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INTRODUCTION

This report provides the findings from the five task studies of Part A of the Transportation
Library Connectivity and Development Pooled Fund Study TPF-5 (237). The first chapter
covers Task A.1 — Report Distribution. The second chapter covers the combined Tasks A.2 —
Report Distribution Requirements, A.3 — Submittal Process, A.4 — Recipient Access
Characteristics, and A.5 — Systematic Alert Systems. The third chapter provides suggested
recommendations.

In more detail, Chapter 1 covers Task A.1 activities, including research methodology,
characteristics of recipient organizations, and a summary of the discussions with the recipient
organizations. The chapter includes two tables: Table 1 identifies the eight recipients on the
FHWA letter directive; Table 2 summarizes the results of discussions with these recipients.

Chapter 2 covers the Task A.2 through Task A.5 activities that were included in the State DOT
Library survey. Research methodology, results of survey responses, and summary of results are
presented. Survey topics include: editing and distribution of State Planning and Research (SPR)-
funded reports and updating/correcting reports that have been distributed; the requirements for
the Technical Report Documentation Page (Form DOT F 1700.7); report formats/media
accepted; systems to alert users when new reports are available; practices for collecting,
cataloging, and maintaining/archiving reports; and other state-specific requirements. Two
figures are included in the chapter: Figure 1 presents responses to Survey Question 10, Reported
Requirements for Technical Report Documentation Page; Figure 2 presents the distribution of
responses to Survey Question 29, Average Distribution Delay.

Chapter 3 provides an interpretation of findings from the task activities and suggests a course of
action based on the best practices for distributing, providing access to, and archiving
transportation research.



1. REPORT DISTRIBUTION (TASK A.1)

By the directive of a letter signed June 22, 2011, by Michael Trentacoste, Associate
Administrator of the Federal Highway Administration (FHWA), reports produced under the State
Planning and Research (SPR) Program may be distributed in electronic form and must be
distributed to specified recipients. The required recipients are listed below in Table 1. (See

Appendix A for a copy of this letter.)

Table 1. Eight Recipients

Federal Highway Administration (FHWA) Research
Library

Turner-Fairbank Highway Research Center
6300 Georgetown Pike

McLean, VA 22101-2296
fhwalibrary@dot.gov [font]

FHWA, Office of Corporate Research, Technology,
and Innovation Management, HRTM-10

Turner-Fairbank Highway Research Center, Room T-305

6300 Georgetown Pike
McLean, VA 22101-2296
john.moulden@dot.gov

National Transportation Library (NTL)

NTL Headquarters, W12-300
1200 New Jersey Avenue SE
Washington DC 20590
NTLDigitalSubmissions@dot.gov

National Technical Information Services (NTIS)

U.S. Department of Commerce
5301 Shawnee Rd

Alexandria, VA 22312
input@ntis.gov

Transportation Research Board (TRB)

Transportation Research Board Library (TRID)
500 Fifth Street, NW

Washington, DC 20001
http://trid.trb.org/submit.aspx

Volpe, The National Transportation Systems Center

Kendall Square

Technical Reference Center
Cambridge, MA 02142
Susan.dresley@dot.com

Northwestern University Transportation Library

1935 Sheridan Road
Evanston, IL 60208
r-sarmiento@northwestern.edu

University of California, Berkeley (UC, Berkeley)

TRI-NET Repository, Institute of Transportation Studies Library

412 Mc Laughlin Hall
Berkeley, CA 94720

revans@library.berkeley.edu

Research Methodology

The objective of Task A.1 was to identify and understand how these recipients process the SPR-
funded reports they receive from State DOTs and/or the DOT contractors. To meet the
objectives, the scope of work involved a discussion with appropriate contacts for each of the

eight recipient organizations, covering the following topics:

a. Do you maintain a list of all SPR-funded reports you receive?
b. Do you add them all to your collection?

c. What criteria do you use for selecting them for your collection? Topic? Final reports

only?
d. Do you catalog them?
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e. Are your catalog records in OCLC (previously Online Computer Library Center, Inc.,
and Ohio College Library Center)?

f.  Where do you store the electronic copies that you retain and catalog?

g. Do your catalog records include a permanent URL, URI, DOI?

h. Do you have a strategy for long-term preservation of the reports, including periodic
checks of file integrity and migration?

i.  Who do you think should be responsible for long-term maintenance and preservation of
the electronic SPR-funded reports?

j. Do you collect paper copies of reports in addition to the electronic copies?

The appropriate contact for each agency was identified through the FHWA directive letter and
through inquiries to the agencies and institutions. Discussions were held with the following
representatives in May, June, and early July 2014. Follow-up telephone calls were made and
emails were sent to obtain further clarification regarding topics from the initial conversations.
The contacts are listed below:

1. Deena Adelman, Reference and Interlibrary Loan Librarian, FHWA Library,
deena.adelman.CTR @dot.gov 202-493-3058

2. John Moulden, Manager, RD&T National Partnership Program, FHWA, Office of

Corporate Research, Technology, and Innovation Management, john.moulden@dot.gov.

202-493-3470

Mary Moulton, Digital Librarian, NTL, mary.moulton@dot.gov 202-366-0303

Cari Lawson, Program Analyst, NTIS, clawson@ntis.gov 703-605-6099

Lisa Loyo, Manager, Information Services, TRB, lloyo@nas.edu 202-334-2990

Susan Dresley, Librarian, Volpe, volpelibrary@dot.gov 617-494-2117

Roberto Sarmiento, Director, NWUTL, r-sarmiento@northwestern.edu 847-491-2913

Rita Evans, Director, UC, Berkeley, ITS Library, rita.evans@berkeley.edu 510-643-3564

PN W

Characteristics of Recipient Organizations

The following is a description of each of the eight recipient organizations on the FHWA
directive letter, and includes the agency affiliation, mission statement and authorizing language
(if applicable).

FHWA Library — Serves the information needs of U.S. DOT’s FHWA employees; will answer
questions from the public. The library collects books, reports, technical reports, technical
standards, and periodicals. The library provides reference and research services and inter-library
borrowing services to FHWA employees.

(www.fhwa.dot.gov/research/library/reportsources.cfm)

FHWA, Office of Corporate Research, Technology, and Innovation Management —
Supports U.S. DOT’s FHWA agency and their employees at Turner-Fairbanks Highway
Research Center. The office develops and executes policy, budget, program management, and
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administrative mechanisms to enable a nationwide FHWA research, development, and
technology (RD&T) program to be carried out in cooperation with its partners.'
(www.fhwa.dot.gov/research/tfthrc/offices/corporateresearch/)

National Transportation Library (NTL) — NTL is a repository of U.S. DOT transportation
information, serves as a portal of transportation data, and provides library services to U.S. DOT
employees. NTL was established by Transportation Equity Act for the 21% century (TEA-21) and
its role expanded in 2012°s Moving Ahead for Progress in the 21* Century (MAP-21 H.R. 4348-
486, § 6304). NTL’s mission is to maintain and facilitate access to statistical and other
information needed for transportation decision-making at the Federal, State, and local levels, and
to coordinate with public and private transportation libraries and information providers to
improve information sharing within the transportation community. The NTL’s Selection
Statement states, “All items of relevance to the transportation field and received by the library
are to be added to the NTL Digital Repository. All items are held permanently in the Digital
Repository. No items of relevance to the transportation field are to be excluded.” The NTL
creates catalog records for items in the Digital Repository. A NTL catalog record contains: Title,
ID, Authors, Corporate Author, Publisher, Year, URL, and Database (NTL Digital Repository).
(www.ntl.bts.gov/policies/colldev.html)

National Technical Information Service (NTIS) — NTIS is in the U.S. Department of
Commerce and serves as the largest central resource for government-funded scientific, technical,
engineering, and business related information available today. NTIS seeks to promote American
innovation and economic growth by collecting and disseminating scientific, technical, and
engineering information to the public and industry, by providing information management
solutions to other federal agencies, and by doing all without appropriated funding. NTIS receives
no appropriations. Its revenue comes from two sources: 1) the sale of technical reports and 2)
services to Federal agencies that help them communicate more effectively with their employees
and constituents. Title 15 U.S.C. § 3704b-2 (a) Transfer of Federal scientific and technical
information, states, “The head of each Federal executive department or agency shall transfer in a
timely manner to the National Technical Information Service unclassified scientific, technical,
and engineering information which results from federally funded research and developmental
activities for dissemination to the private sector, academia, State and local governments, and
Federal agencies.”

A NTIS record contains: Accession Number, Title, Publication Date, Media count (pages),
Abstract, Keywords, Source Agency, NTIS Subject Category, Corporate Author, Document
Type, Title Note (e.g., Final Report), NTIS Issue Number, Contract Number. Record provides
purchase cost per media type (electronic document, customized CD, and paper copy).
(www.ntis.gov)

TRB — The Transportation Research Board creates, hosts, and maintains TRID, an integrated
database that combines the records from TRB’s Transportation Research Information Services
(TRIS) database and the Organization of Economic Co-Operative and Development (OECD)’s
Joint Transport Research Center’s International Transport Research Documentation (ITRD)
Database. TRID provides access to more than one million records of transportation research

"'SPR funds are sent to the States by FHWA and their use is overseen by the FHWA Division Office in each State. States are required to produce
an annual work plan that is approved by the Division Office.
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worldwide. In regards to conditions for approval of FHWA planning and research funds for
RD&T activities, Title 23 CFR 420.209 states, “As a condition for approval of FHWA planning
and research funds for RD&T activities, a State DOT must develop, establish, and implement a
management process that identifies and results in implementation of RD&T activities expected to
address high priority transportation issues. Title 23 CFR 420.209 (a) (4) states the management
process for RD&T activity must include “Support and use of the TRIS database for program
development, reporting of active RD&T activities, and input of the final report information.”

A TRID record contains: Title, Accession Number, Record Type, Record URL, Availability,
Abstract, Report Numbers, Contract Numbers, Language, Corporate Authors, Pagination,
Publication Date, Media Type, Features, TRT Terms, Identifier Terms, Subject Areas, Files, and
Last Modified (Date). Most records also have a full document view attachment. TRB is one of
six major divisions of the National Research Council — a private, nonprofit institution that is the
principal operating agency of the National Academies in providing services to the government,
the public, and the scientific and engineering communities.

(www.trid.trb.org)

Volpe, The National Transportation Systems Center — Volpe is an agency within the U.S.
DOT. Its mission is to improve transportation by anticipating and addressing emerging issues
and advancing technical, operational, and institutional innovations across all modes. It is funded
by sponsor projects and partners with public and private organizations to assess the needs of the
transportation community, evaluate research and development endeavors, assist in the
deployment of state-of-the-art transportation technologies, and inform decision-and policy-
making through comprehensive analyses.

(www.volpe.dot.gov)

Transportation Library, Northwestern University (NWU-TL)? — One of the largest
transportation information centers in the world, encompassing information on all transportation
modalities. It includes a significant collection on law enforcement, police management, and
traffic enforcement. The NWU-TL collection of environmental impact statements is one of the
most comprehensive world-wide. The library contains over 500,000 items. It produces
TRANweb, a web based periodical index of transportation and law enforcement articles and
conference proceedings.

(www.library.nortwestern.edu)

Institute of Transportation Studies Library, University of California, Berkeley (UC
Berkeley, TRI SNET)3— This library houses one of the pre-eminent transportation collections in
the United States. It serves the research needs of the Institute of Transportation Studies and the
University of California system. OskiCat is the catalog for all UC Berkeley libraries. B/TRIS is a
database started in 2001 that provides bibliographic records to TRIS on CALTRANS-sponsored
research and TRB annual meeting papers”.

(www.its.berkely.edu)

2 Recommendations were made in the mid-1970’s to have a national network of Transportation Research Information Services (TRISNET)
include a series of regional centers to provide local access to the network and loans and photocopies of transportation documents cited in TRIS
(now TRID). [Rath, G.J. (1975). The Effectiveness and Feasibility of a TRISNET Regional Center Information Transfer. DOT-TST-76-36,
USDOT]

3 Evans, R (2007). The Role of Large Academic Libraries in Transportation Research. Presentation at the SLA Annual Conference, 2007.

A-5


http://www.library.nortwestern.edu/

Summary: Discussions with Recipient Organizations

Federal law requires the US DOT/FHWA to support and use the TRID database and to use NTL
as a repository for all FHWA planning and research funds for RD&T activities. The US
Commerce agency NTIS is required to collect and disseminate all federally-funded research and
development activities to government, academia, and the private sector.

The FHWA library serves the information needs of the FHWA employees and is not required to
be a repository for all FHWA funded research. Volpe’s library is a repository of primarily Volpe-
authored reports, of which over 4,300 are in the NTL. Many of the older Volpe reports are not
available in electronic full text. Volpe is not required to be a repository for all FHWA-funded
research.

The two university-affiliated transportation libraries (Northwestern University, Evanston, IL and
University of California, Berkeley, CA) are not required by federal law to be repositories for
reports from SPR-funded research. The distribution of research reports from State DOTs to these
universities began in the pre-internet days when it was felt that these institutions could best serve
TRIS (now TRID) by collecting these reports and helping TRIS (now TRID) in building the
bibliographic database”.

The discussions with contacts from the eight recipient institutions and agencies revealed that the
State DOTs are distributing the SPR-funded reports to one or more institutions specified in the
FHWA directive letter. The Transportation Research Board (TRB) indexes the reports in the
TRID database. The NTL creates catalog records for the reports and adds the reports in
electronic form to its Digital Repository. TRB and the NTL collaborate to add NTL URLs to the
TRID database. The FHWA library periodically checks with the NTL to confirm that the NTL is
receiving all FHWA-funded reports that have been published. The University recipients archive
electronic copies of reports, as well as paper and other electronic media (CD, USB flash drive,
etc.), but there is no systematic effort on their part to preserve all of the reports.

All of the contacts felt that NTL should be the designated repository for all FHW A-funded
reports (including SPR-funded reports); most felt that TRID should be the bibliographic database
for all FHWA reports. The Universities felt that each State DOT should also be a repository for
reports it produces with FHWA funds.

It is important to note that none of the eight recipients pro-actively searches for studies being
managed by the State DOTs to determine if a final deliverable (report) has been submitted.

Table 2 summarizes the results of the discussions with the contacts from the eight recipient
organizations.



Table 2. Results of Discussion with Eight Recipient Organizations

FHWA uc
OCRT&IM FHWA Library NTL TRID NTIS VOLPE Berkeley NWU-TL
Maintains a list of all SPR-funded
. NO YES YES YES YES NO NO NO
reports received
Adds all SPR-funded reports to
. NO YES YES YES YES NO NO NO
collection
Criteria for adding SPR-funded reports ALL VOLPE- CADOT | NWU-Specific
. NO ALL (accepts CD, URL, and ALL ALL Relevant Reports and and
to collection PDF formats) Select Others Select Others
Catalogs SPR-funded reports N/A NO YES YES NO NO YES YES
Catalog records of SPR-funded reports
. N/A NO YES NO NO NO YES YES
in OCLC
Storage location of electronic copies
g p N/A Internal Server Internal Server . IhternaI.Server Internal NO Internal Internal
of SPR-funded reports (Bibliographic Records) Server Server Server
Catalog records for SPR-funded
reports include permanent URL, URI, N/A NO YES YES YES N/A YES YES
and/or DOI
Long-term preservation strategy for
N/A NO YES YES YES N/A YES YES
SPR-funded reports
Preferred repository for SPR-funded NTL, TRID, NTL and NTL and
NTL and TRID NTL NTL NTL N/A and FHWA State State
reports Library Repository Repository
Collects paper copies of SPR-funded
N/A NO NO NO YES NO YES YES
reports
Pro-active search for SPR-funded
N/A NO NO NO NO NO NO NO
reports
There needs to be Currently working on PDF downloads of full
a check of 508 4 . & reports are in many of Many State
. a new archival . .
compliance. the bibliographic DOT reports
. system. Charges a .
Receives all records. arrive
Other Comments I document .
SP&R reports | Cannot identify . . without
. Monthly receipt of . delivery fee.
funding source on Monthly receipt of proper

many State DOT
reports received.

