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Appendix B

Checklists, Forms, and Guidelines
This appendix contains information related to the report preparation and publication process. The items include the following checklists, forms, and guidelines:
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Checklist for Submitting Draft Report

This checklist serves as a reminder as to what researchers need to submit with their draft reports. The PAC and project manager will technically review the draft report, and other Foundation staff will review the draft report to ensure adequate quality of text, art, and tables for printing; consistent appearance within a report; and author-date style for references. This checklist should be completed and submitted with the draft report. 

Keep in mind that the Foundation’s preferred (TCR) publication process prints the final report directly from the pages submitted (if they are well formatted and of good quality). There will be no proofreading or editing of the report. If the following requirements are not met, the report will go through the default (Full Service) process, which takes longer and is more costly.

Text and Margins

 FORMCHECKBOX 

Electronic file that exactly matches the draft report plus one original, single-sided, unbound laser printer output (crisp, black letter quality of type)
 FORMCHECKBOX 
  Consistent 1” margins within report
Pagination

 FORMCHECKBOX 
  Consistent placement of page numbers
Figures and Tables

 FORMCHECKBOX 
 
Consistent placement of figures throughout the report either within the chapters or at end of chapters

 FORMCHECKBOX 
 
Consistently numbered figures and tables within the report

Reference List

 FORMCHECKBOX 
 
At end of report before the abbreviations list, rather than a chapter within the report

 FORMCHECKBOX 
 
Follows author-date in-text citation style

Copyright Permission Form

 FORMCHECKBOX 
 
Completed copyright permission form with explanation as to why permission is not required to use material from a copyrighted source (for example, the explanation might indicate the limited extent to which the source was used “Data from” or “Adapted from”)

CD-ROM/Web Tool (if applicable)

 FORMCHECKBOX 
 
If the report is scheduled to be published on a CD-ROM or as a Web Tool, or a CD-ROM or Web Tool is planned in conjunction with the report, then a beta version of the pre-approved software should be submitted for review with the draft report.

Reminders for Submitting Final Report

Our experience indicates that certain elements of submitting the final report may be overlooked, so we are taking this opportunity to remind you to submit signed original letters or faxes granting permission to use copyrighted material and the utility confirmation letters.
COPYRIGHT PERMISSION FORM

(This form is to be completed for all figures and tables, even
those that are original and not from another source.)

TITLE: _____________________________________________________________________

AUTHOR: __________________________________________________________________

PROJECT NUMBER: __________________________________________________________

FOUNDATION CONTACT:_____________________________________________________
	Figure or Table Number
	Short Title
	Source:

Author-Date

Publisher
	Permission

Required?

(Yes or No)
	Response 

Received?

(Yes or No)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


(SAMPLE—SAMPLE—SAMPLE(
COPYRIGHT PERMISSION FORM

(This form is to be completed for all figures and tables, even

those that are original and not from another source.)

TITLE: Contaminant Removal Systems for Drinking Water Supplies                                      

AUTHOR: Joe Drago

PROJECT NUMBER: 2658

FOUNDATION CONTACT: Jim Smith
	Figure or Table Number
	Short Title
	Source:

Author-Date

Publisher
	Permission

Required?

(Yes or No)
	Response 

Received?

(Yes or No)

	T 1.1
	Operating parameters
	Original
	No
	--

	T 1.2
	Surface and ground
	Original (adapted from AWWA 1992)
	No
	--

	F 1.1
	Effluent versus influent
	Original
	No
	--

	T 2.1
	Average radon levels
	Michel 1987 (Plenum)
	Yes
	Yes

	F 2.1
	Mechanical surface
	Metropolitan Water District
	No (participating utility provided figure)
	

	T 2.2
	DYIII media
	USEPA 1999
	No (in public domain)
	--

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


SAMPLE LETTER REQUESTING PERMISSION TO 

USE COPYRIGHTED MATERIALS

Contractor's Letterhead

Addressee (publisher of the material or author of unpublished work) 

I am writing to request permission to reprint the following material from your publication: 

(Author, title, date of publication) 

(Pages on which material appears and other identifying information such as title and 

number of figure or table ) 

This material is to appear as originally published ( or with the changes or deletions as noted on 

the reverse side of this letter) in the following scholarly work, which the Water Research Foundation, a nonprofit drinking water organization, plans to publish in (month and year) in print and electronic format. It will carry the number Figure or Table ___ in our work below. 

