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ABSTRACT

This should contain a pithy summary of the purpose of the research, the essential results and the conclusions in anything from half a page to a page and a half.  It should not contain just a statement of the activities undertaken.  The shorter and the more concise the better.  It must not contain additional observation, argument or any references.  

At barbaris consilium non defuit: nam duces eorum tota acie pronunciare jusserunt, "ne quis ab loco discederet: illorum esse praedam, atque illis reservari, quaecumque Romani reliquissent: promde omnia in victoria posita existimarent." Erant et virtute et numero pugnando pares nostri; tamen etsi ab duce et a fortuna deserebantur, tamen omnem spem salutis iu virtute ponebant, et, quoties quaeque cohors procurreret, ab ea parte magnus hostium Dumerus cadebat.  Qua re animadversa, Ambiorix pronunciari jubet, ut procul tela conjiciant, neu propius accedant, et, quam in partem Romani impetum fecerint, cedaut: (levitate armorum et quotidiana exercitatione nihil iis noceri posse :) rursus se ad signa recipieutes insequantur.

Quo praecepto ab iis diligentissime observato, cum quaepiam cohors ex orbe excesserat atque impetum fecerat, hostes velocissime refugiebant.  Interim eam partem nudari necesse erat et ab latere aperto tela recipi.  Rursus, cum in eum locum, unde erant progressi, reverti coeperant, et ab iis, qui cesserant, et ab iis, qui proxime steterant, circumveniebantur; sin autem locum tenere vellent, nec virtuti Iocus relinquebatur, neque ab tanta multitudine conjecta tela conferti vitare poterant.  

At Cotta, qui cogitasset, haec posse in itinere accidere, atque ob eam causam profectionis auctor non fulsset, nulla in re communi saluti deerat; et in appel landis cohortandisque militibus imperatoris, et in pugna militis, officia praestabat.  Cumque propter longitudinem agminis minus facile per se omnia obire, et, quidquoque locofaciendum esset, providere possent, jusserunt pronunciare, ut impedimenta relinquerent atque in orbem consisterent.  Quod consilium etsi in ejusmodi casu reprehendendum non est, tamen lincommode accidit: nam et nostris militibus spem minuit, et hostes ad pugnam alacriores effecit, quod non sine summo timore et desperatione id factum videbatur.  Praeterea accidit, quod fieri necesse erat, ut vulgo milites ab signis discederent, quae quisque eorum carissima haberet, ab impedimentis petere atque abripere properaret, clamore et fletu omnia complerentur.

Pagination up to this point has been in lower case Roman.  Pagination from the next page on is Arabic and starts at 1.  There is a good reason for this.  When the report passes from confidential to Open File, some introductory pages are removed as being no longer relevant, such as the Distribution List.  This can be achieved with minimal page renumbering.  Please keep to this convention.

1. INTRODUCTION

1.1 Work objectives

1.1.1 Principal objective

This should contain a concise statement of the broad aims of the research.  Cumque propter longitudinem agminis minus facile per se omnia obire, et, quidquoque locofaciendum esset, providere possent, jusserunt pronunciare, ut impedimenta relinquerent atque in orbem consisterent.  Quod consilium etsi in ejusmodi casu reprehendendum non est, tamen lincommode accidit: nam et nostris militibus spem minuit, et hostes ad pugnam alacriores effecit, quod non sine summo timore et desperatione id factum videbatur.

The heading above is Heading 3.  The heading above that is Heading 2 and the one above that is Heading 1.  Numbering of headings is automatic (apart from Heading 4) and may be used in the contents list.  Lesser headings are given below.

1.1.2 Specific objectives

This should contain concise statements of expected outcomes and outputs of the research with perhaps, a brief discussion.  Quod consilium etsi in ejusmodi casu reprehendendum non est, tamen lincommode accidit: nam et nostris militibus spem minuit, et hostes ad pugnam alacriores effecit, quod non sine summo timore et desperatione id factum videbatur.

Quod

The Heading above is Heading 4 and is not numbered.  Quod consilium etsi in ejusmodi casu reprehendendum non est, tamen lincommode accidit: nam et nostris militibus spem minuit, et hostes ad pugnam alacriores effecit, quod non sine summo timore et desperatione id factum videbatur.