SPR-funded reports
shared with TRID.

SPR-funded reports
shared with NTL.

identification.
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2. REPORT DISTRIBUTION REQUIREMENTS, REPORT ACCESS, ARCHIVAL, AND
ALERT SYSTEM CHARACTERISTICS (TASKS A.2 - A5)

There are internal requirements and practices within the State DOTs regarding how they are to
distribute the SPR-funded reports across the transportation information and research community.
Variation in State DOT information practices is recognized in the community and has warranted
this research to understand the differences.

Research Methodology

In order to identify the distribution requirements and processes of the State DOTs, the following
measures were employed:

(1) Review of original RFP, TransAnalytics (TA) proposal, and TA’s approved action plan;

(2) Identification of State DOT libraries (Minnesota DOT’s website list of State DOT
Libraries);

(3) Connection with each State DOT Library to identify appropriate individual that would
participate in the survey;

(4) Development of survey (drafts were reviewed by TA consultant and other project review
committee members);

(5) Pilot testing of survey with selected State DOT Libraries (AZ, ID, MN, NJ, and WI);

(6) Distribution of final version of survey (via Survey Monkey) with two follow-up emails;

(7) Collection of data;

(8) Summarization and analysis of data; and

(9) Preparation of report.

(Appendix B provides the survey instrument.)



Results

Below is a summary of responses to the survey questions. Each header identifies the questions discussed
in the subsection that follows.

Participants
(Survey Questions 1-2)

Thirty-nine (39) State DOT Libraries/Research Centers were sent the survey on July 3, 2014.
(See Appendix C for list of recipients.) Several recipients mentioned that they needed the
assistance of others to complete the survey and requested printable versions; therefore, on July 7,
2014, TA sent a printable, interactive PDF version of the survey to all recipients. A reminder was
sent July 24, 2014 specifying a closing date of August 1, 2014 to complete the survey. One
recipient sent the responses electronically via interactive PDF, and one sent the responses as a
Word document. In these cases, TA entered the responses into the electronic survey.

Overall, 21* agencies (54%), representing the following 20 States, completed the survey in its
entirety: AZ, CA (CALTRANS, UC Berkeley), CT, ID, 1A, KS, KY, ME, MD, MN, M1, MO,
MT, NJ, NV, NY, OH, VA, WA, and WL

Most (76.2%) of the State DOT respondents held a librarian position (i.e., Librarian, Head
Librarian, Library Director or Administrator, etc.). Five of the respondents held non-library-
specific job titles: Deputy Director of Policy and Research, Outreach and Communications
Specialist, Technology Transfer Coordinator, Research Director, and Senior Research Analyst.
Question 2.

Over half (52.4%) of the respondents noted that their library was part of the Research Center of
the State DOT. Only 14.3% of the respondents reported that their library was separate from the
research center. The remainder (33.3%) of the respondents reported that their library was part of
Contracting Services, a separate department in the same division, or was now closed (OH); one
respondent noted that the DOT does not have a library (MD). Question 3.

Receipt and Editing of Reports
(Survey Questions 4 - 6, 16, 17, 47, 48)

Seven (7) of 10 respondents (70%) receive SPR-funded contractors’ reports directly from the
DOT Research Center. Only two respondents receive the reports directly from the SPR-funded
contractors, and one respondent reported receiving reports from both the Research Center and the
contractor. Question 4.

Twelve (12) of 20 respondents (60%) reported that their agency edits the SPR-funded reports
once they are received from the contractors. Respondents reported that final determination that
the SPR-funded report is ready for distribution is made by the Research Program Managers,
Research Directors, Project Managers, Deputy Directors, FHWA Division staff, Technical
Panels, and Technology Transfer Specialists. Questions 5 and 6.

4 . . . . . .
The survey was designed to skip questions not relevant to certain respondents (based on answers to previous questions). Therefore, not all of the
questions have 21 responses.



Thirteen (13) of 15 respondents reported that they faced some obstacles in receiving research
reports from SPR-funded projects sponsored by their agency. Timeliness of report deliverables
was the most frequently reported obstacle (46.7%). Other commonly reported obstacles included
lack of communication between departments (20.0%) and quality of writing (13.3%). Question
16.

Eleven (11) of 21 respondents provided additional comments (optional) regarding practices and
requirements relating to distribution and maintenance of SPR-funded research reports. These
comments related to agency requirements for printed copies, reports being representative of the
DOT, contractor distribution rights, responsibilities for completing the technical report
documentation page, inserting their DOT report cover and DOT number, and requirements for
distribution of reports. Question 17.

Sixteen (16) of 19 respondents (84.2%) reported that they rarely receive updates or corrections to
SPR-funded reports that their agency has already submitted to the required recipients. Three of
the respondents (15.8%) reported that they never receive updates. None of the respondents
answered “frequently” or “very frequently” to this question. When asked how their agency
handles these updates and/or corrections, 6 of the 15 (40.0%) respondents reported that the
agency requires the contractor/researcher/original author to make the changes and then the
agency resubmits; 3 respondents (20.0%) reported that they make these changes in house and
then resubmit; 3 (20.0%) reported that they submit an addendum or correction (errata) sheet; 1
respondent reported that they do nothing for these updates or corrections; and 1 reported that it
depended on the situation. Questions 47 and 48.

Practices and Requirements Related to the Technical Report Documentation Page (Form
DOT F 1700.7)
(Survey Questions 7 — 10, 52-53)

Sixteen (16) of 19 respondents (84.2%) reported that they edit the Technical Report
Documentation Page of received SPR-funded reports. Ten (10) of the 19 respondents (52.6%)
reported that they provide instructions to the contractor for filling out the Page. Nine (9) of the
10 respondents (90%) noted that the instructions they provide were developed by their agency;
only 1 respondent reported that their agency uses the U.S. DOT Standards for the Preparation
and Publication of DOT Scientific and Technical Reports (DOT-TST-75-97). Questions 7-9.

Eighteen (18) of the 21 respondents (86%) identified the fields on the technical documentation
page that their agency requires to be completed by contractors. The most common fields
required (over 75% of respondents) are as follows (in descending order):

Abstract (16.) 100%
Title and Subtitle (4.) 94%
Authors (7.) 94%
Key Words (17.) 94%
Report Date (5.) 89%
Sponsoring Agency Name/Address (12.) 89%
Performing Org. Name/Address (9.) 89%
Report No. (1.) 83%
Type of Report/Period Covered (13.) 78%



Less common fields required (75% to 50% of respondents) are as follows (in descending order):

Distribution Statement (18.) 72%
Number of Pages (21.) 67%
Security Classification (of this report) (19.) 67%
Contract or Grant No. (11.) 61%
Security Classification (of this page) (20.) 56%

The least common fields required (less than 50% of respondents) are as follows (in descending
order):

Performing Org. Report Number (8.) 44%
Supplementary Notes (15.) 28%
Sponsoring Agency Code (14.) 22%
Performing Organization Code (6.) 17%
Government Accession Number (2.) 6%
Recipient’s Catalog Number (3.) 6%
Price (22.) 6%
Work Unit Number (10.) 0%

Figure 1 identifies the reported requirements of the Technical Report Documentation Page by
respondents in order of the fields on the form. Question 10.

A more in-depth discussion on findings regarding promoting more effective use of the Technical
Report Documentation Page is included in a separate, Part B report”.

* Mastromatto, T., Decina, L., & Tucker, S. (2014). Recommendations for More Effective Use of the Technical
Report Documentation Page (Form DOT F 1700.7). Final Report.

A-11



Q10 What fields on the technical
documentation page (Form DOT F 1700.7)
does your agency REQUIRE to be
completed? Please check all that apply:
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Figure 1. Reported Requirements for Technical Documentation Page
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Only 2 of 11 respondents (18.2%) reported that their requirements for the Technical Report
Documentation Page specify that a URL be included; one in the Supplementary Notes (15) field
and the other in the Distribution Statement (18) field. Questions 52-53.

Format of Reports Received
(Survey Questions 11- 12)

Respondents were asked what file formats/media their agency accepts for SPR-funded research
reports (respondents were able to select more than one format/media). Nineteen (19) respondents
reported as follows:

Electronic PDF (17) 89%
Electronic Microsoft Word Document (16) 84%
USB Flash Drive/CD (11) 58%
Paper (7) 37%

Of the 7 agencies that reported that they accept paper copies, only 1 reported that they convert
these paper copies to electronic format. Questions 11-12.

FHWA Distribution List Requirement Practices
(Survey Questions 18, 21-30)

Respondents were asked to select the organizations that their agency is required (by FHWA or
State) to send SPR-funded reports to. Nineteen (19) participants responded; the following is the
distribution of responses by frequency:

Transportation Research Board (TRID) 100%
National Transportation Library (NTL) 95%
National Technical Information Service (NTIS) 68%
State Library 63%
FHWA Research Library 58%
Turner-Fairbank Highway Research Center 58%
Northwestern University Transportation Library 58%
Volpe National Transportation Systems Center 47%

University of California, Berkeley, Ins. Tr. Studies 32%

Respondents also listed other places that they send SPR-funded reports: Wisconsin Document
Depository Fund; Legislative Reference Library Chief Clerk of MN, House Secretary of the MN
Senate, APWA; Northeast States Research Engineers, University of Connecticut Technology
Transfer Center; University of Kentucky Archives, UKnowledge Repository, UK Libraries.
Question 18.

Fifty percent (10 of 20) of respondents reported that they do not send SPR-funded reports to all
of the eight institutions on the FHWA list. Respondents reported that they do not send SPR-
funded reports to: FHWA Research Library; Turner-Fairbank Highway Research Center; Volpe;
Northwestern University Transportation Library; and University of California (UC) Berkeley.
Some respondents mentioned that they did not know or did not remember they were supposed to




send SPR-funded reports to certain organizations, that a librarian at a FHWA office told them
they did not need to submit SPR-funded reports there, and that UC Berkeley asked them to stop
sending SPR-funded reports. Questions 21-22.

Six (6) of 19 respondents (31.6%) reported that all of their recipients are sent electronic PDFs,
and 7 of the 19 (36.8%) reported that Ssome recipients are sent electronic PDFs. Eighteen (18)
respondents (94.7%) reported that none of their recipients are sent other electronic versions (i.e.
Microsoft Word documents), and 10 respondents (52.6%) reported that none of their recipients
are sent paper copies of reports. Eight (8) of the 19 respondents (42.1%) reported that some of
their recipients are sent paper copies (i.e, University of Kentucky Archives; State Libraries/
Document Depositories; Library of Congress; FHWA regional office). Questions 23-25

Eleven (11) of the 19 respondents reported that all of their recipients are sent URLs pointing to
reports housed on a server, and 6 (31.6%) reported that some recipients are sent URLs (primarily
NTIS, and TRB-TRID). Only 2 respondents (10.5%) reported that none of their recipients are
sent URLs. Most respondents (88.2%) reported that these URLs point to their agency’s own
server; 29.4% of respondents reported that these URLSs point to their State Library’s server; and
17.7% reported that these URLSs point to the NTL’s server. Note: percent total exceed 100%
because 5 of the 9 respondents (29.4%) reported that their reports are housed in more than one
location. Questions 26-27

Distribution to Other Organizations
(Survey Questions 19, 31-33)

Sixteen (16) of 20 respondents (80%) reported that their agency voluntarily (not required) sends
SPR-funded reports to other organizations. Some of these other organizations include: State
archives/libraries; other State DOTs and University Transportation Centers (UTCs); State
Universities; Library of Congress; and the performing organization. Questions 19-20.

Over half of all respondents (57.1%, or 12 of 21) reported that their State has a document
depository that their agency submits SPR-funded reports to. Five (5) of the 21 respondents
(23.8%) reported that although their State has a document depository, the agency does not send
SPR-funded reports there, and 4 respondents (19.1%) reported that their State does not have a
document depository. Question 31.

Nine (9) of 20 respondents (45.0%) reported that their agency makes SPR-funded reports
available before distributing them to the FHW A-required institutions. Of these 9, 6 (66.7%)
reported that these reports are made available via website and 3 (33.3%) reported that the reports
are available for internal use. Questions 32-33

Distribution Delay
(Survey Questions 29-30)

Respondents were asked what the average delay is between when their agency receives the
completed SPR-funded report (ready for distribution) and when it is sent to those on the FHWA
list. Of the 19 who responded to this question, almost half of the respondents (47.3%, or 9 of 19)
reported that the average delay was 0 to 3 months; 21.1% (4 of 19) reported that there was no
delay and that these reports were distributed immediately. Only 1 respondent reported an average
delay of 3 to 6 months; and only 1 reported over 6 months. Four (4) of the 19 respondents
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(21.1%) reported that their average delay did not fit into these pre-defined categories (i.e., less
than 1 month, 0-6 months, unsure). Figure 2 presents the distribution of responses concerning
average delay. Thirteen (13) respondents cited reasons for delay. Most mentioned internal issues
(46.2%) and limited staft resources/heavy workload (38.5%) as the primary reasons for delay.
Questions 29-30.

What is the average delay between when your agency receives
the completed SPR-funded report (ready for distribution) and
when it is sent to those on the FHWA list?

m No delay, sent immediately
® 0-3 months

1 3-6 months

o

m Over 6 months

m Other

Figure 2. Distribution of Responses to Question 29, Average Distribution Delay

Alert Systems
(Survey Questions 35-38),

Respondents were asked if their agency has an alert system to inform users when SPR-funded
reports are produced. (The survey provided the example of AASHTO-SCOR/RAC — publications
subscription). Thirteen (13) of the 21 respondents (61.9%) stated that they have an alert system.
When asked what type(s) of alert system(s) they used, the following were checked (in order of
frequency):

Group email distribution list 69%
RSS Feed 31%
Other 23%
Listserv (or other email list service) 15%
Notifications posted on their website 15%

Responses to the other category included: ITD Resource Library Connections Newsletter; social
media newsletter; and GovDelivery — Research Center News (1100 + subscribers). Questions 35-
36.



The vast majority of respondents (75% or 9 of 12) reported that their alert system coincides with
sending reports to the organizations on the FHWA list. Question 37.

Preferences

When asked what type of alert system they would prefer for being notified about reports from
other agencies, the majority of respondents (52.9% or 9 of 17) reported that they prefer email
(e.g., group email, listserv). Other preferred systems included centralized notifications and
electronic-newsletters (11.8% each). Question 38.

Maintenance (Collecting, Cataloging, and Maintenance)
(Survey Questions 40-46; 13 to 15)

Nearly all of the respondents (95% or 19 of 20) reported that their agency maintains a collection
of research reports from projects sponsored by their State, FHWA, and other State DOT’s. The
format(s) that each agency collects was reported as follows: both paper and electronic (17 of 21
or 80.9%) and electronic only (2 of 21 or 9.5%). One respondent reported that the agency
collects multiple formats, which includes not only both print and electronic, but CD-ROMs, flash
drives, and floppy disks as well. Another respondent reported that the format collected depends
on the organization the report comes from. The vast majority of respondents (18 of 21 or 85.7%)
said maintenance of this collection was the responsibility of a librarian (e.g., Librarian, Senior
Librarian, Library Administrator). Other responses included Research Director (1 of 21 or 4.8%),
Webmaster (4.8%), and Senior Research Analyst (4.8%). Questions 40-42.

All respondents reported that their agency adds all of their State’s SPR-funded reports to the
report collection. For criteria (e.g., topic specific) used for selecting which reports to add to their
collection, most reported they collect just their State DOT reports specifically (9 of 17 or 52.9%)).
For those that go beyond their State DOT reports, selection is based on topics relevant to their
State DOT’s interests. Some decisions are based on report format (e.g., print, electronic) as well.
Question 44,

Nine (9) of 20 (45%) of respondents reported that they use their own local system for cataloging
reports; 7 of 20 respondents (35%) reported that they use OCLC and 4 respondents (20%) use the
Library of Congress classification. One (1) respondent (5%) reported that they use EOS
International to catalog their reports, and 2 respondents reported that they do not catalog (10%).
Over half (11 of 20 or 55%) of respondents reported that their agency stores catalog records in
both OCLC and in a local catalog, 25% (5 of 20) reported that these records are stored in a local
catalog only, and 15% (3 of 20) store their catalog records in OCLC only. Questions 45-46.

