
DIRECTIONS FOR FINALIZING AN NETC REPORT 

 

1. For the PI to do: 

a. Draft Report 

i. Copies of the draft final report should be submitted, by the PI, to the Chairman and 

members of the Project Technical Committee for review.   

ii. The Chairman of the Project Technical Committee will coordinate the Committee’s 

review of the report and provide the PI with the review comments. 

b. Finalizing the Report 

i. In resolving the Technical Committee’s review comments, the PI should communicate 

directly with the Chairman of the Technical Committee.   

ii. When the PI has resolved the Technical Committee’s comments to the satisfaction of the 

Chairman, the Chairman will provide the PI with an email, with a copy to the NETC 

Coordinator, authorizing the PI to email a bookmarked PDF version of the final report to 

the NETC Coordinator for a final ‘quality control’ check.   

c. Final Quality Control Check 

i. The Coordinator will perform the ‘quality control’ check as documented below.   

ii. The Coordinator will communicate any required revisions to the PI.   

iii. The PI will make the final revisions and submit the bookmarked PDF along with a letter 

similar to the sample dated August 15, 2011 in the appendix.   

d. Printing and Distribution 

i. The Coordinator will provide the PI with NETC report covers and backs, and authorize 

the printing of: 

1. approximately seventy (70) paper copies (total number of paper copies is project 

specific),  

a. Approximately sixty-five (65) of which are to be provided to the NETC 

Coordinator for distribution.   

2. The PI will also provide the NETC Coordinator with a CD containing the 

bookmarked PDF version of the report. 

 

 

2. PI should check the following items before submitting the report: 

a. Check the Title Page for the following: 

i. The title of the report matches the NETC Database listing 

ii. The title page is on page “i” 

iii. The format of the title page matches the sample provided in the appendix 

iv. The title fits into to report cover opening, a sample is provided in the appendix 

v. The report number is NETCR ____ (to be provided by the Coordinator) 

vi. The project number matches the NETC Database listing 

vii. The report date listed on the Title Page matches the date listed on the Technical Report 

Documentation Page 

viii. The following disclaimer statement must be provided at the bottom of the title page: 

“This report, prepared in cooperation with the New England Transportation Consortium, 

does not constitute a standard, specification, or regulation. The contents of this report 

reflect the views of the author(s) who is (are) responsible for the facts and the accuracy 

of the data presented herein. The contents do not necessarily reflect the views of the New 

England Transportation Consortium or the Federal Highway Administration.” 

b. Check the Acknowledgements Page for the following: 

i. The technical committee members listed, and their transportation agencies, match those 

listed in the NETC database. 

ii. The acknowledgements page is on page “ii” 

iii. The format of the acknowledgements page matches the sample provided in the appendix 



c. Check the Technical Report Documentation Page for the following: 

i. The technical report documentation page is on page “iii” 

ii. The format of the technical report documentation page matches the sample provided in 

the appendix (Form DOT F 1700.7 (8-72)) 

iii. All boxes must have an entry 

iv. Check the accuracy of Box 21 (total number of pages in the report) 

v. Boxes 4, 7, 9, and 14 should match the information listed in the NETC Database for this 

project. 

d. Check the SI (Modern Metric) Conversion Factors Page for the following: 

i. The SI (Modern Metric) Conversion Factors Page is on page “iv” 

ii. The format of the SI (Modern Metric) Conversion Factors Page matches the sample 

provided in the appendix  

e. Print one copy of the report in color and check for the following: 

i. Check for readability of font sizes & print quality of material, tables, and figures 

ii. Correct page numbering of Tables, Figures, and start of Chapters using the Table of 

Contents  

iii. Check, add, or edit Adobe PDF bookmarks.   

1. Note that the Tables and Figures should be bookmarked as well  

2. See Figure 1 in the appendix for an example 

iv. Check, create or change PDF report-opening settings: 

1. Choose File > Properties. 

2. In the Document Properties dialog box, click Initial View. 

3. The options to use are: 

a. Navigation tab: “Bookmarks Panel and Page” 

b. Page layout: “Default” 

c. Magnification: “Default” 

d. Open to page: “1” 

e. All other options shall be left alone, so it should appear as follows: 

 
f. Click OK. You have to save and reopen the file to see the effects.   

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

APPENDIX 
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1.c.iii    Sample letter from PI to NETC Coordinator



Example of Adobe Acrobat Bookmarks in NETC Report saved to Adobe PDF Format 
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2.a.ii  Sample of bookmarks in PDF
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Opening size: 5 1/8" x 2 5/16"
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2.b.iv.   Sample of Report Cover
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2.b.iii.  Sample Title Page
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2.c.iii  Sample Acknowledgments Page
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2.d.ii.   Sample Technical Report Documentation Page
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2.e.ii.   Sample SI Conversion Factors Page