(Author, title, approximate length) 

I will use the standard scholarly form of acknowledgment, including author, title, publisher's name, and date, unless you specify otherwise. 

Thank you for considering this request. I am enclosing a duplicate copy of this letter for your records. 

Sincerely yours, 

The above request is approved with any conditions noted below and with the understanding that full credit will be given to the source. 

______________________________________________________________________________

Approved by






Date
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Checklist for Submitting Final Report

Please check the final report carefully to avoid any delays in editing and publication of this report.  The publisher will not accept an incomplete package.  Complete this form and submit it with the final report.

Report title       
Project number       
Project manager       
 FORMCHECKBOX 
 one original


 FORMCHECKBOX 
 half title page


 FORMCHECKBOX 
 title page


 FORMCHECKBOX 
 disclaimer-copyright page


 FORMCHECKBOX 
 table of contents


 FORMCHECKBOX 
 list of tables


 FORMCHECKBOX 
 list of figures


 FORMCHECKBOX 
 foreword 


 FORMCHECKBOX 
 acknowledgments


 FORMCHECKBOX 
 executive summary


 FORMCHECKBOX 
 main body of report


 FORMCHECKBOX 
 reference list


 FORMCHECKBOX 
 abbreviations list

 FORMCHECKBOX 
 Electronic report that exactly matches the printed final report
 FORMCHECKBOX 
 completed permission form that lists each table and figure in the report regardless of their origin with explanation as to why permission is not required to use material from a copyrighted source (for example, the explanation might indicate the extent to which the source was used—“Data from” or “Adapted from”)

 FORMCHECKBOX 
 Signed original letters or faxes granting permission to use information from sources not original to the research being reported 
 FORMCHECKBOX 
 Signed participating utility confirmation letters
 FORMCHECKBOX 
 Signed Exhibit E, granting copyright assignment to the Water Research Foundation
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CHECKLIST for Draft CD-ROM PRODUCTS

NOTE:  Please plan on 3–4 weeks for Foundation Communications & Marketing staff to review and comment on the draft CD-ROM.

Submittals

For the draft CD-ROM, please submit the following items whether or not the CD-ROM product will be packaged with a printed report.  These items are in addition to the submittals listed on the “Checklist for Submitting Draft Report.”

 FORMCHECKBOX 
 one copy of the draft CD-ROM

 FORMCHECKBOX 
 installation instructions

 FORMCHECKBOX 
 list of minimum system requirements

 FORMCHECKBOX 
 name, phone number, and e-mail address of individual that C&M staff may contact

about tech support issues

Water Research Foundation Contact

Any questions or comments concerning this checklist should be directed to Adam Lang, Report Publishing Manager, at 303.347.6259 or alang@WaterResearchFoundation.org
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CD-ROM and Software Criteria
for Water Research Foundation Project Deliverables

Increased availability of software and hardware for creating CD-ROMs coupled with reduced cost makes CD-ROM and/or software production a feasible addition or alternative to printed research reports.  This document presents criteria for use by the Research Advisory Council, staff, researchers, and project advisory committees in determining whether a CD-ROM and/or software ought to be developed. (Note: This document is not meant to be a guide for software created as a Web tool or as part of a Web site.  Please see Web-Based Product Criteria.)
Considerations

· The researcher has equipment, time, and budget to create and test the CD-ROM and/or software. 

· The Foundation has approved the CD-ROM and/or software as part of the final deliverable for the project.
· If software will be created, demonstrate the software early to determine whether people like the info in this format, whether the format works, and whether the format meets project objectives.

· What is the product shelf life?  Are there any plans for future upgrades?

· What is the product’s potential use versus its cost?

· Will everyone with computer access be able to use the CD-ROM and/or software?

· Will training (e.g., user’s manual) be needed? 

· Will technical support be needed, and if so, what type?  Is the researcher willing to provide that support?

Requirements

· The Foundation will not specify the development software.  However, the researcher must have access to the software code.

