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[bookmark: _Toc50976894]Formatting and Content
Follow these guidelines in preparing your report:
Use only the styles provided in this template if possible:
Heading 1, Heading 2, Heading 3, and Heading 4.
Body Text, List Bullet, List Bullet 2, and List Number.
Figure and Figure Caption.
Table Caption, Table Header, and Table Text.
Organize the report into sections or chapters to give a complete description of the project, including data gathered, analyses performed, and results achieved. Use appendices as needed for supplementary materials.
Heading names (Methods, Results, etc.) in this document are solely for demonstration purposes. Rename or rerrange section headings as necessary, but make sure to include a description of the following required elements: 
The research problem.
Current literature and the state of the practice.
The approach and methodology.
Data collection, analysis, and results.
Findings, conclusions, and recommendations.
Research outputs, outcomes, and impacts.
Technology transfer outputs, outcomes, and impacts.
Education outputs, outcomes, and impacts.
Cite your sources using a consistent format.
If you would like information on how to use templates, please visit http://tti.tamu.edu/group/communications/word-template-instructions/.
[bookmark: _Toc1370377][bookmark: _Toc50976895]Review and Publication Process
The principal investigator (PI) should submit the Project Closeout Checklist and draft Final Research Report within 60 days after the project completion date. CARTEEH leadership will then review the report and determine whether additional edits are necessary prior to its approval. If edits are required, the report will be returned to the PI with comments on requested revisions.
Once revisions are completed, the final documents should be returned to CARTEEH for final approval. After notifying the PI of the final approval, CARTEEH administration will upload the research report to the CARTEEH website and to the National Transportation Library (NTL) (https://rosap.ntl.bts.gov/submitContent), per the grant’s requirements. The NTL Repository is the place where all US DOT-funded research is shared with the public. 
While project PIs may not delay submission of the report, an “embargo” can be requested to allow for the publication of journal articles to precede the report being made publicly available. This embargo will hold back making the report public for up to 12 months from the date of publication in a journal. You can read more about embargoes at the NTL’s FAQ page: https://ntl.bts.gov/public-access/how-request-embargo
If you would like to request an embargo on the publication of your project report, please contact Haylee Yung (h-yung@tti.tamu.edu), and she will work with you to make this request. You must supply an approximate publication date in your request. If an embargo is granted, the NTL will hold the final reports in embargo for up to 12 months from the date of publication in a journal, before sharing them with the public.
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High-resolution images are preferred if possible. Use automatic cross references to mention each figure in the text (Figure 1). Please include alternative text (Alt Text) for all figures to fulfill Section 508 compliance requirements. You can do so by using the “Edit Alt Text”option available when you right-click the image.  
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Use automatic cross references to mention each table in the text (Table 1Table 1). Tables should be created using Word’s formatting if possible. Alt Text will need to be submitted with all tables to fulfill 508 compliance.
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	The table should be centered on the page.
	Headers for the columns should be in Table Header style and shaded 20 percent gray.
	Units should be given in the header and not repeated in cells.
	All table text should use the Table Text style and be centered.
	Tables should not split across the page unless absolutely necessary.
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[bookmark: _Toc1370381][bookmark: _Toc50976899]Sample Level 2 Heading 
In order to use a subheading, you need to divide chunks of information. Therefore, you should have at least two subheadings.
Use Body Text style for paragraphs. Use a sentence to introduce bullets:
Bullet. Use List Bullet style.
Bullet.
Bullet.
Sub-bullet. Use List Bullet 2 style.
Sub-bullet.
Sub-bullet.
[bookmark: _Toc1370382][bookmark: _Toc50976900]Sample Level 3 Heading 
Use Body Text style. Use a sentence to introduce numbered lists:
1. List element. Use List Number style.
1. List element.
2. List element.
Sample Level 4 Heading 
Use Body Text style. Try not to go beyond level 4 headings.
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Use Body Text style.
[bookmark: _Toc1370384][bookmark: _Toc50976902]Problem 
Use Body Text style.
[bookmark: _Toc1370385][bookmark: _Toc50976903]Approach
Use Body Text style.
[bookmark: _Toc1370386][bookmark: _Toc50976904]Methodology
Use Body Text style.
[bookmark: _Toc1370387][bookmark: _Toc50976905]Results 
Use Body Text style.
[bookmark: _Toc1370388][bookmark: _Toc50976906]Conclusions and Recommendations
Use Body Text style.
[bookmark: _Toc50976907][bookmark: _Toc1370389]Outputs, Outcomes, and Impacts
Outputs are new or improved processes, practices, technologies, software, training aids, or other tangible products resulting from this activity. 
Outcomes are changes made to the transportation system, or its regulatory, legislative, or policy framework, resulting from research outputs.
Impacts are the effects of an outcome on the transportation system, or society in general, such as reduced fatalities, decreased operating costs, etc.
[bookmark: _Toc50976908]Research Outputs, Outcomes, and Impacts
Please provide a detailed description of all research outputs, outcomes, and impacts resulting from this study.
Examples include:
Peer-reviewed publications.
Presentations at conferences and technical meetings.
Changes to policy or regulations, or decisions that were informed by research findings.
[bookmark: _Toc1370390][bookmark: _Toc50976909]Technology Transfer Outputs, Outcomes, and Impacts
Please provide a detailed description of all technology transfer outputs, outcomes, and impacts resulting from this study.
Examples include:
Data sets produced, including digital object identifier (doi).
Code developed, including links to a repository.
Software developed, including doi.
Intellectual property generated, including subject inventions, patent applications, and issued patents.
Strategic partnerships formed to inform decision-making or drive technology adoption, including public and private sectors.
[bookmark: _Toc1370391][bookmark: _Toc50976910]Education and Workforce Development Outputs, Outcomes, and Impacts
Please provide a detailed description of all education and workforce development outputs, outcomes, and impacts resulting from this study.  
Examples include:
Students involved in the project.
Outreach to students conducted at the K-12 and university level as part of the project.
Training and educational materials developed, including curricula, lectures, and classroom exercises.
Innovative educational and outreach methods deployed as a result of the project.
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