding Agency
Agency or agencies that provided or will provide
funding to perform work unit.

Block 16: Performance Method
How the work will be performed:

Code Performer Explanation

A Grant Work to be performd is funded by a grant

B Contract Work to be performed is funded by a contract

C In-house Work is to be performed within NOSC

D Other government Work to be performed by U.S. government
agency other than DoD

Block 17: Contract Grant
Includes compiete contract identification:

Effective date (month and year) of contract (for contract exten-
sion, use date of extension)

Expiration date (month and year) when cont-act or extension
will end

Complete contract number

Type of contract (lcntract pricing information that is basis tor
payment)

Corntrart armount (portion of amount applicable to wotk unit
reported on DD Foirm 1498)

Contract cumulative amnunt (total amount provided to year on
contract listed for work unit)

Type of awvard (identifi.s currfnt kind of award) with codes:

Code Explanation

NEW Initial eward

SUP Provision of additional funds without extending contract

EXT Provision of additional 'unds with an extenron of contract

CON Continuance of contract in time without additional funds
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Filling Out a DD Form 1498

Block 18: Resources Estimate
Funding (both monetary and workyears) for the current and preced-
ing fiscal years.

Block 19: Responsible DoD Organization
Identification of sponsor (agency and address) and responsible indi-
vidual (name and phone number).

Block 20: Performing Organization
Identification of performing agency (name and address), principal
in ,stigator (nlame and phone number), and associate investigators
(names).

Block 21: General Use
Used to indicate information related to proposals and technology
transfer.

PROPOSAL NUMBER.- Include the proposal number if the
work unit is for a previous proposal. Also if this is work that has
transiAioned from another work unit effort, enter that
information.

TECHNOLOGY TRANSFER.- Indicate whether the work unit
consists of results that may be applicable to solving technology
problems in the civil an sector. Use the following codes:

Code Explanation

M Mi~itary applicatiop only

H Higi potential for civilian applicat-ion

L Limited potential for civilian applieftion

Block 22: Key Words
Single word or group of words that 6xoress major concepts of techni-
cal effort being described. Key words are used in conjunctiop with
ether terms to ý etrieve DD Form 1498s by subject.

GENERAL TEX.-

Describes the objective, app"'iach, and progress of the work unit being
described:

Objective: The goal or purpose of the work unit.

Approach: WhIbat methods will be used to accomplish that goal.

Progress: What has been done during a specified period "o
accomplish the stated goal.

B-6



L1

APPENDIX C
WRITING PRACTICES

Style
All types of written information must be clear, concise, coherent, and
accurate.

To help achieve these goLls, use the following 'writing principles:
Talk directly to the reader. Use active verbs and concrete words to
explain facts and procedures in terms the reader will understand.

Use sentences that are short and straightforward, but do not sacrifice
clarity for brevity. Do not invert the word order of a sentence without
good reason.
Avoid the passive voice.

Do not stack modifiers. Normal word order is conversational word
oider. For example, no one would use an expression "convergence-
zone-propagation-measurement results" in speech.

Use hyphens for clarity, but avoid excessive hyphenation. Reword to
avoid the need for hyphens, if necessary. Do not use hyphens after pre-
fixes such as "non," "sub," "micro," and "semi."

Avoid excessive capitalization. Do not capitalize the name of every
project, program, system module, component, or part.

Avoid redundancy unless you have a compelling need for emphasis.

Use the technical words of your discipline, but not the jargon of your
laboratory.
Make the purpose and relevance of every sentence clear and apparent.

Be clear, brief, and honest. Be forthright about omissions, inaccura-
cies, and errors.

Consider the needs of your audience. Tailor your information to the
appropriate audience, for example, scientists, engineers, technicians,
or Congressional representatives.
Do not use unnecessary adjectives or adverbs. Write with nouns and
verbs to strengthen meaning.

Do not use nouns or adjectives as verbs, for example, to optimize, to
finalize.

Use the precise word or phrase, for example,

Criterion (singular), criteria (plural)
Medium (singular), media (plural)
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Datum (singulat), data (plural)
Do not use affected or imprecise words.

WRJFING STYLE. The federal government's movement towards plain
English was implemented under President Carter's Executive Order
12044, "Improving Government Regulations." This executive order was
replaced with President Reagan's Executive Order 12291.

In support of these goals, the Department of Navy issued "Just Plain Eng-
lish." Although this publication is directed toward correspondence prac-
tices, some of the general writing principles regarding conciseness, style,
organization, voice, and simplicity also apply to technical writing. The
remainder of this section is excerpted from "Just Plain English," Septem-
ber 1981, Office of the Chief of Naval Operations (OP-09BR), Washington,
DC.

COMPACT wRITING. Suspect wordiness in everything you write.
Quarrel with the need for every paragraph, sentence, and word. The longer
you take to say things, the more you blur your ideas. When deadlines per-
mit, let your writing rest for a day and then rewrite it. To help you hunt for
wordiness, here are some common sources that are easy to find and cor-
rect.
Doublings. Avoid -writing about a project's importance and significance

when importance will do. Pairs of words with similar weanings add need-
less bulk to writing.

It Is. No two words hurt writing more than the innocent-looking "it is."
They stretch sentences, delay your point, encourage passive verbs, and
hide responsibility. Unless "it is" refers to something mentioned earlier,
write around "it is." For example,

"It is necessary that you revise ruthlessly" becomes "You need to
revise ruthlessly."
"It is realized" becomes "We realize" or "I realize."

Less common but no less wordy are "there is" and "there are." For
example,

"There are two alternatives mentioned in the report" becomes
"The report mentions two alternatives."

"There is a helicopter pad on the ship" becomes "A helicopter
pad is on the ship."

You can avoid most of these beginnings with just a little rewriting.

Smothered Verbs. Weak writing relies on general verbs, which take ex-
tra words to complete their meaning. When you write a general verb, see if
a nearby word will make a more specific verb. Here are some common
smothered (and unsmothered) verbs:

"...held a meeting to give consideration to (consider)..."
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"..made the decision (decided) to give consid-
eratior. (consider)..."
"...made the decision (decided) to give their
approval to (approve)..."

That And Which. Eliminate "that" and "which" from your writing.
These words often do not help meaning or flow. Sometimes you can just
drop eiher word:

"We believe 'that' the changes will help."

Sometimes you will have to rewrite slightly:

"A system 'which' is reliable" becomes "A reliab! 3 system."

The ion Of Shorten words ending in "ion" when the context per-
mits. For example,

"I recommend adoption of the plan" becomes "I recommend
adopting the plan."
"We want the participation of the command" becomes "We want
the command to participate."

Words endingin "ion" are verbs turned into nouns. Writingis shorter when
verb (action) forms are favored over noun (static) forms.

Wordy Exprensions. Wordy expressions do not give writing impressive
bulk; they litter it by getting in the way of the words that cArry the mean-
ing. Verbs and nouns do the real work; long linking phrases do not deserve
the attention they receive. So simplify forms of the following four common
wordy expressions:

"In order to" becomes "to"

"For the puropose of" becomes "to"

"In the near future" becomes "soon"

"In the event that" becomes "if"

These wordy expressions and others appear in the section, "Simpler Words
and Writing."

Hut2-3-4Phrase. Aithough you should cut needless words, sometimes
you can go too far. Avoid building hut 2-3-4 phrases, i.e., long clusters of
nouns and modifiers. Readers cannot easily tell what modifies what or
when such clusters will end. You may have to use official hut 2-3-4 phrases
like "air traffic control radar beacon system," but you can avoid creating
unofficial ones. For example,

"Compute," progranms advance information" becomes "Advance
information on computer programs."