1.2 Work program

This consists of a brief statement of what had previously been done as part of the project at this particular study site, what was then done for the basis of this report and even further work that is intended.  This places the work in context.  

2. Description of site

2.1 Location

The latitude and longitude of the study area should be stated here as xxºyy'zz"S nnnºmm'pp"E.  Other map coordinate systems should not be used unless the map datum and projection are also clearly stated.  A location map should be provided which should have sufficient detail to locate the study area despite the passage of some decades.  It should show significant population centres and important routes (not just those that are likely to be ephemeral, such as mine camps and haul roads). 

If a map was produced as part of the report, the boundaries of the map should be shown on the location map.  The location map should show a coordinate system, preferably including latitude and longitude, a scale and a north indicator.  Natural scales should not be used as these become irrelevant after photo-reduction.

2.2 Climate

This and following sub-headings cover details of the climate (rainfall, seasonality, evaporation, arid/tropical/rainforest), access, geology, geomorphology, physiography etc., each under separate headings.  The sub-headings given here are examples and not a requirement.

3. STUDY METHODS

3.1 Methods

The way the research was done should be given briefly here.  Lengthy descriptions should be put in an appendix.  Again, sub-headings are examples only.  Qua re animadversa, Ambiorix pronunciari jubet, ut procul tela conjiciant, neu propius accedant, et, quam in partem Romani impetum fecerint, cedaut: (levitate armorum et quotidiana exercitatione nihil iis noceri posse :) rursus se ad signa recipieutes insequantur.

3.2 Mapping

Erant et virtute et numero pugnando pares nostri; tamen etsi ab duce et a fortuna deserebantur, tamen omnem spem salutis iu virtute ponebant, et, quoties quaeque cohors procurreret, ab ea parte magnus hostium Dumerus cadebat.

3.3 Sample collection

Quod consilium etsi in ejusmodi casu reprehendendum non est, tamen lincommode accidit: nam et nostris militibus spem minuit, et hostes ad pugnam alacriores effecit, quod non sine summo timore et desperatione id factum videbatur.

3.4 Sample preparation

Qua re animadversa, Ambiorix pronunciari jubet, ut procul tela conjiciant, neu propius accedant, et, quam in partem Romani impetum fecerint, cedaut: (levitate armorum et quotidiana exercitatione nihil iis noceri posse :) rursus se ad signa recipieutes insequantur.

3.5 Analysis

Interim eam partem nudari necesse erat et ab latere aperto tela recipi.  Rursus, cum in eum locum, unde erant progressi, reverti coeperant, et ab iis, qui cesserant, et ab iis, qui proxime steterant, circumveniebantur; sin autem locum tenere vellent, nec virtuti Iocus relinquebatur, neque ab tanta multitudine conjecta tela conferti vitare poterant.  

3.6 Microscopy

At barbaris consilium non defuit: nam duces eorum tota acie pronunciare jusserunt, "ne quis ab loco discederet: illorum esse praedam, atque illis reservari, quaecumque Romani reliquissent: promde omnia in victoria posita existimarent.  Erant et virtute et numero pugnando pares nostri; tamen etsi ab duce et a fortuna deserebantur, tamen omnem spem salutis iu virtute ponebant, et, quoties quaeque cohors procurreret, ab ea parte magnus hostium Dumerus cadebat.  

4. RESULTS

This is the guts of the report in which there will be numerous headings and sub-headings.  Care should be taken to separate results from conclusions (fact from fiction) and not to interweave the two.

4.1 Numbers, units and chemical symbols

Remember that there should be a hard space between a number and a unit (i.e. 105 m; 500 ma) except for percent and degrees (85% and 570ºC) and two spaces after a period.  If there are more than four significant figures, a hard space should be inserted between each third (1 000 000).  Numbers less than 10 should be given as a word (eg., four groups of 95).  There is no such thing as a centimetre - use steps of 103 (µm, mm, m, km).  The / generally means divided by and does not substitute for 'and' or 'or' but is used in 'and/or'.  Elements should be given as their symbol except at the beginning of a sentence.  Arsenic, Sb and Bi are pathfinders for Au.