Thirteen (13) of 21 respondents (61.9%) reported that UTCs send reports to their agency. Of the
21 respondents, 14 (66.6%) reported that they do not actively collect UTC-funded reports on
their own. One respondent reported that they receive these reports from a third party
(subscription to NTIS database). Questions 13-15.

Archival Procedures
(Survey Questions 49 — 58)

Over half of all respondents (11 of 20 or 55%) reported that their agency assigns a permanent
URL to each report. When asked where the URLSs are stored, all 9 respondents to this question



reported that these URLSs point to their State DOT server. When asked what obstacles, if any,
they face concerning URLs, most respondents (5 of 9 or 55.6%) reported concerns with server
name change and/or other technical issues that are outside their control. Nine (9) of 11
respondents (81.8%) reported that their agency does not require that the URL be specified on the
Technical Report Documentation Page (Form DOT F 1700.7). Two (2) respondents reported that
the permanent URL is included in both their agency’s local catalog records and in OCLC, 1
respondent reported that this URL is included in the local catalog only. Questions 49-54.

All respondents reported that electronic copies of their agency’s SPR-funded reports are stored
on an internal server (19 of 19 or 100.0%), and most reported that they were housed by the
National Transportation Library (15 of 19 or 42.1%) as well. A majority (11 of 19 or 57.9%) also
reported that their SPR-funded reports are stored in their State document depository. The
distribution of responses is as follows (totals exceed 100% because each respondent was able to
select more than one response). Question 55

On an internal server 100.0%
National Transportation Library 78.9%
In the State document depository 57.9%
On an external server 42.1%
In our DOT library database 26.3%
On a librarian’s computer 5.3%

Sixty percent (60%) or 12 of 20 respondents reported that their agency does not have a strategy
for long-term preservation of SPR-funded reports that includes periodic checks of file integrity
and migration; 20% (4 of 20) reported that their agency does have a preservation strategy, and
20% reported that another organization is responsible for long-term preservation of their SPR-
funded reports. Notably, 2 of the 4 respondents who specified that another organization is
responsible commented that their agency actually has a long-term preservation strategy for paper
copies but not electronic copies. Strategies for preservation include: electronic records
management systems, perpetual retention of hard copies (digitally convert to PDF and TIFF files
stored on CD-ROM). Questions 56-57.

When asked about other comments concerning the archiving of SPR-funded research reports, 2
respondents commented that they hope NTL provides a “stable home” for their documents, and
one commented that TRID should create a unique URL for each report.

Summary of Results (Tasks A.2 - A.5)

Most of the State DOT respondents are part of their State’s Research Center, which is
responsible for managing and releasing the incoming SPR-funded reports from contractors. Most
of the Research Centers and Libraries edit the reports (including the Technical Report
Documentation Page—Form DOT F 1700.7) after they receive them from contractors. Generally,
the DOT agencies require the following fields to be filled in on the Technical Report
Documentation Page: abstract, title, authors, key words, report date, sponsoring agency,
performing organization, report number, and type of report/period covered. Most State DOT
agencies accept the reports in electronic PDF and Microsoft Word formats; and only about one-



third of the libraries accept paper copies of reports. Over half of the State DOTs receive some
non-SPR reports from UTCs, but most do not actively collect these reports.

All of the State DOT agencies reported that they are required to send completed SPR-funded
reports to TRB (TRID) and nearly all reported that they are required to send them to the NTL.
About two-thirds reported that they were required to send the reports to NTIS and their State
Libraries, and a little over half reported that they were required to send them to the FHWA
Research Library, FHWA Turner-Fairbanks Highway Research Center, and Northwestern
University Transportation Library. Less than half reported that they were required to send these
reports to Volpe and the University of California, Berkeley, Institute of Transportation Studies.
Most of the respondents voluntarily send reports to other institutions upon request. Over two-
thirds of the State DOT agencies reported that the average delay in distributing SPR-funded
reports to required recipients was 3 months or less.

Approximately two-thirds of the State DOT agencies have an alert system. Most use a group
email distribution list which tends to be the most preferred type of alert among respondents.
Three-fourths of the respondents reported that the alert coincides with sending reports to their
required recipients.

All of the State DOT agencies add their own SPR-funded reports to their collections; and most
catalog using their own internal system and/or OCLC. In general, the State DOT agencies rarely
receive updates or corrections to the SPR-funded reports and have varied practices on how they
handle report revisions.

Over one-half of the respondents reported that their agency assigns a permanent URL to each
report and that the URL points to a State DOT server. Only two respondents reported that their
agency requires the URL be specified on the Technical Report Documentation Page of the
report. The concern of the majority of respondents regarding URLSs relates to server name
changes and other technical issues that are out of their control.

Most of the State DOT agencies report storing SPR-funded reports on an internal server and with
the NTL. Over half reported that they also store these reports with a State document depository.
Notably, the majority of the respondents do not have strategy for the long-term preservation of
SPR-funded reports.



3. INTERPRETATION OF RESULTS AND RECOMMENDATIONS FOR BEST
PRACTICES

Interviews with the Eight Organizations That Receive Reports by FHWA Directive

The Code of Federal Regulations specifies Transportation Research Board (TRB) involvement in
recording report information in the TRID/TRIS database. TRB Information Services creates
index records for all reports from FHW A-funded research that TRB receives.

Similarly, the National Transportation Library (NTL) is mandated, by legislation in its case, to
maintain and facilitate access to information needed for transportation decision-making. NTL
adds reports from FHW A-funded research to the NTL Digital Repository and holds them
permanently. Both TRB and NTL report collaborating to ensure that each receives all SPR-
funded reports that have been distributed by the State DOTs.

Among the other recipients named in the FHWA directive, NTIS has as its mission to collect and
disseminate reports from federally-funded research. Because, however, NTIS deals with a wide
range of agencies and because it has limited funding, it is less closely tied to transportation and
less likely to collect transportation research more comprehensively than TRB and the NTL.

The other five organizations (FHWA Library, FHWA OCRT&IM, VOLPE, NWU, and UC
Berkeley) are not required by law or regulation to collect and maintain reports from FHWA-
funded research, and none of them collect such reports comprehensively. Because redundancy in
catalogs and holdings is useful in improving discovery and access, it is worthwhile that these five
collect and catalog reports. If, however, any of them would prefer not to receive State DOT
reports, FHWA should remove them from the required distribution list — to save work by both the
DOT distributors and the recipients.

One issue that may require attention is ensuring that the State DOTSs send full-text electronic
copies of their reports or a correct URL linking to the full-text report to the NTL and NTIS,
whose missions involve preservation. Although many State DOTSs reported that the URLSs for
reports on their servers may change over time, it has been confirmed that NTL and NTIS will
download the full-text of a report from a URL and incorporate it into their respective repository/
archive.

Another issue brought to light by personal experience (in the field) of the research team is
monitoring the production and distribution of reports from SPR projects, generally, including
those for which no report has been finalized. The FHWA Office of Corporate Research,
Technology, and Innovation Management and the FHWA Regional Offices could perhaps
collaborate in an audit function to encourage completion of all projects and communication of
all research results.

It should be noted that TRB’s TRID and the NTL Digital Repository are fundamental and critical
to discovery and preservation of transportation research. Legislators and the transportation
community should continue to provide adequate resources to allow them to prosper. The
responses of the eight report recipients reinforce this view. All felt that the NTL should be the
designated repository for reports from FHWA-funded research, and most felt that TRID should
be the primary bibliographic database.



Survey of State DOTs Concerning Distribution, Collection, and Maintenance of Reports

The research revealed that in addition to the FHWA directive, each of the State DOTS has its
own requirements for publishing, distributing, providing access to, and archiving SPR reports
from SPR-funded research managed by its own organization.

All of the State DOTs accept SPR-funded reports from their contractors in electronic form.
These reports are then reviewed, edited, and revised to meet the DOT’s research and readability
standards. Findings also show that the survey respondents, most holding library job titles, have a
role in completing the Technical Report Documentation Page (Form DOT F 1700.7). (Note: Part
B of this project focuses on the Technical Report Documentation Page and uses findings
identified from the survey and this report to support analysis in a separate report®.)

In addition, findings reveal that upon completion of the approval process, most State DOT
agencies distribute the completed reports to their own server and depository systems, announce
them to group email distribution lists, and in many cases submit them to their State Library
depository; and then distribute them to the national transportation databases and depositories
(TRB/TRID and the NTL) without much delay. The best practice for report distribution is
already in place.

Beyond distribution to TRB and the NTL, there is variation among the State DOTs regarding the
other six organizations listed in the FHWA directive; some DOTs use a modified list, consistent
with the wishes of the organizations that have requested not to receive reports. The variation
noted underscores the idea that FHWA should revise the directive letter. Required recipients
should include NTL, TRB/TRID, NTIS, and an FHWA recipient, possibly the appropriate
Regional Office.

With the access provided by TRID and the NTL, researchers and practitioners in transportation
fields can stay current, conduct research, and access information in their fields without incurring
any direct cost, as they can download full-text reports from FHWA-funded research. Because a back-
up system is practical, the DOTSs should continue to distribute the reports to the U.S. Department of
Commerce’s National Technical Information Service. It was suggested by some FHWA recipients
that each DOT should assume responsibility for long-term preservation of its own reports. In
addition, as funder, at least one FHWA office, perhaps the appropriate Regional Office, should
receive a copy of each SPR reports. Survey findings revealed that the current FHWA recipients do
not retain the reports.

It was found that approximately two-thirds of the State DOT agencies have an alert system; and
most use a group email distribution list that coincides, for most of the respondents, with sending
reports to their required recipients.

There was not much interest/support among participants for using RSS feeds as an alert system,
perhaps indicating that RSS is not widely used among survey recipients. Findings show that the
preferred alert system is group email, and, thus, the best practice is already in place in most
agencies.

A recommended instruction sheet has been developed based on the findings of this research. This
sheet is presented in Figure 4 below.

6 Mastromatto, T., Decina, L., & Tucker, S. (2014). Recommendations for More Effective Use of the Technical Report
Documentation Page (Form DOT F 1700.7). Final Report.
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INSTRUCTIONS

FOR PROVIDING ACCESS TO TRANSPORTATION
RESEARCH

This sheet provides an overview of instructions for the distribution of
Federal Highway Administration (FHWA) reports funded by the State Planning and
Research (SPR) program.

Where?
TRID, NTL, and NTIS

Distributing SPR-funded reports to TRID and NTL
is a must. These two organizations play a vital
role in providing access to the transporiation
community. A copy of the report should be sent to
the appropriate state or DOT archive as well

Sending to NTIS is required for all federally-
funded reports; it is also ideal fo serve as a back-
up system.

Send to ANYWHERE ELSE that expresses
interest in receiving these reports. Redundancy in
catalogs and holdings is useful in improving
discovery and access.

Who?

Group Email List

Creating a group email list of interested parties to

notify when new SPR-funded reports have been made
available is ideal. This provides necessary information
to those who want it, without the burden and margin of
error associated with searching for this information on

their own.

What?

URLs or Full Electronic

Send a full-text electronic copy of a
report, or a URL, to NTL, TRID, and
NTIS for their use in creating records.
NTL and NTIS will download the full
report from a URL .

Foliow your state’s procedures to
ensure that a full electronic copy is
added to the appropriate repository /
archive.

When?
0-3 Months

Upon approval, making
SPR-funded reparts
available as soon as
possible allows
researchers and
practiioners in
transportation fields to
stay current, conduct
research, and access

information.
Thiis sheet was crested as part of Transportation Library Connectivity and Development Poofed Fund Study TFP-5 (237) Research Repor? Distnbution
and Access Process improvement. For more information on the findngs of this study, please see” Decna. | Mastromatio, T, & Tucker, 5. (2014

Best Practices for Disinbuting, Providing Access To, and Archiving Transportation Research. (Fnal Repori)

Figure 3. Recommend Instruction Sheet for Providing Access to Transportation Research
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Appendix A: FHWA Directive Letter

o -

US, Departmextt Research, Development, and Technology  Turner-Fairbank Resezrch Center
of Tforgporkation _ i June 22, 2011
Federal Highway June 22, 2011 . 8300 Georgetown Pike
Administrofion ' Mol.ean, VA, 22101

202-493-3388
Fax: 202-483-3478
www.fhwa.dot gov/rescarch

In Reply Refer To:
HRT-1

Ms. Sandra Q. Larson 7

cfo Chairan, Research Advisory Committee/AASHTO
Towa Department of T ran:upwtatmn

800 Lincoln Way

Consistefit with a federal government-wide effort 1o reduce unnecessary printing costs and
environmental impact, I am amending our requirement for the receipt of printed research reports.
Currently, the State Planning and Research Guide (SP&R) speeifies that two printed copies of
SP&R-funded research reports are required to be sent to owr FHWA Reseatch Librarian, and five
printed or one electronic copy to our Office of Corperate Research, Technology and Innovation
Management. From now on, research reports from state departments of transportation nead only
be submitted in electronic form (in .PDF or Micresoft Word formats). Reports toe large to be
sent via e-mail may be submitted in CD, DVD, flash drive or other common electronic media.

Please continue to send elecironic report copies to the same FHWA recipients as listed below,
If your department prefers to send printed copigs of research reports, please include one copy in
electronic form and only one copy in printed form. The preferred formats for informational
copies sent 1o other recipients are specified below. If there are any questions, please direct them
t0: John Moulden at (202} 493-3470 or John Moulden@dotgov.

_ Please send elem@nie copies to the following libraries and offices:

Federal Hig_hwa} Administration Research Librarian
FHWA Research Library i

6300 Georgetown Pike

MecLean, VA 22101-2296

Mwalibrary{@dot.gov

Office of Corporate Research, T echnology, and Innovation Management
Federal Highway Administration, HRTM-10

Turner-Fairbank Highway Research Center, Room T-305

6300 Georgetown Pike '

MeLean, Virginia 22101

jolinmoulden/didot.goy
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Appendix B: Survey Instrument

As part of a Transportation Ubrary Connectivity and
Development Pooled Fund study. this survey concems
research report distribution and access process
improvement,

Ther svweesy Bk srexond 20 30 enievaess: theare are snpraxieesaliofy
QoG guestions.

After each section of guestions you will have the
opportunity to provide additional comments, as some
gueslions may not cover unigue report processing
proceduras,

Your time and et are appreciated,

Lawrence T Decina, Frincipal Investigator
Tid Masshommiatlo, Beososch Sessisiant

I ranzAnakytics, 11

21-038-3840




State DOT Report Distnbution

1. Please provide the following information:
Name: |
Agency: I
Address: |
Address 2: [
CityTown: [

State: |:|
ZIP: |

Country: [
Email Address:|

Phone |
Number:

2. What is your State DOT Affiliation (e.g., Senior Librarian,
Research Director)?

=l
=

Distribution and Maintenance Practices and Requirements

The first set of questions addresses your agency’s (e.qg.,
library, information center, research center) practices and
requirements related to distribution and maintenance of the
State Planning and Research (SPR)-funded research reports.

*Note: Throughout this survey, the term "SPR-funded reports” and
its variations refer to SPR Part Il (Research) reporis.

University Transportation Centers (UTCs) are those funded by the
US DOT. Questions concerning UTCs refer to UTC-funded
reports.




State DOT Report Distnbubion

Distribution and Maintenance Practices and Requirements

3. Is your library/information center part of the research
center or are they two separate departments?

(O Library is part of the research center
() Library is separate from the research center

() Other (please specify)
-1

|

Distribution and Maintenance Practices and Requirements

4. Do SPR-funded contractors send reports directly to your
library/information center or do you get them from your
DOT’s research center?