"Rapid operational equipment distribution" becomes "Rapid dis-
tribution of operational equipment."
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Specialized Terms. The overuse of specialized terms is false economy.
Avoid your job's shorthand with outsiders, and use it no more than you
must with the insiders. Spell out uncommon abbreviations and acronyms
the first time they appear. If they will appear only twice, a good rule is to
spell them out both times. The goal is to keep readers from pausing to
decide your shorthand. Of course, spelling a strange abbreviation may not
help much. Are you any closer to understanding SDI by knowing it means
systemized dynamic interface? You will avoid using terms others do not
understand by testing everything you write as if you were the reader.

Natural Writing
To avoid a bureaucratic style, make your writing like speaking. Because
readers "hear" writing, the most readable writing sounds like people talk-
ing to people.

Begin by imaginingyour reader is in front ofyou. Ifyou are writingto many
different people and none in particular, picture one typical reader.

Once you have written a draft, read it aloud. Take the time to revise. For
most of us, good writing really means good rewriting. It is worth the effort
and will help the many who must read your writing.

RESPECT PLAIN WORDS. Use small words. "Issue" directives, do not
"promulgate" them. "Start" things, do not "initiate" them. Readers may
"know "utilize" means "use" and "optimum" means "best," but why force
them to translate?You sell yourself in yourwriting. Come across as asensi-
ble person, someone who knows that good English is plain English.
USE SHORT TRANSITIONS. Prefer short, spoken transitions over
long, bookish ones. Use

"But" rather than "however"

"Also" rather than "in addition"

"Still" rather than "nevertheless"

"So" more than "consequently" or "therefore"

The shorter transitions help set the right tone, a natural one, for the rest of
what you say. Save the longer transitions for variety.

ASK MORE QUESTIONS. Reach out to your readers by asking ques-
tions. A request gains emphasis when it ends with a question mark (?). In a
long report, a question can be a welcome change.

KEEP SENTENCES SHORT. For variety, mix long sentences and
short ones, but average 20 words or less. Although short sentences will not
guarantee clarity, they are usually less confusing than long ones.

C-4



Appendix C f
To-the-Point Writing
Much writing follows a pattern of organization that is
easy on writers but hard on readers. Most of us write the
way we think, by leading up to our conclusions. From a
reader's perspective, this is the clue-by-clue pattern of 4
mystery stories. A more helpful pattern is that of newspaper articles, that
open with the most important informatIon and taper off to the least
important.

OPEN WITH YOUR MAIN POINT. What is the one sentence you
would keep if you could keep only one? That sentence is your main point.
Whenever you can, start with that sentence.

Give commands before reasons, requests before justifications, answers
before explanations, and conclusions before details. Readers need to know
your main point early so they can appreciate the relevance of whatever else
you say.

If no single sentence stands out, you may need to create one to keep from
wandering aimlessly. Occasionally, as in a set of instructioDs or a reply to
various questions, all your points may be equally important. In this case,
start with a sentence that tells your readers what to expect: "These are the
trsining quotas for FY 82."

USE SHORT PARAGRAPHS. Important ideas are swamped in long
paragraphs. Cover one topic completely befort. starting another, and let a
topic take several paragraphs if necessary. Keep paragraphs short, down to
roughly four or five sentences. Long paragraphs will divide where your
thinking takes a turn. By adding white space, you make reading easier.

Call attention to lists of items or instructions by displaying them in sub-
!-aragraphs. When topics vary widely, use headings to catch your reader's
eye.

WRITE STRONG SENTENCES. Write emphatic sentences. For
example,

Not: Reference (a) proposed double coding 21 Navy billets. The
rationale was that these billets then would have more candidates. This
proposal is supported.

But: We support double coding 21 Navy billets, which reference (a)
proposed.

Or: We support the proposal in reference (a) to double code 21 Navy
billets.

Or: We support the referenced proposal to double code 21 Navy
billets.

The "not" example wrongly gives the reference a major role as the subject
of an independent clause. The remaining examples give the reference its
proper minor roles first in a dependent clause, then in a phrase, and finally
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in a single adjective. As emphasis on the reference decreases, emphasis on
important ideas increases.

Emphasis also increases on words that begin and end sentences. For exam-
Dle, the following sentence stresses "soon":

"Ttie course will be given to middle and senior managers soon."

"Soon" would receive less emphasis if placed in the middle of the sentence.
If "soon" were the opening word, its emphasis would be compounded by its
placement and the reversal of normal work order. Begin and end sentences
with any words you like, but keep in mind that you can make important
ideas stand out by positioning them strategically.

KEEP LISTS PARALLEL. In lists, stay with one pattern. By avoiding
interruptions, you set up expectations that make reading easy. Violations
of parallelism occer most often when writers mix the following:

Thiligs and actions

Statements and questions

Active instructions and passive ones

The headings in this section form a list of active instructions. The idea is to
be consistent. Make ideas of equal importance look equal.

After you have mastered this kind of parallelism, go on to subtle forms that
involve balancing words with words, phrases with phrases, and clauses
with clauses. You will find them discussed in any grammar text.

Active Writing
Write actively most of the time. Over 75 percent of the verbs in magazines
and newspapers are active. Many writers, however, make 75 percent of
their verbs passive. As a result, much writing is wordy, roundabout, and
sometimes coufusing.

PUT 'DOERS' BEFORE VERBS. To spot passive verbs, look for any
form of"to be" plus the past participle of a main verb (a verb usually ending
in "-en" or "-ed"). For example

Was inspected

Has been left

Is being anchored

May be chosen

Sentences written with passive verbs are wordy and roundabout. They
reverse the natural, active order of 'Jnglish sentences. In the passive exam-
pie below, notice how the receiver &f the verb's action comes before the
verb and the doer comes after.

Active: The skipze iouspected the ship.
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(doer) (verb) (receiver)

Passive: The " was inspected by the skipper.
(receiver) (verb) (doer)

Besides lengthening and twisting sentences, passive verL3
often muddy them. Whereas active sentences must have
doers, passive ones are complete without them:

Nominations must be approved beforehand. By whom?

Plans are being made. By whom?
You will be notified. By whom?

To avoid most passive verbs, find the doer of the verb's action and put it
before the verb. By leading with the doer, you automatically will follow
with an active verb:

Supervisors must approve the nomination beforehand.

We are making plans.

i will notify you.

You can sometimes avoid a passive verb without .earranging the sentence.
Sim&ply change the verb or drop part of it:

arrived.
Your request

Aknnapolis is located in Maryland.

Write passivuly now and then-when you have a good reason not to say who
or what does the action; readers understand the passive voice faster than
the accive voice, when passives are appropriately used.

WRITE DIRECT INSTRUCTIONS. Instructions deserve special
attention because we write so many of them, often with so many passives.
When describing how to do something, talk directly to your readers by
leading with verbs. Imagine someone has just walked up to you and asked
what to do.

.All safes will be checked, Check all safes.

Each dial nmust be spun. ---- Spin each dial.
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To improve instructions further, apply these next techniques:

State rudes before exceptions.

Stress important points.

Choose exact words.

Say who does what.

Give examples for difficult ideas.

Divide processes into small steps.

Use headings, subparagraphs, parallel lists.

Answer likely questions.

Test your material.

Rewrite to avoid ambiguity.

Avoidance of Sexually Biased Language
Use the following guidelhnes to avoid language that is sexually oriented:

Avoid the use of sex references in job titles. For example: crew mem-
ber vs. crewnian or employee vs. workman.

Avoid the use of male and female gender word forms: For example,
aviator vs. a-•atrix.

Include both sexes by using terms that refer to people as a whole. For
example, human beings vs. mankind.

Avoid the use 3f masculine and feminine pronouns and adjectives in
referring to a hypothetical person or persons. For example, "The aver-
age American wLrker spends 20 years of his life in the work force" can
be changed to "The average American spends 20 years in the work
oroe," or "Most Americans spend 20 years of their lives in the work

force," or "An average American spends 20 years of his or her life in
the work force." In the first example, the sentence has been reworded
to eliminate unnecessary gender pronouns and adjectives; in the sec-
ord, the sentence is recast in the plural form; and in the third, mascu-
line or feminine pronouns bre replaced.