4.2 Verbosity and accurate meanings

A good writing style greatly enhances a report. Clear, succinct, direct sentences get the points across.  Avoid repetition, convoluted sentences and verbosity.  Say 'the cat sat on the mat' and avoid 'the cat was superimposed on the underlying mat'.  Use a simple and direct sentence construction, for instance: -

'Penetration root systems are a notable feature of the unit, with the root systems showing an intimate relationship with Fe accumulation'.

This is equivalent to: -

'Roots penetrate the unit and are closely related to Fe accumulations'.

Poorly constructed, rambling sentences indicate muddy thinking on the part of the writer; never mind what it does to the reader.  Texts on report writing are legion and it is not the intent of this report format to repeat their valuable lessons.  Here are a very few suggestions.

Beware tautologies (mafic gabbro, ore shoot mineralisation, clay mineral, thin veneer, spanning across, pure white colour).  Avoid commonly accepted phrases such as 'in order to', which can be adequately substituted by 'to'.  Also avoid 'a program of geochemical analysis was carried out', when you actually meant 'these samples were analysed' expressed in half the words; nothing was carried anywhere in the first place, let alone 'out'.  Use very sparingly those pesky management terms (focus, strategy....) and wool-words (system, situation, behaviour).  

Do not abuse words with a time connotation (always, sometimes, often, seldom, frequently, usually, rapidly...) where more appropriate words (commonly, generally, in some cases, many, few...) would be better.  Data are plural; criterion is the singular of criteria.  Use 'however', 'furthermore', 'indeed' sparingly.  In many cases 'which' should be substituted by 'that' (your grammar checker can help here but generally beware of grammar checkers as they can get things very wrong).  Remember there is a difference between 'less' and 'fewer'.  The use of "etc.," in lists is sloppy.  To date, "etc.," has not been defined
 as an element, mineral, regolith material or any other entity.  It is commonly used as such by some authors but readers cannot necessarily guess what is meant.  Instead, use "such as…" and "e.g.,..." with specific examples.  
Do not use single sentence paragraphs, unless essential.  Try to vary the lengths of sentences - this makes the text easier to read and more interesting.

4.3 Spelling

Be consistent in how you spell words for which there is some variance in what is correct.  In general, avoid 'US English' spelling (color, flavor, sulfur).  Despite misinformation, 'z' in '-ize', '–ization' is acceptable in UK and US English, although many prefer '-ise', '-isation'.  Make a decision as to which convention you want to use and keep to it, preferably for life.

5. CONCLUSIONS

The results of the research should be drawn together here and logical, clear conclusions drawn from these, citing results of research elsewhere as appropriate.  This may contain a subsection of 'Implications for Exploration' that is best reduced to a dot point list.
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Other reference format standards can be used.  The one above is based on the Journal of Geochemical Exploration.  If another format is used, it would be practical to use the reference format of the journal in which the information is likely to be ultimately published.  Whatever format is used (and it must be a recognised format), consistency and accuracy are essential.  On completion of the document, scan the text for references, verify they are in the reference section and tick them off to highlight any redundancies.

APPENDICES

Appendices may include tabulated results, massed graphs and maps and even digital data (disc or CD).  Essentially appendices contain information 'for the record' that is not essential to the logical flow of the report.  If there are only a few appendices, they can occupy a small section in the back of the report.  Each Appendix should have a title page with an explanation of its content.  

Alternatively, appendices may be extensive and form a separate volume or volumes, in which case the appendix volume requires a cover page and a list of appendices.  The advantage of a separate volume is that it allows appendices to be conveniently consulted while reading the main volume.  However, it raises the cost.  The appendix volume should be separately but continuously paginated.  

ILLUSTRATIONS

Good illustrations greatly enhance the text.  They can come from three sources, from the scientist (generally graphs, simple maps and plots), from the VRU who have considerable experience in scientific illustrating and from GIS staff (maps) who are also very experienced.  The following are guidelines for the scientists who can contact the VRU for further advice.

Colour

Try to keep cost to a minimum by using colour intelligently.  Use it where it is really needed.  Be aware that a small colour diagram amongst a large amount of text is a waste of colour space as the whole page has to be printed on a colour printer/photocopier.  Where possible, block up groups of colour diagrams into single pages.  Blocking can be two to a page for detail, or four or even eight to a page for less detail.  If you place the captions on a facing page, it will maximise the use of colour space. 