Please check all that apply:
| Receive reports directly from contractors
[ ] Receive reports from the research center

[ ] Other (please specify)

5. Does your agency edit SPR-funded reports after they are
received from the author/contractor?

() ¥es
(O No
€. Who (position title) makes the final determination that

the SPR-funded report is ready for distribution?
-1

|




State DOT Report Distnbution

7. Does your agency edit the technical documentation page
(Form DOT F 1700.7) of received reports (e.qg., technical

edits to abstract, addition of key words, filling in blank
fields, etc.)?

O Yes
) No
8. Does your agency provide instructions to the SPR-

funded contractor for filling out the technical
documentation page (Form DOT F 1700.7)?

O Yes
() No

Distribution and Maintenance Practices and Requirements

9. Were these instructions developed by your agency or are
they from another source?

() Developed in house

() U.S. Dot Standards for the Preparation and Publication of DOT Scientific and
Technical Reports (DOT-TST-75-97)

(") From another source




State DOT Report Distnibution

10. What fields on the technical documentation page (Form
DOT F 1700.7) does your agency REQUIRE to be
completed?

Please check all that apply:

[ ]1. Report No.

[]2. Government Accession No.

[ ]3. Recipient's Catalog No.

[]4. Title and Subtitle

[ 15. Report Date

[]6. Performing Organization Code

[ ]7. Author(s)

[]8. Performing Crganization Report No.
[]9. Performing Organization Name and Address
[]10. Work Unit No. (TRAIS)

[ ]11. Contract or Grant No.

[ ]12. Sponsoring Agency Name and Address
[]13. Type of Report and Period Coverad
[] 14. Sponsoring Agency Code

[ ]15. Supplementary Notes

[]16. Abstract

[ ]17. Key Words

[ ] 18. Distribution Statement

[ ]19. Secunity Classif. (of this report)
[]20. Security Classif. (of this page)

[ ]21. No. of Pages

[ ]22. Price




State DOT Report Disinbution

11. What file format/media does your agency accept for
SPR-funded research reports?

Please check all that apply:
[ ] Electronic PDF

[ ] Electronic Microsoft Word document
[ | Paper

[ ] USB Flash Drive/CD

Distribution and Maintenance Practices and Requirements

12. If your agency accepts research reports in paper, does
the agency convert them to electronic format?

() Not Applicable
() Yes
() No

13. Do any University Transportation Centers (UTCs) send
UTC-funded reports to your agency?

() Yes

() No
Distribution and Maintenance Practices and Requirements

14. Please list the UTCs that send reports to your agency:
-1

=




State DOT Report Distnbution

15. Do you actively collect UTC-funded reports on your
own?

) Yes

() No

() Receive them from a third party (not the UTC)
=1
-

16. What obstacles do you face in receiving research
reports from SPR projects sponsored by your agency?
Bl

[ |
Distribution and Maintenance Practices and Requirements
17. Please provide any additional comments regarding

practices and requirements related to distribution and
maintenance of SPR-funded research reports (optional):

(For example, some DOTs allow contractors to distribute
SPR-funded reports)

=l

Distribution to Other Institutions

The next set of questions concerns FHWA’s distribution

requirements® to other institutions, and other broad
distribution practices.

*RAC electronic document distribution letter (signed by Michael
Trentacoste, FHWA Assoc. Admin. on June 22, 2011) — FHWA
Library, FHWA Office of Cornporate Research and Technical




State DOT Report Distnbution
Innovative Management; NTL; NTIS; TRE/TRID; Volpe National
Transportation Center; Northwestern Univ./Trans Lib.; and Univ.
of CA/TRI-NET Repository, Institute of Transportation Studies
Library

Distribution to Other Institutions

18. Please select the organizations that your agency is

‘F:tEﬂUIRED (by FHWA or State) to send SPR-funded reports
0.

Please check all that apply:

[ ] FHWA Research Library

[ ] Turner-Fairbank Highway Research Center

[ ] National Transportation Library (NTL)

[ ] National Technical Information Service (NTIS)
[] Transportation Research Board Library (TRID)
[ ] Volpe National Transportation Systems Center
[ ] Northwestern University, Transportation Library

[ ] University of Califomia, TRI — NET Repository, Institute of Transportation
Studies Library

[ ] Federal Highway Regional Office
[ ] State Library

[] Cther (please specify)

=l
(- |

19. Does your agency voluntarily send SPR-funded reports
to any other organization (not required)?

() Yes
) No

Distribution to Other Institutions




State DOT Report Distnbution

20. Please list the organizations your agency voluntarily
(not required) sends SPR-funded reports to:

I
- |

Distribution to Other Institutions

21. Are there any of the eight institutions on the FHWA list
that your agency DOES NOT send SPR-funded reports to?
() Yes

() No

Distribution to Other Institutions

22. Which organizations do you NOT send SPR-funded
reports to and why?

-1

-
23. Which recipients are sent electronic PDFs?
O Al
() None
() Some (please list)
ol
|- |

24. Which recipients are sent other electronic versions (e.g.
Microsoft Word)?

O Al
() None

() Some (please list)




State DOT Report Distnbution

25. Which recipients are sent paper copies?
O Al
() None

() Some (please list)

-1
=

26. Which recipients receive URLs pointing to reports
housed on a server?

O Al
) None

) Some (please list)

Distribution to Other Institutions

27. On whose server are the linked reports housed (e.g.

server at your agency, server of the National Transportation
Library)?

Bl
|
28. If you have a preference to limit distribution of your

SPR-funded reports, who would you prefer to send them to
and why?

=
- |




29. What is the average delay between when your agency

receives the completed SPR-funded report (ready for
distribution) and when it is sent to those on the FHWA list?

() No delay, sent immediately
() 0-3 months

() 3-6 months

() Over 6 months

() Other (please specify)

Distribution to Other Institutions

30. What are the reasons for delay?
o
|- |
31. Does your State have a document depository for State

agency publications, and do you submit SPR-funded
reports to this depository?

() Yes, there is a document depository and SPR-funded reports are sent there

() Yes, there is a document depository but SPR-funded reports are NOT sent there
() No, there is not a document depository

32. Does your agency make SPR-funded reports available
before distributing them to the FHWA required
institutions?

() Yes

() No

Distribution to Other Institutions




33. To whom are the SPR-funded reports made available
prior to distribution and in what format?

=1

-]
34. Please provide any additional comments concerning the

distribution of SPR research reports to other institutions
(optional):

=l
-

Alert Systems

The next set of questions pertains to procedures your
agency may or may not use regarding alerting systems.

Alert Systems

35. Does your agency have an alert system to inform users
when SPR-funded reports are produced (e.g. AASHO-
SCOR/RAC—Publications Subscription)?

() Yes
) No

Alert Systems




State DOT Report Distnbution

36. What type of alert system do you use?

FPlease check all that apply:
[]RSS Feed

[ ] Listserv (or other email list service)
] Group email distribution list

[ ] Naotifications posted on our website

[ ] Other (please specify)

=l

-
37. Does the alert system coincide with sending reports to
the organizations on the FHWA mandated list?

O Yes

{3 No

38. What type of alert system would you prefer for being
notified about reports from other agencies?

Please Describe:

- |

- |
39. Please provide any additional comments regarding
alerting systems (optional):

||

=
Collecting, Cataloging, and Maintaining

The next set of questions addresses your agency's practices
and procedures for collecting, cataloging, and maintaining
research reports.




State DOT Report Distnbution

Collecting, Cataloging, and Maintaining

40. Does your agency maintain a collection of research
reports from projects sponsored by your State, FHWA, and
other State DOTs?

O Yes
O No
41. What formats does the agency collect and store?
() Print
() Electronic
(O Both
() Other (please specify)
-
[
42. Whose (position title) responsibility is it to maintain the
collection?

[
[
43. Does your agency add ALL of your State's SPR-funded
reports to the collection?
() Yes
() No

44. What criteria (e.g., topic specific) does your agency use
for selecting which to reports to add to your collection?
—

|




State DOT Report Distnbution

45. How are the reports in this collection (from your

agency, from other agencies, and from UTCs) cataloged?
|

[- |
46. Where are the catalog records stored?
() In alocal catalog
() InOCLC
() Both
() Other (please specify)

b

Archival Procedures

The final set of questions addresses your agency’s archival
procedures for SPR-funded reports.

Archival Procedures

47. How common is it to receive updates or corrections to
SPR-funded reports that you have already submitted?

() Never

() Rarely

() Frequently

() Very frequently

Comments (optional)

[}
—




State DOT Report Distnbution

48. How does your agency handle updates and/or
corrections to submitted SPR-funded reports?

() Not Applicable
() Make the changes in house and resubmit.

() Require the contractor/researcherfonginal author to make changes and then we
resubmit.

() Submit an addendum or comection sheet.
) Do not do anything for updates or corrections to submitted reports.
() Other (please specify)
ol
|- |
49. Does your agency assign a permanent URL to each
report?
() Yes

() No

Archival Procedures

50. Where are these URLs stored?
S|

=l

51. What obstacles, if any, do you face concerning URLs
(e.g. server nhame change)?

I
=

52. Do your requirements for the technical documentation

page (Form DOT F 1700.7) specify that the URL be
included?

O Yes
) No




State DOT Report Distnbution

Archival Procedures

53. Which field(s) do you require the URL be specified in?

Please check all that apply:
[]1. Report No.

[]2. Govemnment Accession No.

[ ]3. Recipient's Catalog No.

[ ]4. Title and Subtitle

[ ]5. Report Date

[]6. Performing Organization Code

[[]7. Author(s)

[ ]8. Performing Organization Report No.
[]9. Performing Organization Name and Address
[]10. work Unit No. (TRAIS)

[ ]11. Contract or Grant No.

[]12. Sponsoring Agency Name and Address
[]13. Type of Report and Period Covered
[ ] 14. Sponsoring Agency Code

[ ]15. Supplementary Notes

[]16. Abstract

[ 117 Key Words

[ ] 18. Distribution Statement

[]19. Security Classif. (of this report)
[120. Security Classif. (of this page)

[ ]21. No. of Pages

[ ]22. Price

[ ] Other (please specify)




54. Do catalog records include the permanent URL, URI,
and/or DOI?

) Yes, local catalog only

) Yes, OCLC only

() Yes, both local catalog and OCLC

) No

Archival Procedures

55. Where are electronic copies of research reports from
your agency's SPR projects stored?

Please check all that apply:

[]On an intemal server

[]On an external server

[]In our DOT library database

[]In the State document depository

[ ] National Transportation Library

[ ]On alibrarian’s computer

[ ] Do not have an electronic document storage system

[] Other (please specify)
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86, Does your agency have a strategy for long-term
preservation of the SPR-funded reports, including periodic
checka of flle Inteqgrity and mlqgration?

3 Yes
1 N
{3 Another organization ic resoonsiblc for the long term prescréation of our SPR

1sEn s
=|

i |

Erehival Procedures

7. Please hriefly describe your preservation strategy:
= |

&l
88, Please provide any additional comments concerning the
archiving of SPR research reporis [optional):

-1

=
Edditional Commenis

§%. Please provide any additional commenis relating to the
content of this survey (optional):
-1

B




Appendix C: Survey Contact List

Survey
Agency Position Title Date Sent Date

(via Email) | Completed
Alaska DOT 7/3/2014
Arizona DOT Librarian 7/3/2014 | 7/11/2014
California DOT Outreach and Communications 7/3/2014 | 8/1/2014

Specialist

Colorado DOT 7/3/2014
Connecticut DOT Librarian 7/3/2014 | 7/24/2014
Florida DOT 7/3/2014
Georgia DOT 7/3/2014
Idaho Transportation Department Senior Research Analyst 7/3/2014 | 7/3/2014
llinois DOT 7/3/2014
lowa DOT Director of Library 7/3/2014 | 7/8/2014
Kansas DOT Librarian 7/3/2014 7/9/2014
Kentucky Transportation Center Librarian 7/3/2014 | 7/30/2014
Louisiana Transportation Research Center, 7/3/2014
TTEC
Maine DOT Research Director 7/3/2014 | 7/7/2014
Maryland State Highway Administration 7/3/2014
Maryland State Highway Administration Deputy Director, Policy & Research 7/3/2014 | 7/3/2014
Massachusetts State Transportation Library 7/3/2014
Michigan DOT Librarian 7/3/2014 | 7/7/2014
Minnesota DOT Library Director 7/3/2014 | 7/23/2014
Mississippi DOT 7/3/2014
Missouri DOT Transportation Librarian 7/3/2014 | 7/16/2014
Montana DOT Librarian 7/3/2014 | 7/3/2014
Nebraska Department of Roads 7/3/2014
Nevada DOT Research Librarian 7/3/2014 | 7/24/2014
New Jersey DOT Librarian 7/3/2014 | 7/3/2014
New Jersey DOT 7/3/2014
New Mexico DOT 7/3/2014
New York State DOT Senior Librarian 7/3/2014 | 7/16/2014
North Carolina DOT 7/3/2014
North Dakota DOT 7/3/2014
Ohio DOT Library Administrator 7/3/2014 | 7/17/2014
Oklahoma DOT 7/3/2014
Oregon DOT 7/3/2014
Pennsylvania DOT 7/3/2014
South Dakota DOT 7/3/2014




Survey

Agency Position Title Date Sent Date

(via Email) | Completed

University of California, Berkeley: Institute of . .

Transportation Studies Library Director 7/16/2014 | 7/16/2014

Utah DOT 7/3/2014

Vermont Agency of Transportation 7/3/2014

Virginia DOT A.ssoaate Director, VDOT Research 7/3/2014 | 7/31/2014

Library
Washington State DOT Head Librarian 7/3/2014 | 7/28/2014
Wisconsin DOT Technology Transfer Coordinator, 7/3/2014 | 7/10/2014

Research & Library Unit




PART B

Promotion of more effective use of the Technical
Report Documentation page (Form DOT F 1700.7)
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1. INTRODUCTION AND BACKGROUND

Research reports that are derived from US DOT funds, which include Federal Highway
Administration (FHWA) administered State Planning & Research (SPR) funds to the State
Departments of Transportation (DOTs), must include the Technical Report Documentation Page
Form DOT F 1700.7 (see Figure 1 for a copy of this form). This page is meant to provide a
standardized, one-page format for readers, researchers, librarians, and other knowledge
management professionals to quickly and easily identify the title, authors, dates, and key data
contained in the report.

State DOTs and others have expressed concern about various factors that have led to ineffective
use of the form, including:

Form DOT F 1700.7 has not been changed since 1972. The form and its fields may be
outdated and not reflect current and future knowledge management techniques and
needs.

There is inconsistency in instructions to State DOTs, University Transportation
Centers (UTCs), researchers and even federal agencies on accurately completing the
form in a way that will benefit future readers.

There appears to be a lack of consistency in who completes the form and at what
stage of a research project.

The information provided in the form may not be easily deciphered by knowledge
management professionals, leading to ineffective cataloging or retrieval from
repositories. Eventually, the inability to retrieve reports prevents practitioners from
accessing information needed to most effectively perform transportation work.

B-1



2. RESEARCH METHODS

The AASHTO Research Advisory Committee, Transportation Knowledge Networks (TKN) Task
Force Report Distribution Subcommittee Group proposed that research be conducted to
document the current state of practice regarding the use of Form DOT F 1700.7, and to identify
best practices or methods that will encourage more effective use of the form.