Refer to both men and women in such generic terms as economist,
doctor, or lawyer. Identify sex through pronouns. For example, "The
lawyer made her final summation."

Avoid the use of stereotyped terms or expressions stch as man-sized
job; use emplojee-hour versus manhours or manyears.

Avoid the generic he (this is usually used after terms such as reader or
employee). Avoid this by plralizing the antecedent, plualizing pl o-
nouns while leaving antecedents singular, using both he and she, or
recasting the sentence.
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Simpler aords and Writing
Writing does not demand big words or fancy phrases.
Write naturally-in words you speak with. Those words
are usually small. The basis of English is in its small, often
one-syllable words. Not only do they save typingand read-
ing time, they make writing livelier and ideas clearer.

accompany go with
accomplish carry out, do
accomplish (a form) fill out
accordingly so
accrue add, gain
accurate correct, exact, right
achieve do, make
actun.i real
additional added, more, other
address discuss
adjacent to next to
advantageous helpful
advise recommend, tell L
afford an opportunity allow, let
aircraft pilane
anticipate expect
a number of some
apparent clear, plain
appear seem
appreciable many
appropriate proper, right
approximately about
as a means of to
ascertain find out, learn
as prescribed by under
assist, assistance aid, help
attached herewith is here is
atter.ipt try
at the present time now

be responsible for handle
benefit help
by means of by, with

capability ability, can
category class, group
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caveat warning
close proximity near
cognizant aware, responsible
combined joint
comply with follow
component part
comprise form, include, make up
concerning about, on
conclude close, end
concur agree
confront face, meet

consequently so
consolidate combine
constitute merge., join, combine
construct build
contains has
continue keep on
cntribute give

deer. think
delete cut, drop
demonstrate prove, show
depart leave
designate appoint, choose, name

desire wish
determine decide, figure, find

develop grow, make
disclose show
discontinue drop, stop
disseminate issue, send out
due to the fact that due to, since, as

echelon level
effect make
elect choose, pick

eliminate cut, drop, end
employ use
encowuter meet
encourage urge
endeavor try
ensure make sure
enumerate count
equitable fair
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equivalent equal
establish set up, prove, show

evaluate chbck, rate, test

evidence show
evident clear
examine check. look at

exhibit show

expedite burry, rush, speed up

expeditious fast, quick
expend Iay out, spend
expense cost, fee, price
expertise abil:Zy, skill

explain -how, tell

facilitate ease, help
factor ieason, cause
failed to did r -t
feasible can be 8one, workab!e

females women

final lart
finalize complete, finish
for a period of for

for example such as

t Grfeit give up, Jose
for the purpose of for, to
forward send
function act, role, work
flunish give, send

herein here
howeN er but

identical same
identify find, name, show

immediately at onre
impacted affected, changed, hit
implement carry, out, do
in accordance with by, following, under, according to

in addition also, besides, too

in an effoit to to
inasmuch as since
in a timely manner on time
inception start

in conjunction with with
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Woud Aklrnutiiy
in consonance with agree with
incorporate blend, join, merge
incumbent upon must
indicate show, write down
indication sign
initial first
initiate start
i lieu of instead of
in order that for, so
in order to to
in regards to about, ccncerning,
in spite of the fact that despite
interface with deal with
interpose no objection do not object
in tho amount of for
in the event that if
in the near future soon
in view of since
in view of the above so

justify prove

legislative law
liaise with coordinate, talk with
limited number few
limitation limits
locate find
location place, scene, site

magnitude size
maintain keep, support
majoriiy greatest, longest
males men
methodology method
minimize decrease, lessen, reduce
modify change
monitor check, watch

nebulous vague
necessitate cause, need
nonconcur disagree
notify let know, tell
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not later than by !
numerous many, most

objective aim, goal
obligate bind, compel

observo see
obtain get
operate run, work
operational working
optimum ,best, greatest, most
option choice, w'ay

parameters limits
participate take part
perform do
permit let
personnel people, staff
pertaining to about, of, on
point in time point, time
portion paAt
position place, put
possess have, own
practicably practical
preclude prevent
prepared ready
previous earlier, past
prioritize rank
prior to before
probability chance
procedures rules, ways
proceed do, go on, try
proficiency skill
programmed planned
promulgate announce, issue
provide give, say, supply
provided that if
provides guidance for guides
purchase buy
pursuant to by, following, under

reason for why
recapitulate sum up
reduce cut
reflect say, show
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regarding, about, of, on
relating to about, on
relocation move
remain stay
-emainder rest
remuneration pay, payment
render give, make
request ask
require must need
requirement need
reside live
retain keep
Aveview check over

selection choice
shortfall shortage
similar to like
solicit ask for
state say
state-of-the-art latest
subject the, this, our
submit give, send
subsequent later, next
subsequently after, later, then
substantial large, real, strong
sufficient enough

task ask
terminate end, stop
therefore so
therein there
there is exist
thereof either
timely prompt
time period (either one)
transmit send
transpire happen, eccur

until such time as until
(the) use of use
ttilize, utilization use
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vaidate confirm
value cost, worth
verbatim exact
-viable practical
vice instead of, versus

warrant call for, permit
whenever when
whereas since
with reference to about
with the exception of except for
witnessed saw
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APPENDIX D
GUIDELINES FOR PREPARING
PRESENMAATIONS

Introduction
Presentations are valuable tools for communicating scientific and techni-
cal information. As a Navy scientist or enpineer, you will often be required
to give presentations to a variety of audiences. These audiences can include
your colleagues at a professional meeting or symposium, your sponsors,
your activity's managers, or university students. The purpose of these
presentati3ns will be to inform others of your work, influence decisions or
actions, or inspire others.
The following guidelines will help you with your presentation.

How To Plan And Organize Your Presentation
Use the following guidelines to plan and organize your presentation:

Determine the Purpose of Your Presentation: Be able to state
in one concise sentence why yto nre makinr the presentation.

Analyze Your Audience: How many people will attend? What is
their background? What is their attitude toward the material you will
be presenting?

Prepare a Plan: What is the main idea or concept you want to pre-
sent? What supporting material is required?

Select Your Resource Material: Submit all material to the "why"
test, i.e., why am I including this material in my presentation?
Organize Your Presentation: Organize your presentation into
opening (introduction), body (main ideas you want to present), and
closing (conclusion). Allocate approximately 15 percent of your time
to the opening;, 75 percent to the body; and 10 percent to the summary
(closing).

Practice: Rehearse your presentation many times.

How to Analyze Your Audience
When planning your presentation, you must first analyze your audience.
Without an audience analysis, you cannot make the correct decision about
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what material should be included in your presentation. Use the following
questions as guidelines in your analysis:

How much does the audience know about the subject-matter you will
be discussing?

Is the audience at the decision-making level?

What language does the audience best understand: technical, busi-
ness, financial, everyday English?
Are there leaders in the audience who could sway the entire audience?

Should you address the whole group or only certain members of the
group?
What are their reasons for attending your presentation?

What information or technique is likely to gain their attention?

What information or technique is likely to cause negative reactions?
What is the audience's attitude: friendly, unfriendly, or neutral?

Will they be in a hurry to leave?f Is opposition or debate anticipated?

.b bias, either pro or con, anticip.ate9

How to Select Resource Material
Use the following guidelines to select the resource material to include in
your presentation:

Why are you giving this presentation? What is its purpose?

How do you want your audience to respond? What do you want them
to do?

What information and what amount of detail are necessary for you to
meet your objectives?

How will you present your information? What presentation method
will you use?

