Procedur es for Submitting Final Reports within the Padfic
Earthquake
Engineering Research Center

Instructions for Submitting Final Reports
Please submit all final reports on projects funded through the Pacific Earthquake
Engineering Research Center (both Core and Lifelines Research Programs) via email to the
attention of Darlene Wright, ddwright@berkeley.edu. The email should include in its
subject heading the following information:
(a) for Core-funded projects:
PEER Project xx20x Final Report
(b) for Lifelines-funded projects:
PEER Lifelines Task xxxx Fina Report

Review and Publishing Track

PEER attempts to review and publish approved reports within three months of receipt.
The following sequence occurs from receipt of your report to publication (if determined
suitable/timely):

* PEER approves payment of your final invoices.

* Director and applicable research program Deputy/Assistant Director review the
report for stated performance of work and technical quality.

* [Ifapproved for publication, Ms. Wright forwards the report to the PEER
Publications Coordinator/Editor.

* Editor provides you with the formatting specifications required to publish in
conformance with the PEER report series. (Specifications follow and are also
downloadable at http://peer.berkeley.edu. Click on “Submitting a PEER Final
Report” on the front page.

* Weprefer electronicfilesin Word, Framemaker, Pagemaker, or InDesign
and in Adobe PDF.

* After formatting your report according to PEER specifications, email it to the
Editor.

* Editor edits and uploads report to a secure website, where you will have a 24-hour
period in which to make any necessary modifications.

* Inaddition to the electronic copy, we request that you send a hardcopy of
thefinal report to ensur e accurate reproduction of mathematical content
and illustrations by contracted printers. Please send the paper copy to:

Janine Hannel

PEER Publications Coordinator
1301 S. 46m Street, Bldg. 451
Richmond, CA 94804




Layout Specifications for PEER Reports

A templ ate for authors using Microsoft Word is available at
http:/peer.berkeley.edu/publications/ResTools/PEERtemp5.doc. Download the template to
your Word templ atesfol der, then open and save it as a .doc file. Use thisto begin a new
document or to copy the stylesinto a previously created document needing for matting as a
PEER report.

The following guidelines will help with formatting the main elements of a PEER report.
Sample frontmatter and chapter pages are included.

PAGE LAYOUT

* Margins: Top, left, and right 1” each, bottom 0.75”

* Page numbering: 12pt Times New Roman, centered, .5” from bottom of
page

* Frontmatter (title page, etc.): lowercase roman numerals (see above)

* Body: Arabic

* Text: 12pt Times New Roman, justified, line spacing 1.5 (or 21 pts); indent

* paragraphs .5”. (Exception: first paragraph following a head should rnot be
indented.)

FRONTMATTER

* Heads: 14pt Arial bold, all caps, centered, followed by 24 points.

* Sections: All frontmatter sections, except for “Acknowledgments,” should
begin on an oddnumbered, right-hand page. To keep this sequence, add a
blank page if necessary before the section. Frontmatter sections should
include in the following order:

i. Title page

i. (blank page)
iii. Abstract (not more than 200 words)
iv. Acknowledgments

v. Contents

vi.  (blank if necessary)
vil. List of Figures

viii.  (blank if necessary)
ix. List of Tables

Xx.  (blank if necessary)
xi. List of Symbols (optional)

xii.  (blank if necessary. Chapter 1 begins on odd-numbered, right-hand
page, Arabic 1)

HEADS
Except for frontmatter heads, a/l heads:
* begin flush left, using Arabic numbers
* tabindent .5” to title
* have runovers single line spaced aligning with first word in line above

Chapter Heads
* Always begin on new odd-numbered, right-hand page. If necessary, add blank
page preceding.
* 80 pts (or 2”) above, 40 pts below
* 20pt Arial (or Helvetica) bold, single spaced



* Begin flush left with Arabic chapter number (omit “Chapter”), followed by tab
indent .5” to chapter title.
* Capitalization: title style (uppercase and lowercase).

Section Heads
* 12 pt Times New Roman bold, single spaced capitalization (see also sample
chapter)
* 24 points above, 20 pts after
Example:

7 Experimental Setup and Test Program
7.1 INSTRUMENTATION

7.1.2 External Instrumentation

7.1.2.1 Accelerometers

FIGURES AND TABLES
* center on page
* number consecutively within each chapter, e.g., Fig. 3.1, Table 3.1, etc.
* table legends and figure captions: 12pt Times New Roman bold, sentence-
style
* capitalization, 1.5 line spacing
* Center table legends above tables; figure captions below figures.

PHOTOGRAPHS AND LINE ART
* Color: The web versions of PEER reports will retain all original colors where
possible, but printed PEER reports are in grayscale. Therefore, it is very
important that the colors you assign to your line art will print with enough
distinction as grayscales. For example, solid hues of red and green will look
too similar as grayscales, but red and light blue will print with enough
distinction. Thin yellow lines will print poorly or not at all.
* Resolution: minimum of 240 dpi for photographs; 600 dpi for line art
0 Recommended: Save high-resolution copies of your artwork in case
we need them.
0 Be sure to scale your art before inserting in document. Otherwise,
the document file size will be too big and may have trouble printing.
* Line widths: minimum of 1 pt whether in drawings or tables
* Labels:
o minimum of 10pt (or big enough to read)
o proof for typos

EQUATIONS: number consecutively by chapter, with equation number flush right.
CSRN = CSR eq,M = 7.5 = CSReq / DWFM (1.1)

NUMBERS AND ABBREVIATIONS
* Use figures for physical measurements and for numbers above ten.
* With an abbreviated unit of measure always use a numeral.
Ex: 12 ft

REFERENCES
* References in text should be author-date style: (Jones 1999).



* Works cited in text should be listed at end of report or before Appendix(es)
0 Arrange alphabetically by author
0 When citing more than one work by an author, list chronologically,
most recent work first.
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MISCELLANEOUS
Permissions: Previously published materials must be accompanied by written
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