To meet the objectives, the following research methodology was used:

e Research and document the federal requirements related to the form, especially as
they relate to research conducted by the State DOTs.

e Identify the definitions and instruction for each field on the form.

e Research activities included: information search in subject databases, corresponding
with government transportation libraries, and reviewing government style and report
preparation manuals.

e Canvass State DOT Libraries and Research Centers to establish the current state of
practice and existing concerns about the form. This was accomplished through the
Part A State DOT Library survey to the participating State DOT libraries’ and follow-
up email questions. For both survey and follow-up emails, topic questions covered
the following:

party responsible for completing the form and at what stage of the research or
publishing process;

other forms, databases, catalogs, etc. that draw directly from the
information/metadata required on the form;

other forms, databases, catalogs, etc. that already capture or duplicate the
information/metadata required on the form;

problems associated with structure of form,;

fields on the form routinely left blank;

indication that fields are required or optional;

fields associated with specific agencies;

information needed by agencies or knowledge management professionals that
is not currently captured by the form (e.g., permanent URL, copyright,
intellectual property, alignment with NTIS form, and NTL metadata capture,
using the Transportation Research Thesaurus [TRT] terms in addition to or in
lieu of keywords); and

if the agency developed instructions or guidelines for completing form, the
history and reasons.

e Identify fields on DOT Form F 1700.7 commonly completed/left incomplete by
selecting a random sample of 100 forms from recently published US DOT reports (50
from TRID and 50 from NTL).

" Decina, L., Mastromatto, T., & Tucker, S. (2014). Best Practices for Distributing, Providing Access To, and
Archiving Transportation Research. (Final Report).



3. RESULTS

3.1 Federal Requirements for Completing the Technical Report Documentation Page
(Form DOT F 1700.7)

The Standards for the Preparation and Publication of DOT Scientific and Technical Reports®
states that all U.S. DOT scientific and technical reports are to “include one completed Technical
Report Documentation Page as the first right-hand page after the cover.” The standards
document provides one of the earliest sets of instructions on how to complete the Technical
Report Documentation Page (p. 8). The form referenced in this document is version 8-72, as
opposed to the earlier version 8-69. (Note—The research was unable to locate an earlier
instruction reference for the 8-69 version of the form.) Figure 1 presents the current FORM DOT
F 1700.7.

% U.S. Department of Transportation. (1975). Standards for the preparation and publication of DOT scientific and
technical reports (DOT-TST-75-97). Washington, DC.



1. ReportNo.

2. Govemment AccessionMNo.

3. Recipient’s Catalog No.

4. Title and Subtitle

5. ReportDate

6. Performing Orgarization Code

7. Author(s)

8. Performing Orgarization Report No.

9. Performing Orgarization Name and Address

10. Work Unit No. (TRAIS)

11. Contractor Grant No.

—

2. Sponsonng Agency Name and Address

13. Type of Report and Period Covered

14. Sponsonng Agency Code

—
L

3. Supplementary Motes

—

6. Abstract

17. Key Words

18, Distnbution Statement

19. Secunty Classification(of this report)

20. Security Classification(ofthis page)

21. No. of Pages 22. Price

Technical Report FormDOTF1700.7(8-72)

Reprodurtion ofcompleted page authorized

Figure 4. Technical Report Documentation Page-Form DOT F 1700.7 (8-72)

B-4




Instructions for completing the Technical Report Documentation Page from the Standards for the
Preparation and Publication of DOT Scientific and Technical Reports are presented in Figures 2
and 3 below.



suoday [ed1uyds] pue d11IuUsIdS 1 OQ JO uonesljgnd pue uoljededald ayl 104 splepuels
aU1 wo.y Wz aanbiH ‘abed uoneiuswnooq 11oday esaiuyda | parsjdwo) ‘sjdwes g ainbi4

pediood L aispanpeEsen aag ) Aasbe e diy

2021548014

Tavd HEILVLINEHLOT LHOLTE TDlalZAl JILETdkiy “JT0HYS  "WE ZHAOT :g
-1 4E] s afivd pRISITHAIDD FUT amy oo SInpoideg
k| L] F*i2T " UF - HIpD  fimv gL 4 100 wied
BET FETFFEAR]IUp _ pagjiariFag
Ehova TT | PSS o e AR il nag pnecpimngn iy g ik NL ]
-amIELy EEpLiXfDEdd NES1AaE Saim
= ARBYL pagn
ryeas wluidepa e suists CEnjaaeg sdcdiimi] mezzog AFUATHGLINT Bk,
migmaea] (erjmoar TESCREL R SRS T BuGITEL ERGIEy FEATS, JFEALLEY
FFEANA "G FO3 33 SIAUTTEAT 4T yOamAcsd BUNTJ PuUlaly FEIFIION
R —RR ] EERARIREN] " 5 s, el BT
rEEsFpoediew ronTasas ‘selwd gyp ‘Cy sEnTay
~py=Eandd sam 330dzfe om §o L3JTFIFe DI OF AOEISFLSS TIANP XEOIDA
Sayuial dep Ao HpLELEOTEd ATTEAYY  CELER (EyESGpLedes sy gips ooejazdesa L9
FRILpdimE iEyresoy Py 2TYd pwhiwspw 37 wopiwurdel e lededyh F pidda Iy wa)ian
Ingitavpmn marjTrgsem ppqrewnd ag dew soepd punacl pow dvege pilje Ja dGisjieefgret sga
g3 mecTE 37 I - PEEMSEER 8w aasdrums: xesros co o pwitds uewl @gl jus Lmwyw
FUTA 50 NEIWIEI YL CWITE POEA PRTTNISF 30 SITHEQE BM; ©f BTTF0zd puim ay3 sgiscEmp
& INHTUYIES FAFIAFFFE TF 3] =1 TACHE ¥T NTIATES3 FEwa jTEnbEw] Fg3 jo sopamaprady
'ITAN pWAN 33N WINF QUTA JEEGIEFME Saqe w@pda 33 oadiE B JEI3SSNEED pIW S27aTEsRd
UISm1HG 10EIITE JOIITIONT  "REINMEId 4T PINP K31 pujopunazd pow spudwalogagd ™
YITM SNIWL] M33E0nA PRESTREIA 18 SITIFARGD PRTTPIFR ¥ 'SHI8II TEIIde PRINESEER ...___
PuT poasjpead pu sowpardees egTuiueem aup v us wgagavFLe gl U FAp SRR daadaue
NOTR1ENG SFFIOTLINY O3 PRIONFRIGS OF IEEATTET LI1FAFITEOWA POT SpaasmTsied . CTeswocwyd
L3qrqquiaoy pus Iwpiaing *O90rp Trilda IEPPATIUY PALEREYP 13N TIPOR IATIS;PI3a 143
Tap [Erasiin Gh jAs ¥S3YO0e TH L@ TCAWAEN] 3@ - V445060 BSOS SATUITRRI] TIT 1A
gy @ pi pepidds puE pedsTenep % “eoe: Lapdwidss zelise adem Hugdiziom W
+ i =L ] r W
b L ) ]
Aawnky TTFOUNY A RESfee 3
IFAdas FEEARAE Bofialisdiurl] b ATl
potamsiod suns) jo doeslawdag cs ocq ja s L rmrmeriieg i
oG - T VYA _I : T LESAT 0 vsatrrmEvs
peny mrsally Rasacman ITAIAT TR0 TR FEIN GRIMITIAY FIITESC
I AT ITL IR VHIRDY EOTITRAY TrAFfd4
{r4T Jec@bin] 91 TElay woswodooaunrdl o Sieniiwdeq £ g
luoday [woil raapey fak ity ey w5
BEr-F By B by ol T ] - - TOmk T Bgjav ey
[T -390~ 10 CoAmfa FEMFRPTLL DOMT
T 1 astuey fvjaesatiioy § yzawsaey siTpATIEny
51T ¥ SOYYE ' 'sfcrdess sards ¥ O ISRTTIITH OPESTNCST
Hirmar bwe— i S Y A SRR
- = L D T R
fif-ni-H 'ehalledey g ‘reloy cw N 'mamegerig vy rp——
S —mmiy smamaihg Pradyong b e
EPA15 HA1M4% aniliipadd Nallos difa — 1 #MTa
i) mcanealiyg Pacey iy 4 L¥FRTIGLXT HILH XOETiYako o
ToED Y SEGEERVEL SIS DA L4Wd0WlY [olXIOYd 00 SISLTVSY
B ey G f B e o By reb bal g
i Th o =ri=Mi=viL .._
ny Bwmams v el vy o Riearp smmeacem = [T | r

A L ] arsby (S yer |

AT-I' 2Zed
[ s R L
£A020-E-FF—-HLT0LT




OTs59-A8-5-0Ca82
Atetachoemt J.7
Page 1-1%

Haks 1 1, &, 3. T, =3 md 17 spr# vich o cerrEpmdng dofacmacien @ 2lE
Tl FE EdrafF, Las Hl: S berpere Jer madm citbe [Lies &], GEEek weamm I, B, apd
17 bluak. Tomplacs =3 cemsdcdng icece am Fallown:

¥, Mazdplemac's Cacalzg %a.  Pasarss for use by orapare nﬁ:ﬂmr.

B, Pardrr—irg Jrpn-'zecdos Bapass e Iraere |f parfereisg orjasizazdiss vighap ro asmdp
zhls m=tar.

¥. Farlpr=zop Jrpanlzaczzom Sace md Aditasa {lozlude 3dp cedsll

0. Waih Gakk Ma. {TRMGFS. e ibr fumbes onder Fret Ehe sppliceile coacecch ard Encmelagr
Tarcos wric ordgaals Ldeczifias che wark umic (o chee Tpaeipor)3zion Rassarch Accdview
lafim—ar I i) =r Fo= Hiphaid "Flardrg end Besns=-rk |NPCE] Fengree reperks, Beriwde
B T fodp pudlperd 05 ghr cipdy.

Biy Cmpivert o7 frpoyi Sr. Eroark fhe aewren ef bk omdact or gremt wmeer which dhg e
i Tao Fir'esgs Fhesrinp srd Beycarch (HRSE) Progres Teoccts. nelube pida
[ 1404, Fe— "L

LY, Sumniemsrtam Sted. Lened Zpfrr=azies ! Lidledéd #ladobrPr kol wdilel, Bizh ap:

o= Bzher Talecad rapasta.

m! LErl qF dwiesd 00 wEEddt Die(sa] Eeeesdy Gr Efe OCNC LLEEITL-
m& Iz cha cEazOTC. AR EaEcTAcC afciid Ecase che pUSToEE, BECICZE.
o dmd oemciud Less Al Bbe upEk wfderi- Tz dae Fafpeie, laclude & Fbddreerd S
orriodr. dncJude el ¢ duen or che woae by
2 Ragulcw 2indinge) wTe chd mowr impeomac pace of che
4 i WEddd dhoaed, i3 deaefel sl phee el s sad

hs H-H eErzy, Iirflzpe 9f pev=mnams velap. sigmlidcant dhaddoge vhbch comireddci
PrOviil AECTLEN. 97 SIRELE wEish 138 NEERT Eoem ars oilsavEac 1@ B practical

BrAE pi.  GarcleRinrk Bheedd didi S Ohd dspbicalbedk 82 ghe Fesdiali §ed Wir chEl o
I= wizk mzz 1ds. IEc cot cepant 1icle oo cchar dcwme providee @ chie
BEie, Wz @ Tecr of o rartet ol wnluees . Loedwed e QLLDG &) @adh ar cha
atker vrlween L= gazh sksirees.

Bzt T
ELZwdl osd

Lag =z manalzy of cogeserized meis] devijoysmi will aee che dolli;eing

i Pewpmid. bec 0F mimicmnd.

Taciclanl hadel desc-dzzicn (Raress B0 olé Sada) of dlLmaaiet]
Arudd & midrl dbpldcdl ber

Tpecial model FegelDdEEagd

m. Arama of sedal apslicanicn

h. nwer cpecdal ceraidaracione.

pha

1T, Ers Wares. Saleci wwecific and #recliéc icres ar Fhece phowsas than ddmcilfy che
priccizel mekjacrs cowanwd dn che capzzn. The epzmaorieg slimsar may spacliy =Ser fcaw
WErdi BRIl FRAPGPR Ad dfandsrd Jarmlislsfq, bdirh od dheal glees In fbhe Beporimeal al
B ke Erplpad i Jiulsi Coninl] Fhiiicius of Biglaweibog sl BijeniiTle Terei, of =
Theawurca af Ter=s sziabliskas bp che spresericg «lemasc.

BB, Bigcriieilod fdlessmil- Toalm was af Che sulboolond siscwswd s {Tasagraph 00%0

wliEd 23 detvdla Ebiliry ro thé geblie a7 & lialgarden o diddeaindries [af Thasded

wibnt phan percurbly af erferds Ledorsscles.  Refor wessclomy #¢ cBe wiacamacis b8 LB

FpEEaarCing Alimdaaz.

¥, Rarwliw Clessdfiessler fof doisei]. Hbisd  Reperes casvelag = secuilEy cdebid] ook in
Pl Tequire afdiidons] mackdeps peSpg securicy wrd downpredieg Lelformssdon an wpacifisd
kf bhs sprmasslng sleserl.

0. Facoricy Cleaslffcan izt [ thie peprl. Eoins Hcwass FEiff B br el do poe=
paciag  titlicprphler. ol dsca wanke, ic wld 98 mclamndlied, i
premdain E2 w zlawpiliceidien 28 drquired; Sdwarddyr chr cleesililod Loses om ibr pogy
by am appraccisrs ay=sel.

1, Ba. of Fasgs.  [eswri che eessbesr af pages hevioe orirced siedial. lacluwding fomi e
ianlds comacn

CTORYSTZ0Z

FLGURE 23, IMSTRUCTLIONS FOR COMfFLETING TECHRICAL REFCAT
X LENTA] s2 FhlE -

hibp:-legacy library.uesf.adulbdall? T f00! pdf

Figure 6. Instructions for Completing the Technical Report Documentation Page, Figure
2B from the Standards for the Preparation and Publication of DOT Scientific and Technical
Reports
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The 1975 U.S. DOT Standards document identifies the purpose of the form, stating:

Adequate and accurate completion of this page will assist documentation of a report. The
documentation page also may be distributed in lieu of copies of the published report.

This form is available for DOT operating elements from the DOT Warehouse,
Publications, and Forms, TAD-443.1. For contractors and grantees, the documentation
page is available from the Contracting Officers of the sponsoring operating elements.

The information presented on the documentation page is the basis for input into the
TRISNET and the National Technical Information Service (NTIS).

Instructions are provided on what to complete in each field and state: “Make items 1 [report no.],
4 [title and subtitle], S[report date], 7 [author(s)], 12 [sponsoring agency name and address], 13
[type of report and period covered], and 18 [distribution statement] agree with the corresponding
information on the report cover. Use all capital letters for main title (item 4). Leave items 2, 6,
and 22 blank. ”

The remaining instructions for each field are as follows:
3. Recipient’s Catalog No. Reserve for use by report recipient.

8. Performing Organization Report No. Insert if performing organization wishes to assign
this number.

9. Performing Organization Name and Address Include zipcode

10.Work Unit No. (TRAIS)’ Use the number code from the applicable research and
technology resume which uniquely identifies the work unit in the Transportation
Research Activity Information Service. For Highway Planning and Research (HP&R)
Program reports, include the FPC Code assigned in the study.

11. Contract or Grant No. Insert the number of the contract or grant under which the
report was prepared. For Highway Planning and Research (HP&R) Reports, include
also the State study number.

15. Supplementary Notes. Enter information not included elsewhere but useful, such as:
Prepared in cooperation with..., Translation of (or by)..., presented at conference of...,
To be published in..., Other related reports.

16. Abstract. Include a brief (not to exceed 200 words) factual summary of the most
significant information contained in the report. An abstract should state the purpose,
methods, results, and conclusions of the work effort. For the purpose, include a
statement of goals (objectives, aims). For methods, include experimental techniques or
the means by which the results were obtained. Results (findings) are the most important
part of the abstract and selection should be based on one, or several of the following:
new and verified events, findings of permanent value, significant findings which

° The Transportation Research Activity Information Service (TRAIS) was a Highway Research Board (HRB)-initiated
project that developed an information system containing records of all U.S. DOT research and development
activities; this then became an internal DOT activity. At the time of the last Form DOT F 1700.7 revision (ca. 1972),
TRAIS was used as a management tool and a source of useful information among the technical community.
However, research on the history of TRAIS yields very few results and it appears that the TRAIS number is no
longer relevant. (National Academy of Sciences. (1975). Annual Report-National Academy of Sciences. National
Academies.)



contradict previous theories, or findings which the author knows s are relevant to a
practical problem. Conclusions should deal with the implications of the findings and
how they tie in with studies in related fields. Do not repeat title or other items provided
on this page. When a report consists of a number of volumes, include the title of each of
the other volumes in each abstract.