What material will you withhold for your question-and-answer
period?

Also remember to submit all resource material to the "why" test, i.e., ques-
tion the reason for including the material in your presentation.
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How to Use Presentation Visual Aida f
Data show that audiences retain verbal information
accompanied by presentation visupl aids much better
than they retain either visual data alone or verbal data
alone (figure DD). In addition, other data on how humans
absorb information (figure D2) show that 82 percent of information is
absorbed visually, while 11 percent is absorbed through hearing. Smell,
taste, and touch account for the remaining 7 percent. Visualization also
encourages organization and decreases misunderstandings.
Your presentation aids should illustrate, focus attention, and clarify. Gen-
eral rules to follow when creating these aids include

Keep them simple.
Make them readable.

Use key words.

Place only one major point on each presentation aid. You can, how-
ever, includc .-p to seven subpoints.

Always remember your audience. The basic requirement for a presen-
tation aid is that the information presented ••n be read by evervone in
the audience. The message must be conveyed simply and quickly.

Translate complex ideas into a simple form, e.g., a pie chart.
Work toward using the fewest and shortest words possible. The fewer
the woeds, the better your idea will be understood. For example-

Eliminate all unnecessary qualifiers (words or phrases that. mod-
ify, qualify, or limit other words or phrases).
Reduce connectives (and, or, for, but, yet, not). Use commas and
ampersands.
Limit your total word count to 25 or less on each presentation
aid. (This does not include the title.)

Keep your titles short and meaningful. Long, rambling titles tend
to introduce long, rambling messages.

Round off figures.

Break your ptesentation aids into sections. If your message must
exceed 25 words, put each section on a separate presentation aid.
Limit the number of diagrams or pictures. If you have a specific dia-
gram or illustration, as well as text material, limit the presentati,,n
aid to one diagram or illustration.
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The types of presentation aids you can use include

Bcards

Pictorials

Charts

Models or mockups

Projections-slides or viewgraphs

Handout materials

Auditory aids

Flipcharts

Chalkboards

Videotapes

How to Develop Your Presentation
Almost all presentations consist of three main palts:

1. An opening or introddction that. states your main idea.

2. A body that develops the idea.

3. A summary that restates the idea,

Each of these major parts serves avery specific purpose and requires a dis-
tinct approach (figure D3).

OPENING OR INTRODUCTION. The introduction convinces the
audience to listen to your presentation and states your main idea. This can
be accomplished with one of the following approaches:

An important statistic related to the subject. The statistic should gain
the immediate interest and attention of the audience.

A direct statement that states the subject and tells the audience why it
is important.

A relevant story that will capture the interest of your audience.

A quotation that relates to the subject (one that iU meaningful to the
audience and will establish rapport between them and you).

A comparison or exanple that leads directly to the subject.

An indirect statement, i.e., an indirect op,!ning on somte interest of the
audience that is connected to your purpose in making the
presentation.
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TITLE or SUBJECT:

PURPOSE (State in one clear, concise sontencr

OPENING:

BODY:
Ma!n Ideas or Concepts:

2.

3. _

Information necessary to support the main Idea or concept:

Idea 1 f

Idea 2

Idea 3

CLOSING: SUMMARY - The points made:

2. _ _ _ _ _ _ _ _ _ _ _ -

3.

The RECOMMENDATIONS: _ _ _ _

OR the CONCLUSIONS:

Therefore, the action I want from you:

Figure D3. Presentation outline.
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BODY. Here your major ideas or topics must be
expandee upon, enlarged, and developed as required to
accomplish the objective of the briefing. Again, this must
be done in a logically motivated sequence or progression.

Support Your Main Points. There are seven forms of support you can
use to reinforce the main idea or concept of your presentation:

Explain your ideas.

Use analogies or comparisons.

Illustri-te your points by using detailed examples that support state-
ments or ideas, stories to emphasize an idea, a narrative, or hypotheti-
cal or factual illustrations.

Use specific instances. These can either be condensed forms of factual
exampl•s or undetailed examples. You can use more than a single
in~tance to support each point.

Use statistics to show proportions of certain instances, or use data
relating to how many, how few, or how sn all.

Use the testimony of a known expert to support an important point, or
points.

wsta'e your ida'. This proAdes strength from the power of
iepetitirn.

Arrange Your Ideas in Sequential Pattenns. Choose one of the fol-

lowing patterns to organize the major ideas of your presentation:

Time sequence (effeciive for a presentation that is intended to inform)

Space sequence

Cause-effect sequence (effective for a presentation that is intended to
influence action)

Theory or plan of action sequence

Special topical sequence: financial (assets and liabilities) and pojicy
(advantages and objections)

Remember to use only one pattern for the major ideas of your presentation.
You can use other sequences for subordinate points, but you cannot mix
the patterns for the main points.

Connect Your Ideas. Ccnnectives can be used to make your ideas move
ahead smoothly. For example:

Ipternal summaries are breathing spaces between complicated main
points. For example, "let's pause..." or "let's look back..."

Transitions show where you have been or where you are going. For
instance, "in addition," "so much for," "what about?".
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An internal preview introduces what will be the next topic of discus-
sion. For example, "next we will..."

SUMMARY OR CLOSING. The summary is the third and final part of
your presentation. At this point in the presentation, it is very important to
inforn your audience that you are starting to summarize or conclude the
briefing. Indicate this strongly with such statements as

"Reviewing now what we have discussed ..."

"Now, let's summarize what we've discussed ...

"Our objective today has been ..."

"Let us now review the main points that we have covered ..."
Any of these concluding statements places the progress of the speech in
perspective and focuses the audience's attention on your closing state-
ments. It is important that your closing be strong because the conclusion
sums up and stresses the main idea that you want the audience to remem-
ber. The closing also integrates and ties together the major points in the
presentation, and suggests agreement and asks the audience to take the
appropriate action.

Thfcnl usio can Oisis..,, of a

Prediction--predicting the result of accepting your proposal or pre-
dicting what could result if your proposal is not accepted.

Illustration-describing the benefits of accepting your proposal by
illustrating its advantages.
Quotation-using an appropriate quotation to gain acceptance of
your objective.

Appeal for action-asking your audience to actively aid you in obtain-
ing your goal.

How to Practice Your Presentation
The preparation of a presentation is definitely not complete until you have
actually rehearsed the presentatiGn in a practice session. There are three
methods for doing this:

1. Use a tape recorder or audiovisual camera. This technique will
allow you to objectively record and critique yourself.

2. Give a trial presentation to knowledgeable coworkers. This is
more difficuilt than making the actual presentation, but it will give
you the opportunity to test your presentation techniques and deter-
mine if your ideas have been received.

3. Give the presentation out loud to yourself. Be sure and use your
notes and visual aids.
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Reference
"Effective Business and Technical Presentations,"
George L. Morrisey, Second Edition, Addison-Wesley
Publishing Company
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"APPENDIX E
DEFINITIONS

Case File: Project files that are used to retain other than narrative data,
e.g., statistical data, sketches and drawings, administrative data, reports,
and magnetic data.

Contractor: An individual or organization outside the U.S. government
who has accepted any type of agreement or order to provide research, sup-
plies, or services to a U.S. government agency. Includes both prime and
subcontractors.

Contracted Fundamental Research: Research performed under
grants or contracts funded by (1) budget category 6.1 (research) and per-
formed by universities or industry or (2) budget category 6.2 (exploratory
development) and performed on campus at a university.

Controlling DoD Office: The DoD activity that sponsored the work
that generated the technical information or received the technical infor-
mation on behalf of DoD and, therefore, has responsibility for detemining
the distribution availab...ilityoft'aiifo..iation.F rjo p h t
controlling office is determined by advance agreement and may be either a
party, group, or committee representing the interested activities or DoD
components.
Critical Technology: Technology that consists of

Arrays of design and manufacturing know-how (including technical
data).