· Most CD-ROMs should include a title screen that pops up as an autorun feature when the CD is inserted.  If the researcher does not have the capability to create an autorun feature, the Foundation may be able add it after submission.
· Each printable page (e.g., Excel worksheets) need to include a source note that includes the following elements: Source: Report Title by author(s)(up to three authors, use et al. for three or more) © Year Water Research Foundation.  For example,

Source: Soil-Aquifer Treatment for Sustainable Water Reuse by Fox et al. ©2009 Water Research Foundation. ALL RIGHTS RESERVED.

· Debug and demonstrate prior to Foundation acceptance

· Provide 1 draft copy for editorial/production review

· The final product deliverable must include the following items:

--One CD-recordable (CD-R) disc

--Installation instructions

--List of minimum system requirements

· Include logo, sponsorship, and copyright by Water Research Foundation on the title screen for the CD-ROM and/or software. 

Sponsored by:


Copyright (2009 
Water Research Foundation


by
6666 W. Quincy Ave.

Water Research Foundation
    Denver, CO 80235

ALL RIGHTS RESERVED

· Include a link to the standard Water Research Foundation disclaimer on the title screen.

· If the project has co-funding organizations, their logos should be included on the title screen and their names included under “Sponsored by” and in the Disclaimer. 

· If the CD-ROM and/or software requires specific application programs or contains hyperlinks, the specific program or browser ought to launch automatically as needed.

· The contents ought to mention the Foundation project.  The researcher’s affiliation may be included in the introductory material but should not appear on headers for each screen or page of information.

· Contact Cheri Dougherty at cdougherty@WaterResearchFoundation.org to obtain an electronic file containing the Water Research Foundation logo and logos of any co-funding organizations.  Please specify your preference for file format (GIF, JPEG, EPS, BMP, WMF, or TIF), and state how the logo is intended to be used.
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WEB-BASED PRODUCT CRITERIA AND FEASIBILITY STUDY
for Water Research Foundation Project Deliverables


Web-based project deliverables are defined as a final project product that will be hosted on a Web server and its content served up to users via any Water Research Foundation approved Internet-based technologies.  They may be commonly called Web sites, Web tools, or Web applications.  However, only selected projects justify the development of these products. There are associated costs and implementation details for the researcher and the Foundation that need to be considered.  The researcher should submit a full Feasibility Study to provide a clear road map for the Web-based product deliverable.  The Feasibility Study should address the questions on p. 3 of this document and must comply with the product requirements below.

Product Requirements

· Products created shall be self-contained and not require support or updates by Water Research Foundation staff.  Researcher is responsible for this during the contractual life of the product.
· An initial design discussion with the Water Research Foundation’s Publishing Manager and IT staff should be scheduled through the project manager as part of the Communication Plan that will become part of the Project Funding Agreement.
· The Foundation may require a formal contract, separate from the Project Funding Agreement, for the development and maintenance of the Web tool. The Foundation may request to contract with the researcher to maintain the tool after the initial Foundation project is complete.

· The researchers will deliver documentation including source code and user manual before launch of the Web tool.

· The Web-based product will be hosted on a mutually agreed account. The researcher is responsible for obtaining the hosted account, the placement of the product on the account, and all administrative hosting functions for the contractual life of the product. The Foundation will pay for the hosting services.

· The Web-based product will be registered under a domain name determined by the researcher and the Water Research Foundation.

· Water Research Foundation approved Internet-based technologies are html and asp/asp.net.  However, Water Research Foundation does not wish to limit the creativity of these products and may consider other technologies during the development.

· Browser development for latest major browser versions and one version previous.

· Develop in compliance with 508 Accessibility rules (not required but highly desired - see http://www.usability.gov/)

· Develop to accommodate 1024x768 screen resolution

· If any plug-in is required to view the Web-based product, the product must provide the needed link, support, and instructions for using the plug-in.

· Product design should complement the existing Water Research Foundation Web site so that the product can be recognized as a result of a Water Research Foundation project.  The specific “sponsored by the Water Research Foundation” logo and complimentary Web-safe colors should be used.
· The product home page or “about” page should mention the Water Research Foundation project and its objective / background.