17. Key Words. Select specific and precise terms or short phrases that identify the
principal subjects covered in the report. The sponsoring element may specify that key
words shall conform to standard terminology, such as that given in the Department of
Defense/Engineers Joint Council Thesaurus of Engineering and Scientific Terms, or a
Thesaurus of Terms established by the sponsoring element.

18. Distribution Statement. Enter one of the authorized statements (Paragraph 7b (9))
used to denote releasability to the public or a limitation on dissemination for reasons
other than security of defense information. Refer questions on the statements to the
sponsoring element.

19.Security Classification (of report). Note: Reports carrying a security classification will
require additional markings giving security and downgrading information as specified by
the sponsoring element.

20.Security Classification (of this page.) Note: Because this page may be used in
preparing announcements, bibliographies, and data banks, it should be unclassified, if
possible. If a classification is required, identify the classified items on the page by an
appropriate symbol.

21. No. of Pages. Insert the number of pages having printing material, including front
and inside covers.

The Standards for the Preparation and Publication of DOT Scientific and Technical Reports
does not provide instruction for field 14. Sponsoring Agency Code.

A more recent resource, FHWA’s Communications Reference Guide'® provides information to
meet the FHWA standards and regulations for those who develop research and technology
communication products (contracting officer’s technical representatives and their contractors and
support staff). Chapter 5, Preparing a Research Report, states that the Technical Report
Documentation Page (Form DOT F 1700.7) is to be included in the Front Matter section of
reports, following the front and inside covers. It is noted that the pagination for the page
containing this form is “i” (p. 28). A “completed Form DOT F 1700.7” is also listed as a
deliverable for all research reports (p.34). The form (version 8-72) is included in an appendix
(Appendix D) of the Communications Reference Guide and some guidance is given for filling
out the following fields: 1. Report No, 12. Sponsoring Agency Name and Address; 18.
Distribution Statement; 19. Security Classification (of this report); and 20. Security
Classification (of this page). The guide contains no other instructions for completing the form.

Another recent resource, the TMC & HOV Pooled-Fund Study Projects document, Publication
Requirements for Technical Documents (February, 2004), states that FHWA contractors are to
comply with a list of formatting and distribution requirements for the final report; these

% Federal Highway Administration. (2004). Communications Reference Guide (FHWA-RD-03-074). Office of
Research and Technology Services. McLean, VA.



requirements include a completed technical report document page (Form DOT F 1700.7). TMC
& HOV Pooled-Fund Study Projects document provides a link (now outdated) to download the
form and states that “the contractor must complete this form,” that the form should be on the
second page after the disclaimer page, and that the page containing the form “is always
unnumbered page i.” This document does not provide any guidance or instructions regarding
how to complete the form.

3.2 Other Similar Forms

3.2.1 Standard Form 298

Standard Form 298 (8-98)'! is a report documentation page used by the National Technical
Information Service (NTIS), U.S. General Services Administration (GSA), U.S. Department of
Defense, and other organizations. The form contains many of the same/similar fields as the
USDOT form DOT F 1700.7 (8-72) with some additional fields relating to project and task
numbers and contract manager information. Standard Form 298 also includes the form’s OMB
approval number (0704-0188). Figure 4, below, provides a copy of Standard form 298 and the
following Table 1 provides a comparison of the Standard Form 298 and Technical Report
Documentation Page (Form DOT F 1700.7) fields.

" http://www.ntis.gov/pdf/rdpform.pdf
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REPORT DOCUMENTATION PAGE

Form Approved
OME No. 0704-0188
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1. REPORT DATE [DO-ML-Y 1Y 2. REPORT TYPE

3. DETES COVERED (From - Tl

4 TITLE AND SUBTITLE

5a. DONTRACT HUMEBER

0. CRANT NUMBER

3¢, PROGRAM ELEMENT NUMEBER

E. AUTHORIS)

5d. PROJECT NUMBER

52, TASK NUMBER

SI.WORK UNIT HUMBER

7. PERFORMING ORGANIZATION NAME(S) AND ADDRESS[ES)

B. PERFORMING ORGANIZATION REPORT
NUMBER

3. SPONSORING [ MONITORING AGENCY NAME[S) AND ADDRESS(ES)

10, SPONSORMONITOR'S ACRONYM[S)

1. SPONSORMONITOR'S REPORT
NUMBERI|S)

12. DISTRIBUTION ! AVAILABILITY STATEMENT

13. SUPPLEMENTARY NOTES

14, ABSTRACT

15. SUBJECT TERMS

16, SECURITY CLASSIFICATION OF: 17. LIMITATION

OF ABSTRACT

a. REPORT b. ABSTRACT €. THIS PAGE

18. NUMBER
OF PAGES

15a. NAME OF RESPONSISLE PERSON

oo

Standard Form 238 (Rey. 8-38)
Piser found by ANSS Bl 299,98

Figure 7. Standard Form 298 (8-98)
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Table 3. Comparison of Fields on Standard Form 298 and Form DOT F 1700.7

Standard Form 298

Field

Form DOT F 1700.7

Field Number Field Number
1 Report Date 5
2 Report Type 13
3 Dates Covered 13
4 Title 4

Sa Contract Number 11
5b Grand Number 11
5c Program Element Number
5d Project Number
Se Task Number
5f Work Unit Number 10
6 Authors 7
7 Performing Organization’s Name and Address 9
8 Performing Organization Report Number 8
9 Sponsoring/Monitoring Agency Names 12
10 Sponsor/Monitor’s Acronym(s)
11 Sponsor/Monitor’s Report Number(s) 1
12 Distribution/Availability Statement 18
13 Supplementary Notes 15
14 Abstract 16
15 Subject Terms (or Key Words) 17
16a Security Classification of Report 19
16b Security Classification of Abstract
l6¢ Security Classification of this page 20
17 Limitation of Abstract
18 Number of Pages 21
19a Name of Responsible Person
19b Telephone Number
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An earlier version of the Standard Form 298 (2-89)'2, prescribed by ANSI Std. 239-18, 298-102,
and approved by OMB No. 0704-0188 was even more similar to the Form DOT F 1700.7. Figure
3 (below) provides a copy of the previous, 2-89 version of the form. The following is a list of the
fields in the previous (no longer in use) Standard Form 298 with the corresponding Form DOT F
1700.7 fields in parentheses, where applicable:

1. Agency Use
2. Report Date (5)

3. Report Type and Dates Covered (13)

4. Title and Subtitle (4)

5. Funding Numbers

6. Authors (7)

7.  Reporting Organization Names and Addresses (9)
8.  Performing Organization Report Number (6)

9. Sponsoring/Monitoring Agency Names and Addresses (12)
10. Sponsoring/Monitoring Agency Report Number (1)
11. Supplementary Notes (15)

12a. Distribution/Availability Statement (18)

12b. Distribution Code

13. Abstract (16)

14. Subject Terms (17)

15. Number of Pages

16. Price Code (22-Price)

17. Security Classification of Report (19)

18. Security Classification of this Page (20)

19. Security Classification of Abstract

20. Limitation of Abstract

2 http://armypubs.army.mil/eforms/pdf/S298.PDF

B-13



Form Approved
REPORT DOCUMENTATION PAGE it st SO

Fublc mporting burden for this colecton of nformation s eslimated 10 @veaga 1 hour par responss, mciudng tha Sma for reviewng insructions, sserching eosting data soumas,
gethering and Maintsining e data needed. and compiaing andwmn%nw tollaction of mivrmaton. Sand Commants rcgar:r%ms burdan estimats oo @y othar aain-cl.m [
moilection of informagon, mciuding suggestions for reducing this burdan, to Washingion Hesdquariors Sarvices, Dimcioate for information Operations and Raports, 1215 Jeffarson
Dareis Hghway, Suitn 1204, Ardinglon, WA 12202-4307, and to the Oifice of Managament and Budget, Paperwon Aeduction Progct IDT04-01 281, Washinglon, DD 20203

1. AGENCY USE ONLY (Leawe blankl 2. REFORT DATE 3. REPORT TYPE AND DATES COVERED

4. TITLE AND SUBTITLE b. FUNDING NUMBERS

6. AUTHORIS!

7. PERFORMING ORGAMIZATION NAMEIS) AND ADDRESSIES) B. PERFORMING ORGAMIZATION
REPORT MUMBER

0. SPONSORING / MONITORING AGENCY NAMEIS) AND ADDRESSIES) 10. SPONSORING ¢ MONITORING
AGENCY REPORT NMUMBER

11. SUPPLEMENTARY NOTES

12a. DISTRIBUTION / AVAILABILITY STATEMENT 1Zb. DISTRIBUTION CODE

13. ABSTRACT /Maximum 200 words)

14. SUBJECT TERMS 16. NUMBER OF PAGES

16. PRICE CODE

17. g::CﬂLllei!DT;TCLASSIFICATIGN 18. SECURITY CLASSIFICATION |19. SECURITY CLASSIFICATION |20. UMITATION OF ABSTRACT

OF THIS PAGE OF ABSTRACT

MEN 7540-01-2B0-5500 Standard Form 288 |Rev. 2-83) T —

Prescribed by ANS] Std. 23818 293-102

Figure 8. Previous Standard Form 298 (2-89)
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For both versions of Standard Form 298, instructions for completing the form are included with
the blank form as the back of the page. Figures 6 and 7 present these included instructions.

1. REPORT DATE. Full publication date, including
day, month, if aveilable. Must cite at least the year
and be Year 2000 compliant, e.g. 30406-1938;
wn-06-1998; we-o-18998.

2. REPORT TYPE. GStete the type of report, such as
final, technical, interim, memorandum, master's
thesis, progress, quarterdy, research, special, group
study, atc.

3. DATES COVERED. Indicate the time during
which the work was paformed and the report was
written, e.g., Jun 1997 - Jun 1988; 1-10 Jun 1896;
May - Mov 1998 Nov 1398.

4. TITLE Enter tile and subtide with woluma
number and part number, if applicable. On classified
documeants, anter the title classification in
parentheses.

S5a. CONTRACT NUMBER. Enter all contract
numbors os thoy oppoar in tho rmoport, o.g.
F33615-B6-C-5168.

5b. GRANT NUMBER. Enter all grant numbers a5
they appear in the report, e.g. AFOSR-B2-1234.

S5c. PROGRAM BHBEVMENT NUMEBER. Enter all
program element numbers as they appear in tha
report, e.g. B1101A.

5d. PROJECT NJUMBER. Emter all project numbers
as they appear ir the report, e.g. 1FEEST0ZD125T;
ILIR.

S5e. TASK NUMEBER. Enter all task numbers as they
appear in the emrt, e.g. 05; RFD330201; T4112.

5f. WORK UNITNUMEBER. Enter all work unit
numbers as they appear in the meport, e.g. 001;
AFAPLIDABDT1OE.

6. AUTHORIS). Enter name(s) of parsonis)
responsible for writing the report, performing the
research, or credited with the content of the report
The form of entry is the last name, first neme, middla
initial, and additiznal qualifiers separated by commas,
e.g. Smith, Richard, J, Jr.

7. PERFORMING ORGANIZATION MAMES) AND
ADDRESS([ES). Self-explanatory.

INSTRUCTIONS FOR COMPLETING SF 258

B. PERFORMING ORGANEATION REFORT NUMEER.
Enter &ll unigue slphanumerc report numbers assigned
by the performing organization, e.g. ERL-1234;
APWL-TR-B5-4017-Vol-21-PT-2.

8. SPONSORING MOMITORING AGENCY MAME[S)
AND ADDRESSI(ES). Enter the name and address of the
organizationis} financially responsible for and monitoring
tha work.

10. SPOMNSORMONITOR'S ACRONYMIS).
available, e.g. BRL, ARDEC, NADC.

Entar, if

11. SPONSORMONITOR'S REPORT NUMBER[S).
Enter report number as assigned by the sponsoring !
maonitoring agency, if available, a.g. BRL-TR-B29; -215.

12. DISTRIBUTION/AVAILABILITY STATEMENT. Use
pgency-mandated availability statements to indicate the
public availahility or distribution imitations of the
report. f additional limitations! restrictions or special
markings are indiceted, follow egency authorization
procedures, a.g. RD/FRD, PROPIN, ITAR, etc. Include
copyright information.

13. SUPPLEMENTARY MOTES. Enter information not
included elsewhere such as: preparec in cooperation
with; translation of; report supersedes; old edition
numbear, atc.

14. ABSTRACT. A brief (approximately 200 words)
factual summary of the most significent information.

15. SUBJECT TERMIS. Key words of phrases
idantifying major concapts in the report.

16. SECURITY CLASSIAICATION. Enter security
classification in accordance with securty classification
regulations, e.g. U, C, 5, etc. K this fomm contains
classified information, stamp classification level on the
top and bottom of this page.

17. UMITATION OF ABSTRACT. This block must be
completed to assign a diswibution imtation to the
sbstract. Enter UL [Unclassified Unlimited) or SAR
[Same as Report). An entry in this black is necessary if
tha abstract is to be limited.

Standard Fom 288 Back |Bav. 808

Figure 9. Back of Current Standard Form 298 (8-98) -Instructions for Completing
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3.2.2 GPO Style Manual and ANSI/NISO Standard

The U.S. Government Printing Office (GPO) Style Manual'® does not require the use of a report
documentation page/form. It does however require that much of the same information available
on the Technical Report Documentation Page be included on the title page of reports (p. 7-8).
GPO required information is as follows:

(a) Title and other title information;

(b) Report Number;

(c) Author(s);

(d) Performing organization;

(e) Sponsoring department;

(f) Date of issuance;

(g) Type of report and period covered,

(h) Availability (publisher, printer, or other source and address; and

(1) Superintendent of Documents classification and stock numbers if applicable

The GPO style manual then directs to the ANSI/NISO Standard Z39.18-1995 Scientific and
Technical Reports—Elements, Organization, and Design. This ANSI NISO Standard, which has
since been revised'*, recognizes the fact that “agencies within the federal government use a
report documentation page” and provides Standard Form 298 as an example. The ANSI/NISO
Standard (both 1995 and 2005) does not specify which form should be used, and the most recent
version (2005) states that the federal agency that requires the Report Documentation Page
specifies its location in the report. The 2005 ANSI/NISO Standard includes Standard Form 298
and its instruction page as an appendix, but explicitly states that it is not part of the Standard and
is included in the appendix for information purposes only.

3.2.3 Modified Versions of the Technical Report Documentation Page (Form DOT F

1700.7)

Some States use a modified Technical Report Documentation Pages to include additional
information. Figure 8 presents an example of modified versions of Form DOT F 1700.7 currently
in use.

B U.S. Government Printing Office. (2008). U.S. Government Printing Office Style Manual, an official guide to the
form and style of Federal Government printing. Washington, DC.