Keystone manufacturing, inspection, and test equipment.

Keystone materials.

Goods accompanfud by sophisticated operation, application, or main-
tenance know-how that would make a significant contribution to the
military potential of any country or combination of countries and that
could be detrimental to the security of the United States.

(Keystone equipment (including manufacturing, inspection, or test equip-
ment) is the equipment specifically necessary for the effective application
of a significant array of technical information and know-how. Keystone
materials are materials specifically necessary for the effective application
of a significant array of technical information and know-how.)

Defense Printing Service: DoD organization that provides printing,
reprographics (duplicating), and micropublishing services to multiple cus-
tomers on a cost-reimbursabie basis.

Defense Technical Information Center- DoD's central repository
for RDT&E information in all fields of science and technology.
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Distribution Statement: A statement used to mark a technical docu-
ment to denote the extent of its availability for distribution, release, and
disclosure. A distribution statement is in addition to a security marking
and distinct from it.

Document: Any recorded information regardless of its medium, physical
form, or characteristics.

Duplication: All work produced by offset, mimeograph, hectograph,
high-speed electrostatic copying, or similar processes and all work pro-
duced by diazc, photostat, quick copy types of photocopying.

GIDEP: Government-Industry Data Exchange Program established to
eliminate duplicate work in engineering, reliability and maintainability,
failure experience, and metrology.

Informaition Repository: Databases, such as the Defense Technical
Center, Navy Publications &nd Forms Center, and Defense Logistics Cen-
ter, that perforni a secondary distribution function.

Lftbo mtory Notebook: Stock notebooks desigicd with technical and
legal effectiveness in mind. Used by perconnel engaged in RDT&E work to
.ecord narrative data resultitig from their work. Subsequently used by the
government in patent :"•ItLeuii.

Micropublishing: Production in microimage fornat of publications des-
ignated for conventionally printed material or for general elistribution of
such material. Does not include micropublishing of administrative records,

Narrative Data: Handwritten notes that express novel concepts, condi-

tions, tests, or plans of approach to problems, observatons, modifications,
formulae, unusual or significant phenomena., findings, results, and other
items of interest expressed in narrative form. (Refers to information to be
recorded in laboratory notebooks.)

Presentation: Transmission of technical information by verbai and vis-
ual methods. Includes slides and viewgraphs used to amplify or outline the
material under discussion.

Primary Distribution: Initial 4irgeted distribution of-or access to-
technical documents authorized by tOe controlling DoD office.

Printing: The processes of platemak'ing, pressvork, b-iding, and items
profuce dy such processes.

Proprietary Data: intellect'wal property that a company has developed
at its own expense and that it wants to control.

Public P•-•ease: Makiing technical data available without restricting its
dissemination or use. Thi1 i.- (.uivalent to foreign disclosure, since no
means are provided to restrict access or further dissemination.
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Appendix E i
Reprographics: All work produced by offset, miineo- m
graph, hectograph, high-speed electrostatic coonying, or
similar processes and all work praduced by diazo, photo-
stat, or other types of quick photocopying. -= d

Research: Al efforts directed toward increased knowledge of naturai
phenomnena and environment and efforts directed toward the solution of
long-term defense problems in the physical, engineering, life, behavioral,
and social sciences.

Repearch and Technol%#y Work Unit Information System
R&T(WUU.Th A reporting system established by the Office of the Under-
secretary of Defense for Research and Engineering to provide rapid
exchange of technical ard management data at the work unit level on DoD
RDT&E efforts.

Scientific and Technical Information: Communicable knowledge or
information resulting fromi--or pertaining t"-the conduct an.. manage-
inent of RDT&E efforts.

Scientific and Technical Information Program: A coordinated
structure of STI functions. The objective of the program is to ensure that
STI makes the best possilble contribution toward the advancement of sci-
ence and technology by (1) permitting the timely, effective, and efficient
conduct of DoD RDT&E progi-amns; (2) proVn-dvg informiation to support
r.management of RDT&E-related programs; and (3) eliminating unneces-
sary duplication of effort and resources by encouraging and expeditingthe
interchange and use of STI.
SecondarylDistri~oution: Release of technical documents after mimrnay
distribution. Included are loaning a document, allowing it tn be read, or
releasing it (in whole or in part).

Self-Serviee Copiers: Convenience copying equipment. lo(eated in a
readily accessible. u~ncontrolled environment.

F- 'ies and Analyses! Recurring examin3tioRS of a subjccct uxndcrtaken
* v ide greater driderstanding of eelevant issues and alternatives

rMing organizations, tactics, doctrine, policies, force plans, strategies,
!- ':es. intelligence, weapaiis selectioni and miix, systemns ,rogx'ars, or
Pb. Such increased anderstan~ding leads to conc!usions andI recoin.-
ens contributing to pla~n~ng, programming, budgeting, decision-
arnd policy develcornent. including ti-,e studies intiated by tlhe

piogr-am management. office or for it. Also included are research and devel-
opment of related database structures and models fo-. the su~pport of stud-
ies and analyses.

Technical Data:~ Recorded information related to experimental, devel-
opmental, or ..rigineeringwork. that can be used to define an engineering or
maiiufacturing practice or to design, procure, produce, support, maintain,
operate, repair, or overhaul material. The data may be graphic. or pictorial
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delineations in media such as drawings or photographs; text in specifica-
tions or related performance or design-type documents; or computer print-
outs. Examples of technical data include research and engineering data,
engineering drawings and associated lists, specifications, standards, proc-
ess sheets, manuals, technical reports, catalog-item identifications, and
related information and computer software documentation.

Technical Document: Any recorded information-regardless of physi-
cal medium-that conveys scientific or technical irforwa,.ion.

Technical Information: Information, including scientific information,
that relates to research, development, engineering, test, evaluation, pro-
duction, operation, use, and maintenance of hardware, software, and/or
technology that advances the state-of-the-art or establishes a new art in an
area of significant military application. Included is information related to
munitions and other military supplies and equipment.

Technologyt Scientific or engineering efforts directed tov.wd eliminat-
ing technical barriers and providing solutions to technical problems
(excluding routine engineering) eacountered in RDT&E programs.

Work Unit: The smallest segment into which research or technology
efforts are divided for iocal administrative control. Each work unit has a
specific objective, finite duration, and results in an end product.
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"APPENDIX F
REFERENCES

Advanced Technology Systems, Inc., "Control of Unclassified Technology
with Military Applications," Contract MDA903-83-C-0055, 15 April
1983.

Arms Export Control Act as amended (P.L. 94-329) 22 U.S.C. 2751, et seq.

Chief of Naval Operations Instruction 5200.29, Participation in
Government-Industry Data Exchange Program, 24 February 1987.

Chief of Naval Operations Instruction 5290.1A, Naval Imaging Program
(NAVIMP) Policy and Responsibilities, 27 April 1990.

Chief of Naval Operations Instruction 5510.1H, Department of the Navy
Information and Personnel Security Program Regulation, 29 April
1988.

Chief of Naval Operations Instruction 5510.156, Departmient of Navy Con-
trol of Technology Transfer, 1 May 1978.

Chief of Naval Opeprations Instruction 5510.161, Withholding of Unclassi-
fied Tie!hnical Data from Public Disclcsure, 29 July 1985.

Chinf of Naval Operations Instruction 5510.48H, Manual for Disclosure of
C lossified Military Information to Foreign Governments and Interna-
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Chief of Naval Operations Instruction 5600.20, Department of Navy
Peprographics Management Program, 14 February 1979.
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Transfer Program, 24 July 1991.
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Copyrights.
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"Copyright Basics and Consequences: What You Need to Know," Datapro
Research Corporation, Datapro Reports on Electronic Publishing
Systems, EP10-020-301, Fubrui-y 1987.