· Create a footer for the pages of the product that includes the following elements: Project Number, Source: Report Title. © Year Water Research Foundation.  For example,

Water Research Foundation project #123, Source: Soil-Aquifer Treatment for Sustainable Water Reuse ©2008 Water Research Foundation. ALL RIGHTS RESERVED.

· Provide opportunity for Water Research Foundation to view a beta of the product early into the development.

· Debug and demonstrate prior to Foundation acceptance

· Include a link back to WaterResearchFoundation.org on each page (could link from the Water Research Foundation logo or footer)

· Use of Water Research Foundation Logo—Contact Cheri Dougherty at <mailto:cdougherty@waterresearchfoundation.org> to obtain an electronic file containing the specific “sponsored by the Water Research Foundation” logo.  Please specify your preference for file format (GIF, JPEG).

Feasibility Study Questions

This Feasibility Study will be used by the Foundation’s research planning volunteers, staff, researchers, and project advisory committees in determining whether a Web-based product should to be developed. If approved, the final feasibility study will become part of the Project Funding Agreement. Please answer the following Feasibility Study questions:

1. What is the tool type? Is it primarily a data repository, an encyclopedic list? Or is it an interactive tool that leads to a decision or a cost/benefit analysis?

2. Who is the intended audience for the Web tool?  Is the audience highly technical?  Or can non-specialists use and understand it?  Is it intended for Water Research Foundation subscribers only?  If so, how will users be authenticated?  Which Foundation subscribers would be likely users?  Or will the site be open to all?

3. How does proposed funding affect the use of the Web tool?

4. Will users need to enter their own data into the tool?  How will accounts be set up and secured?

5. What is the plan for user support?

6. How often will the Web tool be updated?  Who will be in charge of keeping the site current?

7. How will the Web tool conform to Water Research Foundation usability and look and feel guidelines?

8. Will the Web tool’s useful life be at least 3 years?  What are the limiting factors for the Web tool’s usefulness?

9. What is the plan for security of the site?

10. In which of the Foundation-approved languages will the Web tool be written?  Html or asp/asp.net?

11. Will the Web tool be compatible with the latest and at least one previous version of major browsers and plug-ins?

12. What is the plan for debugging, testing, and user testing during development?

13. What are the projected development effort, timeline, and cost?

14. What is the launch plan?

15. What is the projected maintenance plan and cost?

16. What is the end of life plan for the Web tool?
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 Water Research Foundation Intellectual Property (IP) Guidelines for PIs 
and co-PIs

1) Any material created from Water Research Foundation research where a Project Funding Agreement (PFA) was signed is either the Foundation’s Intellectual Property or Jointly Owned Intellectual Property. The Foundation’s Intellectual Property includes text, tables, and figures that were created during the project and included in the Scope of Work, periodic reports, draft report, and final report.  Jointly Owned Intellectual Property includes designs, formulas, technical data, etc., created during the course of the project. See the PFA for more guidance in determining what falls under Foundation IP or Jointly Owned IP. 

2) If you (PI or co-PI) wish to publish the Foundation’s IP in a journal or book, or present this material at a conference or workshop, you may do so as long as you obtain written permission from the Foundation. This holds true even if the final report has not yet been published by the Foundation.

3) If the Foundation’s IP has been revised for journal/book publication or a presentation, or falls under Jointly Owned IP under the terms of the PFA, copyright permission may not be required. It is still best to consult with the Foundation before publishing or presenting this material.

4) For Foundation IP, if the journal or book publisher (or conference or workshop sponsor) requires you to sign a copyright or publishing agreement with them, you may do so as long there is a clause in there that allows you to submit material that is already copyrighted. You should then request copyright permission from the Foundation and submit that permission to the other party. 

5) If there is no clause in the agreement with the other publisher or sponsor that allows use of material that is already copyrighted, then you must inform them that you would like to publish material that is copyrighted to the Foundation.  If the publisher/sponsor allows you to publish the copyrighted material, you may sign the copyright or publishing agreement and also submit the Foundation copyright permission letter.

6) If the other publisher or sponsor does not allow you to use copyrighted material, then you may not publish or present the Foundation’s IP with them.

If you need to make a copyright request, or if you have any questions about the Foundation’s IP or Jointly Owned IP, please contact Adam Lang at 303-347-6259 or alang@waterresearchfoundation.org
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