" National Information Standards Organization. (2005). Scientific and technical reports—preparation, presentation,
and preservation (ANSI/NISO Z39.18-2005). Bethesda, MD.
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3. MDOT Project Manager =

1. Report No. 2. Government Accession
RC- No.
4. Title and Subtitle 5. Report Date
6. Performing Organization Code
7. Author(s) B. Performing Org. Report No.
e
—— _ -

Tinal report. | Nis O3ate 15 TNe oate
er, (box number 11 of this form), indicates the program
er. 6. The type of report and period covered is shown in box number 13
of this form. The date shown corresponds to the date of contract initiation through the date of

first submission of the draft final copy. /

18. Distribution Statement 23, RESISEI"B ft's Seal
Document is available to the US

public through the MNational

Technical Information Service,

Springfield, Virginia, 22161

17. Key Words

Select specific and precise terms or
phrases that identify principal
subjects covered in the report

19. Security 20. Security 22. Price
f P

Classification Classification 1. No. o Iisl:

Unclassified Unclassified Leave Blan

Figure 11. Sample of Modified Technical Report Documentation Pages

3.3 Practices and Requirements Related to the Technical Report Documentation Page
(Form DOT F 1700.7)

3.3.1 State DOT Library Survey (Part A)

Below is a summary of responses to the Part A State DOT Library Survey questions that relate to
current practice and requirement for the Technical Report Documentation Page.
(Survey Questions 7 — 10, 52-53)

Sixteen (16) of 19 respondents (84.2%) reported that they edit the Technical Report
Documentation Page of received SPR-funded reports. Ten (10) of 19 respondents (52.6%)
reported that they provide instructions to the contractor for filling out the technical report
documentation page. Nine (9) of 10 respondents (90%) noted that the instructions they provide
were developed by their agency; only 1 respondent reported that their agency uses the U.S. DOT
Standards for the Preparation and Publication of DOT Scientific and Technical Reports (DOT-
TST-75-97). Questions 7-9.

Eighteen (18) of the 21 total respondents (86%) identified the fields on the Technical Report
Documentation Page that their agency requires to be completed by contractors. The most
common fields required (over 75% of respondents) are as follows (in descending order):
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Abstract (16.) 100%

Title and Subtitle (4.) 94%
Authors (7.) 94%
Key Words (17.) 94%
Report Date (5.) 89%
Sponsoring Agency Name/Address (12.) 89%
Performing Org. Name/Address (9.) 89%
Report No. (1.) 83%
Type of Report/Period Covered (13.) 78%

Less common fields required (75% to 50% of respondents) are as follows (in descending order):

Distribution Statement (18.) 72%
Number of Pages (21.) 67%
Security Classification (of this report) (19.) 67%
Contract or Grant No. (11.) 61%
Security Classification (of this page) (20.) 56%

The least common fields required (less than 50% of respondents) are as follows (in descending
order):

Performing Org. Report Number (8.) 44%
Supplementary Notes (15.) 28%
Sponsoring Agency Code (14.) 22%
Performing Organization Code (6.) 17%
Government Accession Number (2.) 6%
Recipient’s Catalog Number (3.) 6%
Price (22.) 6%
Work Unit Number (10.) 0%

Figure 9 identifies the respondents reported requirements for Form DOT F 1700.7, in order of
the fields on the form. Question 10.

Only 2 of 11 respondents (18.2%) reported that their requirements for the Technical Report
Documentation Page specify that a URL be included; one in the Supplementary Notes (15) field
and the other in the Distribution Statement (18) field. Questions 52-53.
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Q10 What fields on the technical
documentation page (Form DOT F 1700.7)
does your agency REQUIRE to be
completed? Please check all that apply:
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Figure 12. Reported Requirements for Technical Report Documentation Page
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3.3.2 Sampling of Published Technical Report Documentation Pages in TRID and NTL

3.3.2.1 Research Methods. Two transportation research databases that cover U.S. DOT-funded
reports (TRID and the NTL catalog) were searched in order to identify a random sampling of 100
Technical Report Documentation Pages (Form DOT F 1700.7) published recently. The following
search was done in the TRID (Transportation Research International Documentation) database'”:

Search Year(s): 2013-2014
Key Word(s): FHWA

The TRID search yielded a total of 739 hits. Form DOT F 1700.7 was pulled from every 150
record; on those occasions where the record did not have the Form, the next available was pulled
for a total of 50 forms.

The following search was done in the RITA (Research and Innovative Technology
Administration) NTL (National Transportation Library) catalog:

Key Word(s): 2013 2014

The search yielded a total of 328 hits. Form DOT F 1700.7 was pulled from every third record
that was in the appropriate year range (2013-2014) for a total of 50 forms.

A table was created denoting all incomplete fields for each form (see Appendix A). For this
analysis, fields completed with “N/A” were considered incomplete.

3.3.2.2 Findings. All 50 of the Technical Report Documentation Pages (Form DOT F 1700.7)
from the TRID search had the following fields completed:

Report No. (1.);
Title and Subtitle (4.);
Report Date (5.);
Authors (7.);
Performing Organization Name and Address (9.);
Sponsoring Agency Name and Address (12.);
Abstract (16.); and
e Key Words (17.).
Most of the forms (92% to 94%) had the following fields completed:

e Distribution Statement (18.);

e Security Classification (of this report) (19.);

e Security Classification (of this page) (20.); and

e No of Pages (21.)
None of the 50 forms from the TRID search had the Government Accession No. (2.) or
Recipient’s Catalog No. (3.) fields completed.

> A more in-depth description of transportation research databases and organizations is available in the companion Part A
report: Decina, L., Mastromatto, T., & Tucker, S. (2014). Best Practices for Distributing, Providing Access To, and Archiving
Transportation Research. (Final Report).
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All 50 of the Technical Documentation Pages from the NTL search had the following fields
completed:

Title and Subtitle (4.);
Report Date (5.);
Authors (7.);
Performing Organization Name and Address (9.); and
e Abstract (16.).
Most of the forms (90% to 96%) had the following fields completed:

Key Words (17.);

Security Classification (of this report) (19.);

Security Classification (of this page) (20.); and

No of Pages (21.)

None of the 50 forms from the NTL had the Government Accession No. (2.) or Work Unit No.
(10.) fields completed.

The following fields were completed in all 100 (TRID and NTL searches) forms:

Title and Subtitle (4.);

Report Date (5.);

Author(s) (7.);

Performing Organization Name and Address (9.);
Sponsoring Agency Name and Address (12.); and
Abstract (16.)

Some differences are evident between the two searches. In the TRID search, all 50 of the Forms
had the Report No (1.) field completed, where as in the NTL search, only 41 of the 50 (82%)
forms had the Report No (1.) field completed. Each of the 50 TRID search forms had the Key
Words (17.) field completed, but 2 of the NTL forms did not (96% completed). The Work Unit
No (10.) field was completed in 4 of the TRID forms (8% complete) but none of the NTL forms.
Notably, the Government Accession No (2.) field was not completed in any of the 100 forms
(both TRID and NTL) analyzed.

Figure 2 presents a comparison of the completion frequency for each of the form fields from the
TRID and NTL searches.
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3.3.3 Follow-Up Questions to State DOT Libraries/Research Centers

3.3.3.1 Research Methods. A follow-up email was sent to each of the Part A State DOT survey
respondents (20 total'®) to address specific research questions. The following is the questions and
instructions as they were presented to the survey respondents:

1. Who typically completes this form (e.g., contractor, DOT Research Center) and at what
stage of the research project or publishing process?

2. Does your agency have any other forms, databases, catalogs, etc. that draw directly from
the information /metadata required on the DOT Form F 1700.7?

3. Does your agency have any other forms, database, catalogs, etc. that already capture or
duplicate the information on the DOT Form F 1700.7?

4. Are there any problems with the structure of the form? Are all fields clearly
understandable? Is there enough space?

5. Is there any information you or your agency needs that is not on the form? For example:
permanent URL, alignment of fields with NTIS’s new form (see attached or
http://www.ntis.gov/pdf/rdpform.pdf), statement of copyright or intellectual property, etc.

We learned from the survey that many of your agencies have developed their own set of
instructions for filling out the Technical Report Documentation Page (DOT Form F
1700.7). If so, could you please send us a copy of or a link to these instructions? We
would also like some history on how and why your agency developed these instructions
and if applicable, could you send us contact information for someone in the publications
office who can provide more information?

Attached is a copy of the DOT Form F 1700.7 and the NTIS Standard Form 298 for your
reference.

3.3.3.2 Results. Thirteen (13) of the 20 State DOT survey respondents provided answers to
some or all of the follow-up questions. Table 2 provides a summary of the responses. Most (11
of 13 or 84.6%) of the follow-up questions respondents require the contractor (e.g., researcher,
author) to fill out the Technical Report Documentation page (Form DOT F 1700.7), and 4 of
these 11 or 36.4% assist the contractor in completing the form. Just 2 of the 13 (15.4%)
respondents indicated that their agency, and not the contractor, completes the form.

Nine (9) of the 13 respondents provided the stage (of the research/publishing process) at which
the form is typically complete. All 9 respondents indicated that the form is completed during the
final report stage, either with the draft (5 of 9 or 55.6%) or final (4 of 9 or 44.4%) report.

Over half (7 of 12 or 58.6%) of all DOT respondents have another item (forms, databases,
catalogs, etc.) that draws directly from the Technical Report Documentation Page metadata.
These items include: DOT Catalogs; OCLC Catalogs; Internal Databases; DOT Websites; and
hyperlinked PDF attachments.

16 Follow-up questions were sent only to those survey respondents directly affiliated with a State DOT.

B-24


http://www.ntis.gov/pdf/rdpform.pdf

Most (9 of 12 or 75%) responded that their agency has another item that already captures or
duplicates this metadata. These items include: Internal Catalog Records; Online DOT Catalog
Records; Internal Databases; and OCLC, NTIS, NTL, and TRID Catalog Records.

Most (9 of 12 or 75%) respondents indicated that there are problems with the current Form DOT
F 1700.7, noting that they do not populate all fields (5 of 12 respondents or 41.7%) and that
some fields are unclear (6 of 12 respondents or 50.0%). One respondent commented that there is
not enough space on the form. Three (3) of the 12 respondents (25%) replied that there were no
problems with the current form.

State DOT survey respondents were asked if there was any information they need that is not
already on the form, and were given the examples of a permanent URL, alignment of fields with
Standard Form 298, and a statement of copyright or intellectual property. Nearly all (10 of 12 or
83.3%) respondents stated that they would like to see the permanent URL on the form, but most
(6 of 10 or 60%) had reservations. Reservations regarding including a permanent URL on the
form focused on necessitating process changes, as permanent URLSs are not created until after the
form has been completed, and longevity concerns, as websites are sometimes updated and
reports are not re-submitted. Other items that respondents would like to see on the form include:
copyright information (3 of the 12 respondents or 25%); publishing agency (1 or 12 or 8.3%);
Digital Object Identifier (DOI) (8.3%); and a link to the State DOT Website (8.3%).

Seven (7) of the 13 (53.8%) total respondents replied that their agency has its own set of
instructions for filling out the Technical Report Documentation Page. These instructions range
from an example Form DOT F 1700.7 to a step step-by-step field list instruction sheet. Two (2)
of the 7 respondents whose agency has its own set of instructions provided reasons for creating
these instructions; one because of an internal review that found inconsistency with the form, and
one because of a 2006 FHWA review that recommended they use the form.

Figure 11 presents an overview of responses to selected questions.
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DOT Library / Research Center

Table 4. Responses To Follow-Up Questions

Contractor / DOT

Idaho P I DOT Catalog Internal Catalog Records Does not populate all fields URL Yes | e e
Assistance
Usually contractors are NOT familiar with the
form.
Contractor / DOT
lowa Amm/ce Draft Final Report no Internal Database Does not populate all fields URL (see comments) Yes | Including the URLS will change the workflow.
Agency would have to move to a permeant
URL service OR would need to establish the
URL prior to final publication.
Publishing Agency
Maine por | @ - DOT Catalog no no Copyright Information | -~ | e Longevity concerns with adding URL to form.
URL (see comments)
D t late all field:
) oes not popiate alields The information is sufficient but a field for the
Maryland Contractor Draft Final Report no no URL (see comments) No N/A
. permanent URL could be helpful.
Some fields are unclear
Uses a modified tech doc page (3. MDOT
Michigan Contractor | - | e e e e Yes | e ) page (
Project Manager)
Dot has been putting URLs in the
NN Contractor Draft Final Report Internal Database Internal Database Some fields are unclear URL (see comments) No /A ‘supplementary notes' field but has other
P DOT Catalog Online DOT Catalog DO (digital object identifier) information to put there so would like a
separate field specifically for URLS.
Internal Catalog Records
Contractor / DOT URL (see comments)
Missouri Assistance Final Report no OCLC Catalog Records Some fields are unclear | | e e e
Copyright Information
Internal Database
Adds hyperlink to their research project page
to the 'supplementary notes' field. Permanent
URL comes from NTL and is not available until
DOT Catalo after form is filled out and report is
Montana Contractor Draft Final Report 8 no no URL (see comments) Yes | e N P
OCLC Catalog distributed.
Supplies TRT terms for the researcher to add
to the 'key words' field.
Hyperlinked pdf Inconsistency was found upon Concerning URL-sometimes webpages are
New Jersey Contractor Final Report P P Internal Database Does not populate all fields URL (see comments) Yes review of form and guidelines 8 pag
attachments ) 5 updated and they do not re-issue the report.
were created for uniformity
Developed in response to a 2006
: FHWA Review that Abstract field should be kept brief (200
New York Contractor Final Report DOT Catalog Internal Database no no Yes
recommended they use the words).
form
Internal Database Some fields are unclear
Virginia DOT Draft Final Report no OCLC, NTIS, NTL, and TRID URL No NA o e
Catalog Records Not enough space
URL (see comments,
. Contractors / DOT . . ( o ) Concerning URL-No permanent URL available
Washington . Final Report DOT Website Internal Spreadsheet Some fields are unclear Website link Yes | e )
Assistance . . when form is completed.
Copyright Information
Does not populate all fields
Wisconsin Contractor | - no Internal Catalog Records no | e 1 e e

Some fields are unclear
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Figure 14. Responses to Selected Questions from Follow-Up to State DOT Survey Respondents
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3.4 Conclusions

The research found that the only official U.S. DOT instructions for completing the Technical
Report Documentation Page (Form DOT 1700.7) are from 1975, and that the form itself was last
revised in 1972. While the instructions are fairly straightforward, the research found that some
of the fields may not be relevant today. In addition, inquires to the U.S. DOT' confirmed that
there is no universal location for retrieving Form DOT F 1700.7 and that it is presumed authors
create their own copy of the form using examples from other publications. Many State DOTs
make a copy of the form available to contractors, but these versions of the form are not always
consistent among State DOTs. In contrast, a similar report documentation page, Standard Form
298 (used as the standard by NTIS) is available for download in a central location
(http://www.ntis.gov/pdf/rdpform.pdf). An information search revealed that many U.S. DOT
report guideline documents require the use of Form DOT F 1700.7 but do not provide much
instruction on how to complete the form.

The research activities provided insight into the current practices of what Technical Report
Documentation Page information is required by State DOT Libraries/Research Centers. In-depth
follow-up questions with State DOT Libraries/Research Centers who participated in the Part A
survey revealed that they do not populate all the fields on the form and that they are often unsure
what some of the fields mean; a sampling of 100 forms from publications indexed in TRID and
NTL further supported this finding. Most State DOT Libraries/ Research Centers require that the
contractor fill out the form during the final report phase (with draft or final report submission),
but Part A survey results indicated that the DOT Library/Research Center usually edits the form
once it is received from the contractor.

The research showed that the State DOT Libraries/Research Centers populate those fields on the
Technical Report Documentation Page that are most often used in searching (e.g., advanced
search options in online databases) such as title, author, abstract, keywords, report date, report
number, performing organization, and sponsoring organization. The majority also include the
type of report/period of coverage. However, there is inconsistency regarding the completion of
other fields such as distribution statement, number of pages, security classification (report or
page), and contract/grant number. In addition, there are several fields that are rarely required and
completed such as: government accession no.; recipient’s catalog no., performing organization
code; work unit no.; sponsoring agency code; and price.

As for adding new information to the Technical Report Documentation Page, most State DOTs
expressed interest in including a URL on the form, either in a new field or in the supplementary
notes field, but this interest comes with reservations. As evident from the Part A survey findings
and confirmed through follow-up questions to the State DOT survey respondents, permanent
URLS are established (e.g., by NTL) after the form is completed and the SPR-funded reports are
distributed; therefore, including this permanent URL would require a substantial change in
workflow. Adding the State DOT internal URL, if applicable, is also problematic, as server
changes, which are often out of the library/research center’s control, can cause these internal
URLSs to change over time.