Copyright Handbook, Second Edition, by Donald F. Johnston, R.R.
Bowker Co., NY, 1982.

Copyright Revision Act of 1976 (P.L. 94-553).

"Copyrights tnd Wrongs," by Diane Divoky, PubU Jh!, pages. 63-65,
September/October 1986.
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Defense Logistics Agency Handbook 4185.4, Research and Technology
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Defense Logistics Agency Handbook 4185.8, Defense Technical Informa-
tion Center, Handbook for Users, May 1988.

Defense Technical Information Center Manual 4185.4, Report Selection
Criteria, June 1983.

Department of Defense, Information Analysis Center Directory, April
1985.

Department of Defense Directive 2040.2, International Transfers of Tech-
nology, Goods, Services, and Munitions, 29 December 1983.

Department of Defense Directive 3200.12, DoD Scientific and Technical
Information Program, 15 February 1983.

Department of Defense Directive 5230.24, Distribution Statements on
Technical Documents, 18 March 1937.

Department of Defense Directive 5230.25, Withholding of Unclassified
Technical Data from Public Disclosure, 6 November 1984.

Department of Defense Directive 5230.9, Clearance of DoD Information
for Public Release, 2 April 1982.

Department of Defense Instruction 5200.21, Dissemination of DoD Tech-
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Department of Defense Inbtruction 5230.27, Presentation of DoD-Related
Papers at Meetings, 6 October 1987.

Department of Defense Instruction 7720.13, Research and Technology
Work Unit Information System, 16 April 1968.

Department of Defense Instruction 7930.2, ADP Exchange and Release, 31
December 1979.

Department of Defense Policy Handbook 5280.25-PH, Control of Unclassi-
fied Technical Data with Military or Space Applications, Office of the
Deputy Undersecretary of Defense for Policy, May 1985.

Department of Defense Regulation 3200.12-R-1, Research and Technology
Work Unit Information System Regulation, August 1983.

Department of Defense Regulation 3200.12-R-4 Domestic Technology
Transfer Program, December 1988.

"Effective Busines3 and Technical Presentations," George L. Morrisey,
Second Edition, Addison-Wesley Publishing Company

Export Administration Act of 1979 as mnended (P.L. 96-72), 50 U.S.C.
2401, et seq.

"Fair Use and Copyright: An Unanswered Question," Editorial Experts,
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Federal Acquisition Regulations, Section 27, Patents,
Data, and Copyrights, 1984 edition (as amended).

Federal Acquisition Regulations, Secticn 35.010, Scien-
tific and Technical Reports.

Government Printing and Binding Regulations, published by the Joint
Committee on Printing, Congress of the United States, April 1977.

Howarth Press, Inc.. "American Libraxies and Domestic Technology
Transfer,' by David L. Woods, 1991.

Interlaboratory Committee on Editing and Publishing, Reviewing the
Technical Report, Monograph 90-1, by Carmen Fendelman and Linda
L. Oestreich, September 1991 (draft).

Joint Directors of Laboratories, AFALC/CCL, Defense Technical Informa-
tion Center, 4 November 1986.

National Archives and Records Administration Bulletin 88-5, Data Cre-
ated or Maintained for the Government by Contractors, 20 May 1988.

National Security Decision Directive 189, National Policy on Transfer of
Science, Technology, and Engineering Information, 21 September
1985.

Naval Material Command Instruction 5200.35B, Goverrnment-Industry
Data Exchange Program, 21 April 1982.

Naval Material Command Instruction 5720.4C, Procedures for Clearing
Industry Produced Information, 15 April 1974.

Naval Material Command Instruction 5720.7B, Security Review, Proce-
dures for, 2 March 1982.

Nlavy Procurement Directives, Section V, Part 6, Procurement of Printing
and Related Supplies, 30 April 1974.

Navy Publishing and Printing Service Instruction 5609.44A, Department
of Navy Reprographics Management Program, 9 November 1981.

Navy Publishing and Printing Service Instruction 5600.49A, Official Use of
Self-Service Copying Equipment, 22 December 1987.

Navy Publishing and Printing Service Instruction 5870.1, Copyrighted
Materials Used in DN Publications, 25 September 1979.

Office of Management and Budget, Bulletin 81-16, Elimination ofWasteful
Spending on Government Periodicals, Pamphlets, and Audiovisual
Products, April 1981.
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Office of Naval Research Instruction 5870.5, Permissions to Use Copy-
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APPENDIX G
Index

A classifcation guidelines (cont'd)
distribution statements, 1-21

audiovisual services, 5-12 security review, 1-19
audiovisual priductions, classified information, general

approvals required, 5-12 guidelines, 3-28
audiovisual work, approval pro- classified material

cedures for, 5-12 levels, puruose, 3-28
for visual information techni- levels of classificat .n, 3-28

cal reports, 5-12 Navy's policy, 3-28
defined, 5-12 classified material, marking, 3-37
renting or purchasing commer- ADP punched cards, decks,

cial off-the-shelf visual 3-61
information products, 5-19 charts, maps, and drawirfgs,

authority for purchasing, 3-55
5-21 derivative classification, 3-29

procurement qualifications, downgrading and declassifica-
5-19 tion mmking-, procedures

services and equipment, cider- for
ing on contract, 5-19 restricted data and formerly

reviewing request, 5-19 restri.Aed data, 3-32
speciiying requirements, 5-19 standard marking, 3-31

visual informatiori technical films and ,ideotapes, 3-60
reports (VITFRs) intelligence markings, when

defined, 5-12 required, 3-34
guidelines for producing, authorized for release to,

5-12 3-35
VITRs and audiovisual caution-proprietary infor-

productions mation involved, 3-35
classified, marking, 5-17 dissemination and extraction
release iiathority, 5-17 of informa' ion controlled
sending to DTIC with DTIC by orighiator, 3-34

Form 503, 5-13 not releasable to contractors/
substituting for publications, consultants, 3-35

5-13 not releasable to foreign I
warning notices, 5-17 nationals, 3-35
when to use, 5-13 warning notice-intelligence
with distribution statements sources and methods

and warning notices, involved, 3-34
5-17 marking requirements, basic,

Navy, 3-30
marking, overall classification,

C 3-30
markings, associated, 3-30

classification guidelines, 1-16
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classified material, marding classified material, marking
(cont'd) (cont'd)
derivatively classified mate- c erall classification, 3-39

rial, classification source, overall classification higher
3-30 than parts, 3-52

derivatively classified mate- overall markings, 3-37
rial, date of origin, 3-31 page classification, 3-39

dei ivatively classified mate- page marking, 3-39
rial, declassification date, page numbersfblank pages,
3-30 3-54

derivatively classif'ed nmpte- paragraphs/subparagraphs,
rial, downgrading infor- 3-47
mation, 34U. portion markings, 3-44

derivatively classified mate- publication titles, 3-51
rial, office of origin, 3-31 reference page, 3-52

originally classified material, special instructions, 3-39
3-31 special sittions, 3-52

wicrofiche, 3-61 symbols for portion marking3
NATO information/foreign- 3-44

gzernment inforniation, table of contents, 3-52
marking warning notices/intelligence

face of publication, 3-36 control nmrkings, 3-47
foreign government transnarencies, slides, ar.dinf'ormituxt, 03-3010

ioo-oo viewgraphs, 3-58
original classification, 3-29 VITRs and audiovisual
originator's responsibilities, productions, 5-17

3-28 warning notices, when
photographs, 3-56, 5-25 required, 3-32
presentations, 5-8 communications security
remova!!e ADP and word- material, 3-34

processing medip., 3-61 critical nuclear weapons
restricted or NATO restricted, design information, 3-34