Textures

Very fine textures in black and white took good when freshly printed but these may not reproduce well by photocopy.  If you have doubts, try a photocopy.  Slightly coarser textures photocopy better.

Scales etc

Make sure maps, photos and photomicrographs all have scales (scale bar or implied by hammer or colleague).  Maps should have north arrows, a clear and accurate explanation or legend and some coordinate system.

Size, format and location

Figures and tables should be just sufficiently large to be clearly legible.  It may be necessary to use an A3 foldout for some very large diagrams or even separate maps, but use this only where absolutely necessary.  

Illustrations should be located either on the page where they were first mentioned or, as near as possible thereafter.  Some large figures are best placed on their own page, when portrait or landscape formats can be used, though portrait format is preferable if at all feasible.  Others, particularly small black and white line diagrams, can be set in among text.  See comments above on blocking up colour figures.

MARGINS

A left-hand binding margin should preferably be set at 30 mm and never be less than 25 mm.  Anything less produces difficulties with the staple and bind used for all CRC LEME Open File Reports.  Get it right at the start and don't hope for costly remediation later; either you'll be charged for the work or the report will be refused.  The right-hand margin should be about 20 mm and no less than 15 mm.  Some binding methods call for trimming and this removes 3-5 mm.  If a fold-out illustration is to be included, special care as to the location of the folds is required if trimming is expected.

RUNNING HEADERS AND FOOTERS

Running headers or footers are useful in reference works such as atlases, final reports and some large appendices.  This allows quick location of a particular section or subject matter.  However they add to the complexity of the report.  Care in positioning these is required if report binding calls for trimming.

FONTS, SIZES, STYLES AND LINE SPACING

The font used throughout is Times New Roman except for the Arial of Heading 4 and the bulk of the text is in 11 pt except for capitalised headings, which are 12 pt.  It may be necessary to use Symbol for special characters.  Single line spacing is used throughout unless there is a good reason for a wider spacing (ie., many chemical formulae with complex sub- and super-scripts).

Italics can be used to emphasise a point but this should be used very sparingly.  Foreign words and abbreviations such as et al., (note punctuation), en echelon, ad nauseam and in situ should be in italics.

CAPTIONS

Figure and picture captions should be 10 pt and either Times New Roman or Arial.  Captions should tell their own story and it should not be necessary to refer to the text to get the gist.  Refer in the text using 'Figure XX' and not 'Fig.' which only saves two characters and is ugly.
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Figure 7.  At barbaris consilium non defuit: nam duces eorum tota acie pronunciare jusserunt, ne quis ab loco discederet: illorum esse praedam, atque illis reservari, quaecumque Romani reliquissent: promde omnia in victoria posita existimarent.

JUSTIFICATION

Left and right justify all text except where left justification only is clearly needed.

TABLES

Tables should be numbered, have a title and be laid out clearly, with or without line work which should be light weight rather than heavy.  A sans-serif font (Arial or Helvetica) is preferred if the table is dominantly numerical.  If it is dominated by large blocks of text, use Times New Roman.  Overall, the font should be consistent and not mixed and the font size carefully chosen for clarity.

SINGLE OR DOUBLE SIDED

Double sided should be used only if the thickness of the report is likely to be excessive as reproduction is a bit more difficult.  In which case, ensure that the binding margins are correct (mirrored) and an adequate paper weight (paper opacity) is used to prevent 'see-through' in the final product.  Master copies should be single-sided as, unless very thick or dense paper is used, text on the reverse can copy through.
DIGITAL DATA

In the past, digital data have been stored on floppy disc in a pocket in the back of the report or report appendix volume.  These magnetic media have a very limited life.  Compact discs are better but they are fragile and can easily be damaged by flexing of the back report cover.  

PDF FILES

This is a very good way to distribute future reports but is difficult to do retrospectively.  The decision needs to be made at report inception to go the PDF route.

� See your Project Leader for the LEME and Core Party requirements here.


� Slightly better than 'rhubarb rhubarb rhubarb' and is unlikely to be left in inadvertently.


� From the Latin et ceteri or et cetera - 'and the others', 'and so forth'.
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