' Personal correspondence via email with U.S. Department of Transportation Reference Service (9/12/2014)
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4. RECOMMENDATIONS FOR MORE EFFECTIVE USE OF THE TECHNICAL
DOCUMENATION PAGE

It is recommended that a universal Form DOT F 1700.7 with an instruction sheet be made
available in a central location that can be easily accessed by those participating in SPR-funded
report preparation. This will improve consistency on how contractors and State DOT
Libraries/Research Centers complete the form. It will also improve consistency regarding the
design of the form, and the number and names of form fields. This recommended document is
provided in Appendix B. Requiring the use of this or a similar document may be a solution that
AASHTO can easily institute.

Better instructions for and definitions of the Form DOT F 1700.7 fields will lead to less
ambiguity and confusion concerning how to complete the form. In the attached recommended
universal Form DOT F 1700.7 with instructions, updates were made to the 1975 U.S. DOT
instructions for most of the fields. These new instructions were developed by evaluating the 1975
U.S. DOT instructions, the instructions that are included with Standard Form 298 for similar
fields, and the instructions provided to contractors by different State DOTs. Figure 12 provides a
side-by-side comparison of the recommended instruction revisions and the 1975 U.S. DOT
instructions.

In the case of URLs, if an agency can issue a permanent URL before the report is published, it is
recommended to enter the URL into the Technical Report Documentation Page (in the
supplementary notes field). If the URL available at the time of publication is likely to change
over time, it is better to distribute the URL by means other than the Technical Report
Documentation Page so that out-of-date information is not entered into a catalog or index record.
To ensure that the report can be readily discovered by the Sponsoring Agency long after it is
published, it is recommended the permanent URLs (created later by the NTL and/or State
repository) be added into the catalog and/or records management system of the DOT.

The Transportation Research Thesaurus (TRT)'® is a resource that can be used for providing
more effective use of the Technical Report Documentation Page. However, the TRT is large and
complex enough that it can be difficult for someone who is not a professional indexer to use. If
the report author is not familiar with using the TRT, it is recommended that they suggest
keywords that can later be used for guidance by the indexers who assign the TRT terms in TRID
records.

If the workflow for publishing reports and the resources available to the State DOT Library/
Research Center allow for it, the Librarian, Research Director, etc. can add TRT terms to the Key
Words field. If the TRT terms added by the State DOT are also entered into a local catalog or
records-management system, the controlled vocabulary of the TRT will be useful in enhancing
local discoverability of the report. An alternate practice would be to enhance the local record
with the TRT terms that have been assigned to the TRID record by TRID indexers.

'® http://trt.trb.org/
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Proposed Modified Instructions

T.S. DOT Instructions

Instoructions for Completing Form DOT F 1700.7

L. Report No. Enter the report number assigned by
the sponsorng agency
1. Government Accession No. Leave blank

3. Recipient’s Catalog No, Reserve for use by the
report recipient
4. Title and Subritle. Emuﬂem&mhmkm
volune mumber and part mumber, if app
5 rt Date. Enter full publication date,

g month and day, if available Must cite the

full year. Example: Jume 5, 2014 or June 2014 or
02

6. Performing Organization Code. Enter any/all
wmique munbers assigned 1o the performmg
ﬂglm:lnnn. if apphcable

. Authors. Enter name(s) of person{s) responsible
Earmmﬂlurpan the reszarch, or
creduted with the content of the report Form of entry

is first name., mdﬂemnﬂtﬁapphuﬁk) Last name,
and any additonal qualifiers Prirary suther is listed

first Example- Jane G Smith PhD.

8. Performing Organization Report No. Enter
amyall umgque report numbers assigned
by the performing organization. if applicable

9. Performing Organization Name and
Address. Enter the name and address of the

10. Work Unit No. (TRAIS). Leave blank

11. Contract or Grant No. Enter the mumber of
the contract or grant under which the report was
prepared

121, Sponsoring Agency Name and Address.
Enter name and address of the organization(s)
fmancially responsible for the work

13. Type of Report and Period Covered. Seate
the Type of report (e g final. daft fmal mrenm,
quarterdy. etc.) followed by the dates durnmg
which the work was performed. Example: Final
Report (June 2012 - June 2014)

14. Sponsering Agency Code. If avalable, enter
the code or acromyms for the sponsonng agency (e.g.,
FHWA. NHTSA)
15. Supplementary Notes. Enter mformation not
incheded elsewhere, such as: project performed m
cooperstion withe translation of (or by}, report

, old edition mumber, URL or hyperimk;
ORCID identifier, etc.

16. Abstract. Enter a boef (spproxmmately 200
words) factual smnmary of the most significant
and conclusions of the work When appropnate, the
abstract should include advice on bow the results of
the research can be used.

17. Key Words. Enter words, terms, or phrases that
1dentfy Important topics m the report. When
possible, terms should be selected from the
‘Transportation Pasearch Thesaumus (trt.ub.org)

18. Distribution Statement. Use agency-
mandated dismbution statements and state any
Testmctons. : No restnictions. Thas docwment
i I\'nhhkﬂ:ruzylﬂr"unm:l'fcchnmﬂ

1on Service. Springfield Virgmas 22161

19. Security Classification (of this report).
Enter the security clasafication of the report (e 2.
Unclassified). Reports camrying a secunity
classification will require additional markins srving
secunity and downgradng mfonmation as specified by
!tnqummz:genc\

20. Security Classification (of this page). Enter
the secunty classification of the form (.2
Unclassified). When at all possible, Form DOT F
1700.7 should remaimn unclassified If a classfication
1s requured. idenafy the clasufied items on the page
by an appropoate symbol as per instructon from the
SPONSOTIIE agency.

21. No. of Pages. Enter the total number of pages in
the report, mchuding both sides of all pages and the
fromt and back covers.

22, Price. Leave blank unless apphicahle

1.

15,

1g.

1s,

ie.

ir.

1.

Mabe fre=s 1, &, 3. 7. 9. 1X. 13, sad 18 agrew with the correspomdiag informstism en the
eower. Use all sapizel lecuers fer maie citle (ites &), Laaws dte=ms 3, &, and
blank. Coopleze Ch¢ remaining iters as follows:

Recipiemt’s Cazalep Ss. Reserve for ute by report rébiplent.

Performing Orpazizazics Repor: Sc. lasert I perferming orga=izatice wishes Co assigh
this mu=let.

Parfersiang Organizaties Nese ond Address (laslude zip ceded.

Eork T=i:z Mo, (TRAIS'. Usa the sus=ter code froc the applizable ressarch and tecmelegy
Tesune whizh wmiguelvy ldeczifies the work wnit In the Trsasperisiion Resasrch Acciwity
Infornstien Servize. For Highusy Planning snd Resesrch (EPLR) Preogram reports, isclude
the FPC Coce assigzed iz the soudy.

Cemrpar: ev Cras: So. Irsers the suber of the oentzest &7 grant wader whlch the repar:
was srezarei. For Righwayr Flan=ing sad Messsrch (HF&E) Progra= reporis. imclude alss
the SiEze Eiedy momhar.

SurslemaniaT Teier Exter izfer=azieon net lacluded slasvbere ot waefal, such s
®razared im coeder L] Tracslation of {er %rl.... Presented dc conafarence
..., Te be p== C.. C=mar ralated resercs.

Argzrarz. Ieslofe 8 BTief (B30 te exceel 100 words' facrual susmary of the most sigmifi-

LETITIEIICS ISSialsed It ehe vereri. An abatrsst aheuld staze the purposs. merhods,

azZ corziutioma of the wesh elforz. For the purposs, ioclude a scacemsn: of

1. sirs?l. TFey machods, fncluds ewperisental techaigess or the weans by

ware ehiained. Resslts (findings) are the most isperian: pars of che

zies akeuld be based em ene. or several of che fellowing: mew and

2 iadisgs of permanest vales, significant [isdiags vhich gontpadict
:tu?m. L f'-h!rull ma! tl-r sty Wmsuy s relavan: ra 4 pracefcal

i -:!k srufiss iz relane 1elés. De met vepasz tizle w ether ite=s providsd om This
page. Wrez & twpoti coma ef & su=tei of volumes, isclude the tltle of mach of the
other wolumes 1= gas® aRSETECT.

Rapcris preseniing the resulis of commuterized model devalopsent will wse the folloviag
BITLETUTE fOF INe PraPaTAlcE ©F abaivects:

1. Teeh=teal Nedel dewerizices  (Fature of the medel or sisulster)
araas =f medal arplicezies

3. Spezial wode! reguiremenza
8. ATess of model apslication
b, Ocher specisl considers:iens.

Ear Cards. Select spacific sad preclis Teras or short phrasss that ldentifly the
principal ssbjects covered im the reders. The sponsoriag element may specify thar ey
werds s:all eesfer= o stamfard terminslegy., such a8 that glwes is the Dapirtwent of

Bxfe=se'Ixgioeess Joint Cowncil Thessurws of Eagisesving end Sciemcific Jerms. or
Thessures of Ter=s sstablished by the spomsoriog slessat.

Biscribetion ftatesent. Eater one of chr swtherised statements (Faragraph TRi¥i)

wand te de=ore relsasabili{ty o the public or a limirscion o= disssninstiion for ressons
ethar thas sscurizy of defemse informacion. Refer questiions on che Ststemants T3 che
spousoring elemenI.

Securicy Claasificetion (eof resorc). Mote: Reports carrving & secerity clsssificazicon
will vegulrs sddiviomal marhings givisg secorliy and downgradisg laforsacion as spacilied
b7 the spomssring eleme=t.

Sscurity Clessification (cf this pape). Bote: Bacewse this page may br waed ia pro—
parisg sanouncements. Bitliegraphies. and dacs banks, 1t should be unclassifsed, €
Feasible. 1f & classiflestion 18 requlved, Ldentify (A4 Slassifled JEeEs on LN Page
by sa ssprosriace symdel.

$s. of Pagei. Insert the sumber of pages havisg pristed marerisl, fncluding from: asd
inaide cowers.

Form DOT F 1700.7 (0871) Back

Figure 15. Comparison of Proposed Updated Form DOT F 1700.7 Instructions and Current U.S. DOT Instructions
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Recommendations that are most likely outside of AASHTO’s ability involve revising and
restructuring the Technical Report Documentation Page into a form with two sections; one for
the researchers/contractors to fill out and one for Sponsoring Agency to fill out. It is suggested
that the researchers/contractors should complete the following: report title, authors, performing
organization and address, Sponsoring Agency name and address, performing organization code
and report number, contract number, abstract, keywords, time period, and supplementary notes.
The Sponsoring Agency (e.g., State DOT Library/Research Center) should complete the
remaining fields that relate to their State DOT mandates in managing research projects. It is
recommended that fields 10 (Work Unit No.), 2 (Government Accession Number) be considered
for exclusion and that a new, URL field be include. Figure 13 provides an example of this
proposed revised form and Figure 14 provides an example of instructions to be included with the
revised form. This proposed revised form with instructions is also included in Appendix C.

Another recommendation that may be beyond AASHTO’s ability is to have an interactive form
created that provides instructions or comments for a particular field when the mouse is hovered
over that field (i.e., mouseover, hover text, hover box). It would be ideal that this interactive
form not allow the user to continue to the next field until all previous required fields are
completed. An example of how to implement this action would be to provide this interactive
form via a website link for the user to fill out and allow the user to download the completed form
as a PDF (or an editable PDF) to be inserted into the report.
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Title and Subtitle:

Period Coverad:

Contract or Grant No.:

Author(z):

Performmg Organizaton Name md Address:

Sponsormg Agency Nzme md Address:

Performmg Organization Code:

Performing Organization Report No.:

Supplementary Notes:

Abstract:

Key Words:

This section is reserved for Sponsoring Agency use only.

Report No.: Type of Report: Report Date:

Distribution  Statement:

Sponsormg Agency Code: | Recpients Catzlog No.: No of Pages: Price:

Security Classification (of this report):

Security Classtficanon (of this page):

URL-:

Figure 16. Proposed Revised Form
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Imstructions for Researchers

Title and Subtitle. Entertitle and subtitle with
vohene momber and part momber. if applicable

Period Covered. Cite the dates dunngwhich the
work was performed Example: hme 2012 - Tune
2014

Contract or Grant No. Enterthe mmmberof
the contract or grant underwhich the report was
prepared

Authors. Entername(z) of person(z) responsible
forwnting the report. performing the research, or
credited with the contentofthereport. Form of
entry is first name. maddle mitial (if applicable),
lastname. and any additional qualifiers. Primary
authoris hsted first. Example: Jane G Simith,
PhD.

Performing Organization Name and
Address. Enterthe name and addrezsz ofthe
organizationperformmgthe research.

Sponsoring Agency Name and Address.
Entername and address ofthe orgamzation(s)
financially responsible for the work.

Performing Organization Code. Enterany/al
unique mimbers assizned to the perfonming
organization if apphcable

Performing Organization Report No. Enter
any/ all tmique alpharermernic report nmmbers
assizned by the performing orgamzation if
apphicable

Supplementary Notes. Enter mformationnot
mcluded elsewhere, such as: project performedim
cooperation with; translation of (or by'); report
superzedes; old edition mmmber; OR.CID
identifier. stc.

Absiract. Enter a bref (approximatsly 200
words) factual siommary of the most significant
mfomation, mcluding the purpose, methods,
resultz, and conchisions of the work. When
appropnate, the abstract should melnde advice on
howthe results ofthe research canbe used

Eey Words. Enter words, terms, or phrases that
identify important topics mthe report When
possible, terms should be selected fromthe
Transportation Research Thesamis (it trb_org)

Instructions for Sponsoring Agencies

Report No. Enterthe report mimber assisned by
the sponsonng agency

Type of Report. Statethe typeofreport{e.g.,
final draft final intenim, quarterly, special etc.)

Report Date. Enter full publication date,
mchiding month andday, if avalable Must cite
the full vear. Example: hime5_ 2014 or me 2014
or2014

Distribution Statement. Uss agency-mandat=d
distibution statements andstate a1y restrictions.
Example: Norestnictions. This documentis
availahle through theNational Techmcal
Information Service, Sprongfield Virmnia 22161

Sponsoring Agency Code. Ifavalable, enter

the code or acronyms forthe sponsonng agency
{e.g. FHWA NHTSA)

Recipient’s Catalog No. Beserve foruse by the
report recipient

No. of Pages. Enterthe totalmumbe ofpagesin
the report. inchiding both sides of allpages and
the front andbackcovers.

Price. L=ave blankunless applicabls

Security Classification (of this report).
Enterthe secumty classification ofthe report
(e.z. Unclassified). Reports camying a secumnty
classification will require additonal markang
gving secunity and dovngrading mformationas
specified by the sponsorng agency.

Security Classification (of this page). Enter
the secumty classification ofthe formie g
Unclassified). When at allpossible, Form DOTF
1700.7 should remnam imdassified Ifa
classificationis re quored, identify the classified
items onthe page by an appropmate symbaol as
per mstruction from the sponsong agency.

URL. Enter the permaners URL forthe report

Figure 17. Proposed Instructions for Proposed Revised Form
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Appendix A: Incomplete Fields, Form DOT F 1700.7 in Published Reports (random sample)
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*Record Numbers 1-50 are a result of a search in the TRID database for FHWA and for the years 2013-2014. Record Numbers 51-100 are a result of a search in

the NTL database for the years 2013-2014.
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3. Recipient’s Catalog No. Reserve for use by the
report recipient

4. Title and Subtitle. Enter title and subtitle with
volume number and part number, if applicable
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information, including the purpose, methods, results,
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17. Key Words. Enter words, terms, or phrases that
identify important topics in the report. When
possible, terms should be selected from the
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18. Distribution Statement. Use agency-
mandated distribution statements and state any
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