3-36 distribution and duplicatior.
special markings, 3-31 notice, 3-33
technical publications, 3-37 naval nuclear propulsion

associated classification information, 3-.34
markings, 3-44 restricted data and fornerly

back of publication, 3-39 restricted data, 3-33

change pages, 3-44 cooperative research and devel-
determining downgrading/ opment agreement (CDRA),

declassification marking, 7-6
3-55 copyrighting, 4-33

face of publication, 3-39 copyright ringement, crimi-
headings, 3-50 nal offense, when, 4-37
illustrations and tables, 3-49 copyright infringement,
marking by parts, 3-54 defined, 4-37
Naval Nuclear Propulsion

Information, 3-55
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copyrighting (cont'd) DTIC (cont'd)
copyright notice, marking Form 503, 2-9

required, 4-37 Form 504, 2-9
copyright protection, extent of, Form 505, 2-9

4-33 Standard Form 298, 1-12, 2-9copyrighted work, identifying, secondary distribution, 1-14
4-33 DTIC's function, 1-14copyrights, lengths of, 4-33 role of NTIS, 1-14

defined, 4-33 technical report (TR) database
determining ownership of effect on scientists and engi-work, personal or Navy, neers work1 2-6

4-34 information not to be
fair use of copyrighted material included, 2-8

action to take before request- information to be included,ing pennission, 4-39 2-6
defined, 4-38 information, protection of,
determining, 4-38 2-9examples of, 4-39 media used for submission,

journals, symposia articles, sec- 2-9tions of books, 4-35 Navy's policy toward, 2-6
material affected, 4-33 WUIS database
Navy publications, 4-35 effect on scientists and engi-Navy's policy on, 4-34 neers work, 2-14
procedures concerning Navy fOrms for reporting work,

contracts, 4-38 2-14
rigbts of a copyright owner, how used, 2-19

4-34 Navy's policy toward, 2-14rights of Navy employees, 4-34 objectives of, 2-14
using copyrighted material in types of work to be reported,

Navy publications, 4-35 2-17
obtaining copyright permis- when work must be reported,sion, problems in, 4-37 2-19
obtaining permission from who has access, 2-19

copyright owner, 4-35 databases, DTIC's, 2-5
distributing publications, 1-10

classification guidelines, 1-16determining recipients, 1-10
DD Foin 1498, 7-6. external distribution, 1-12
Defense Technical Information general guidelines, 1-12

Defenser ehnil TInforeign distribution, 1-14DTIC, 2-5 internal distribution, 1-10
database, 2-5 primary distribution, 1-10

public-release pnbications,
databases, how to access, 2-20 1-16
definition, 2-5 secondary distribution, 1-14
distribution to, 1-12 DTIC's function, 1-14Form 1498, 2-5, 2-14, 2-17, role of NTIS, 1-14

2-19
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distribution statements, 3-31 duplicating services
additional caveats, 3-6 See also printing services
changing, 3-8 copiers, ordering, 6-4
classified/unclassified

requirements, 3-5
export control, 3-5 E
export control notice, with, 3-8
for photographs, types of, 5-23 export control notice, 3-8
for presentations, oral export controls

announcement of, 5-6 contracting process, used in,
general, 3-5 3-26
guidelines, 3-5 controlled information,
limiting access, 1-21 determining, 3-22

reasons for, 1-21, 1-2k criteria for using, 3-18
limiting distribution, reasons critical technology, 3-21

for, 3-6 military or space
marking applications, 3-19

ADP punched cards, deck, Navy possession or control,
3-10 3-19

drawings, 3-13 U.S. export laws, 3-19
magnetic media, 3-10 definition and reason, 3-18
microfiche, 3-12 d-t^rini- .;q.r .. •
photographs, 3-14 sources, 3-22
presentations, viewgraphs, or export-controlled information,

slides, 3-14 distribution statements
marking, general, 3-8 for, 3-23
on types of information, 3-5 fundamental research related
on types of media, 3-5 to, 3-24
photographs, mandatory gener-al, 3-18

statement, 5-23 requirements, exemptions for,
purpose, 3-6 3-22
retention, 3-5 statement required, 3-23
review of, author export-control notice, 3-31

responsibilities, 1-21 export-controlled information
special requirements, 3-8 DD Form 2345, 3-25
summary of, 5-5 distribution statement/warning
types, summarized, 3-6 notice required, 3-24
used with photographs, 5-23 distribution statements, used
with export-controlled with, 3-23

infotrnation, 3-23 releasing to contractors, 3-25
with presentations, 5-5 responsibilities, Navy
with VITRs and audiovisual personnel, 3-25

productions, 5-17
list of statements, 5-17
list of statements, details for

using, 5-17
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F IACs (cont'd)
Cold Regions Science and

Federal Laboratory Consortium Technology Information
for Technology Transfer, 7-7 Analysis Center

Form 1498, DTIC, 2-5, 2-14, (CRSTLAC), 2-23
2-15, 2-19 Concrete Technology Informa-

tion Analysis Center
(CTIAC), 2-23

Crew System Ergonomics
Information Analysis Cen-

GIDEP, 2-32 ter (CSERIAC), 2-23
i and protecting cost for services, 2-30

accessingf an, 2-33 Data and Analysis Center for
information, 2-33 Software, (DACS), 2-23

DD Form 2000, 2-34 DoD Nuclear Information
defined, 2-32 Analysis Center, 2-23
four main GIDEP databases, defined, 2-21

2-32
information to be included, function, 2-21

2-32 Guidance and Control Informa-
tion Analysis Center

members of, 2-33 (GACIAC), 2-23
Navy policy toward, 2-34 roups eligible for IAC

contractor publications, 2-34 services, 2-30
in-house publications, 2-34 High Temperature Materials-

obtaining information from, Mechanical, Electronic,
2-36 and Thermophysical Prop-

contractors, 2-36 erties Information Analysis
Navy personnel, 2-36 Center (HTMIAC), 2-23

Government-Industry Data Hydraulic Engineering Infor-
Exchange Program. See mation Analysis Center
GIDEP (HEIAC), 2-23

how to access, 2-31
Infrared Information Analysis

Center (IRIAC), 2-24
locations and phone numbers,

IACs 2-25
Ceramic Information Analysis Manufacturing Technology

Center (CIAC), 2-22 Information Center
Chemical Propulsion Informa- (MTIAC), 2-24

tion Agency (CPIA), 2-22 Metal Matrix Composites
Chemical Warfare/Chemical Information Analysis Cen-

and Biological Defense ter (MMCIAC), 2-24
Information Analysis Cen- Metals Information Analysis
ter (CBIAC), 2-21 Center (MIAC), 2-24

Coastal Engineering Informa- Nondestructive Testing Infor-
tion Analysis Center mation Analysis Center
(CEIAC), 2-21 (NTIAC), 2-24
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LACs (cont'd) ricropublishing services
Pavements and Soil Traf- See also printing services

ficability Information defined, 6-4
Analysis Center (PSTIAC),
2-25

Plastics Technical Evaluation 0
Center (PLASTEC), 2-24

products of, 2-28 Offices of Research and Technol-
Reliability Analysis Center ogy Applications (ORTAs),

(RAC), 2-25 7-6
Soiý Mechanics Information functions and duties of, 7-6

and Anal---is Center
(SMIAC,. 2-15

Sur vivability/Vtflnerability p
Information Aralysis Cen-
ter (SURVIAC), 2-25 patent review, 1-22

source materials used, 2-29 patents 4-5
subject areas covered, 2-21 allowing, 4-17
Tactical Technology Center benefits in obtaining, 4-7

(TACTEC), 2-25 benefits to Navy, 4-8
technical areas of expertise, benefits to Nay 4- ,

2-21 benefits to Navy inventors, 4.9
Information Analysis Centers classified and MOT inventions,

(IA~s). See TACs procedures for, 4-17
4i5ts, 4-5 defined, 4-5

iininventions, determining rights, 4-12
classified and MCT inventions, guidelines for, 4-16

procedures for, 4-17 enacted by, 4-5
disclosure forms for, 4-12 expiration of, 4-5
how to report, 4-12 how to obtain, 4-9
joint, defined, 4-18 infringement of, defined, 4-19
publications in, 4-18 interest, determining, 4-16
with limited commercial use, interferences, defined, 4-18

procedures for, 4-p8 deciding conflicts, 4-19
inventions, records for. See pat- inventions, joint, defined, 4-18

ents, records of RDT&E Navy policy toward, 4-6
work

Navy's patent counsel services,
4-20

obtaining, criteria for, 4-5
M patent literature, available,

Militarily Critical Technologies 4-19

List (MCTL), 3-23 Official Gazette, 4-19

candidate selection criteria, patents and contracts, Navy

3-23 policy toward. 4-19

marking classified material, 3-37 preparing application, 4-16

See also classified material, processing applications, 4-12

marking prosecuting, 4-16

G-6



Appendix G

patents (cont'd) photographs

reducing to practice, 4-12 distribution statement/warning

reporting of, mandatory condi- notice, placement of, 5-23

tions for, 4-6 distribution statements used

searches of patent literdture, with, 5-23

4-20 mandatory statement, 5-23
what can be patented, classes marking classified

of inventions, 4-6 photographs, 5-25

who can obtain, 4-5 types of distribution

with limited commercial use, statements, 5-23
procedures for, 4-18 warning notice, 5-23

patents, records of RDT&E work, presentations, 5-5
4-21 classified material, marking as

how used, 4-22 a single component, 5-8

Navy's method for preserving, frame or holder, 5-9
4-24 image area, 5-9

procedures for using classified material, marking as
computers, 4-25 publications, 5-8

procedures for using labora- marking image area, 5-8
tory notebooks, 4-25 converting to a publication,

procedures for using project 5-11
files, 4-24 steps for, 5-11

notebook entries distribution restrictions, oral
altering, 4-30 announcement of, 5-6
classified, 4-30 distribution statement,
completeness of, 4-28 determining, 5-6

general guidelines, 4-32 distribution statements and

how to enter, 4-28 warning notices, using, 5-5

joint work, 4-32 distribution statements,

marking, 4-30 summary of, 5-5

typical pattern of, 4-27 Navy's policy, 5-5

when to enter, 4-28 Navy's requirements, 5-5

witnessing, 4-30 presentation aids, purchasing

notebook information, types of on contract, 5-10

information to enter, 4-25 specifying contract

notebooks, how to obtain, 4-32 deliverable, 5-10

types needing preservation, reviewlapproval procedure,
4-21 5-10

photographic services, 5-22 warning notices, determining,

how to obtain, 5-22 5-6

services and equipment, buying warning notices, using, 5-5

on contract, 5-25 printing services, 6-3

ordering deliverables, 5-25 authorized services, C-3

review/approval, 5-25 binding, procedures for

typical services available, 5-22 ordering, 6-10

when to use photography, ex- bindings, types of, available for

amples, 5-22 use, 6-8
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Index

printing services (cont'd) proprietary information (cont'd)
brochures and pamphlets, pol- from contract deliverables,

icy for approval, 6-10 4-43
brochures/pamphlets, criteria, from independent research

definition for, 6-10 and development
paper media (publications), program, 4-43

excluded from definition, from Navy potential contrac-
6-10 tor program (NPCP),

composition, defined, 6-3 4-43
contracting out, NPPS, 6-3 from requests concerning

cost/turnaround time, companies, 4-42
increase in, 6-3, 6-4 from technical reports, 4-44

copyrighted material, require- from unsolicited and solicited
ment for duplicating, 6-11 proposals, 4-42

duplication, available services, procedures for handling, 4-44
6-3 duplicating proprietary

duplication, defined, 6-3 information, 4-44
flyers, restrictions for, 6-10 handling proprietary infor-
how Navy provides printing mation in contract

services, 6-3 deliverables, 4-45
Navy emblem, requirements handling proprietary infor-

for using, 6-12 mation in solicited and
Navy requirements, 6-8 unsolicited pronosals,
Navy's printing program, basis 4-46

for, 6-8 protecting proprietary
NPPS services, types provided, information, 4-44

6-3 questions about accessing
NPPS' services, procedures for proprietary information,

ordering, 6-4 4-44

pamphlets, brochures, and restricted use of proprietary

administrative publica- information in unsolic-

tions; restrictions on, 6-10 ited proposals, 4-46

printing, available services, 6-3 rules for accessing proprie-

printing, defined, 6-3 tary information, 4-44

procuring, general information, using proprietary

6-11 information, 4-45

using color, justifying use of, using proprietary infor'na-

6-8 tion in Navy

using color, when not permit- publicadons, 4-45

ted, 6-8 who 'an access (acquire) pro-

using color, when permitted, prietary information,
4-44

proprietary information, 4-40 recognizing, 4-40

defined, 4-40 publications

examples of, 4-40 classification guidelines, 1-16

obtaining, 4-42 criteria for determining type,

from briefings and demon- 1-8

stiations, 4-42 determining recipients, 1-10
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Appendix G

publications (cont'd) T
determining types, 1-6

distribution of, 1 -10 technology application assess-
employee responsibilities, 1-9 ment, Navy (NTAA), 7-7

contracting officer's techni- technology transfer, domestic,
cal representative, 1-9 7-3

manager or supervisor, 1-9 awards to inventors, 7-10
project manager, 1-9 benefits and responsibilities, of
scientist or engineer, 1-9 Navy employees, 7-8

external distribution, 1-12 benefits to Navy scientists and
general guidelines, 1-12 engineers, 7-

foreign distribution, 1-14 classified material, 7-3
in-house, 1-6 cooperative research and devel-
internal distribution, 1-10 opment agreement
journals, textbooks, (CRDA), 7-6

handbooks, 1-6 defined, 7-3
major requirements, 1-3 export controls, 7-3
primary distribution, 1-10 Federal Laboratory Consor-
proceedings, 1-6 tiumn for Technology
public-release publications, Transfer, 7-7

1-16 how accomplished, 7-5
secondary distribution, 1-14 Office of Research and Tech-

DTIC's function, 1-14 nology Applications

role of NTIS, 1-14 (ORF'A), 7-8

types of, 1-6 Ofi- of Research a... Tcch-

types of information, 1-4 nology Applications

why necessary, 1-4 (ORTAs), 7-6
recipients, 7-3
responsibilities of Navy scien-

tists and engineers, 7-8
R technology application assess-

reviewing publications, 1-18 ment, Navy (NTAA), 7-7

export controls, determining, why supported, 7-3

1-22
guidelines, 1-22
patent review, 1-22 U
purposes of, 1-18 unclassified material, marking,
security review, 1-19 3-31
special procedures, 1-23 3
technical review, 1-18
technical reviewer, role of, 1-22
those requiring review, 1-18 V

visual information technical
reports (VITRs)

S See also audiovisual services

Standard Form 298, DTIC, 1-12
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Index

visual information technical Work Unit Information System
reports (VITRs) (cont'd) (WUIS) Database. See WUIS

guidelines for producing. See database
audiovisual services WUIS database, 2-5, 2-14

visual information, controlling, effect on scientists and engi-
5-3 neers work, 2-14

method of control, 5-3 forms for reporting work, 2-14
Navy's management structure, types of work to be reported,

5-3 2-17
RDI&E's role, 5-4 when work must be reported,
visual information manage- 2-19

ment office (VIMO), 5-3 warning notices. See specific type
who can perform visual infor- of media. See also classifica-

mation services, 5-4 tion guidelines; classified
information, general guide-
lines; classified material,

W maridng;, classified material.

Work Unit Information Sum-
mary, DD Form 1498, 7-6

I
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