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SAE Recommended Practice

Report of Publications Advisor

Foreword—This SAH

Publications Advisory
tions Advisory Commit
of the Technical Board

Committee approved July 1976.

recommended practice has been developed by the
Lommittee of the SAE Technical Board. The Publica-
ee was formed as the Publications Policy Committee
in 1956. The objectives of the Committee are (1) to

guide and promote effjcient dissemination of material produced under the
Technical Board and () to recommend immediate and long-range policies to
the Technical Board fo assure that Technical Board information will be

available to those who

Purpose and Scope—]
guidance for Technical
It applies to reports of §

need it in a form suitable for their work.

he purpose of this recommended practice is to provide
Committees in the preparation of Technical Reports.
urface Vehicle Technical Committees only. Acrospace

technical reports are cqvered by editorial practices of the Aerospace Council;

Close adherence to t

his recommendcd practice by technical committees\of

SAE will help to assurg uniform technical reports. Should questions on for-

mat, style, or other nj
practices of technical

Technical Board, they
Advisory Committee f
tions Advisory Commi

atters pertaining to the organization andxeditorial
eports be raised within technical committees of the
hould be referred to the chairman of, thé Publications
r interpretation or for discussion by the' full Publica-
tee.

PART 1—BASIC RESPONSIBILITIES

A Technical Commij

tee Chairman is responsible for seeing that his com-

mittee and all subcomjmittees or working group) members understand their

responsibilities relative]
(a) accuracy of te

to publications, particularly
thnical content,and references

(b) conformance fo policies and-gaidelines outlined in this report

(¢) clearance thrg
mittee or committee
changes and correction

It is the Chairman’s
relative to reports.
1. Classification—Th

ugh Technical Committee Chairman of all subcom-
ork, wheéther major or minor (including editorial
).

esponsibility to see that the following actions are taken

18 sha € recommende: y the Time tec -

have heen included or used.as the basis for the repoft. Details of use shall be

checked for conformance'with SAE J916.

6. Key Index Words—Along with the report, the
list of key words to\provide a basis for index prepg
three to ten/Words is suggested, depending on th
Instructions are given in Part 4 of this report.

ommittee shall submit a
ration by staff. A list of
e nature of the report.

7. Explanation of Proposed Report—When the report’ is submitted to the

Technical”Board Council, a statement shall be incl

(a) significance of report

{b) background information (rationale)

(c) reason for choice of classification

(d) recommendation for method of distributio
The statement will be retained in the document fi
Division.

ided outlining:

.
e by the SAE Technical

8. Cut-Off Date—When beginning the final appropal process, the approved

commitiee draft report should be submitted to SAE

staff in time to meet the

deadline for publication of the Handbook. Time must be allowed for Techni-
cal Board Council approval to be completed by June 30 of each year. Staff

should be consulted on adequate lead time.

PART 2—CLASSIFICATION AND NUMBERING OF REPORTS!

1. Classification—Technical reports are approve

| for publication by the

Technical Board, and must be based on sound technology and cooperative

engineering work. Before publication, a report mus
the following three classifications:

be classified into one of

1.1 SAE Standards—These reports are a ddgcumentation of broadly

accepted engineering practices or requirements for
ess, procedure, or test method.

1.1.1 A product standard may be primarily a desg
dimensions, composition, and other details or it
performance standard, or both.

TioT

material, product, proc-

riptive standard covering
may be a functional or

s or levels against which

ment has been reached on the content of the report. See Part 2 of this report.
2. Legal Aspects—The report shall be checked against rules prepared by the
Society’s legal counsel. See Technical Committee Guideposts, Section 7.
3. Publication Method—This shall be recommended based on the following
mcthods.

3.1 SAE Handbook—The Handbook is used for reports (Standards,
Recommended Practices, Information Reports) of value to a substantial
number of SAE members.

3.2 Handbook Supplements—Supplements are used for descriptive or
educational material of broad interest to SAE members and other engineers in
the automotive and allied industries. They are also used to provide groups of
related reports from the SAE Handbook.

3.3 Separate Reports—A properly approved report may be issued sepa-
rately in addition to publishing in the Handbook, either because the subject is
timely and must not wait for the next Handbook issue, or because of major
interest.

4. Organization and Format—The draft of the report shall be prepared
using details given in Part 3 of this report.
5. Metrication—The report shall be checked to make sure that metric units

the functions can be evaluated. This frequently involves the need to define
test methods by which these requirements are measured. Preferably, perform-
ance standards and test procedure standards should be in separate reports. If
this is not practical, they should be in separate sections of the same report.
Where performance standards are given, it is desirable to publish the rationale
simultaneously as an SAE Information Report in order to provide all users
with the basis for selection of performance levels.

1.2 SAE Recommended Practices—These reports are documentation of
the same nature as SAE standards. The contents are intended as guides to
standard engineering practice, but may be of a more general nature, or may
cover practices or requirements that have not yet gained broad acceptance.

1.2.1 A Technical Committee preparing such a report may add an intro-
ductory note stating “This SAE Recommended Practice is intended as a guide
toward standard practice but may be subject to frequent change to keep pace

1The Society also approves and issues reports for the aerospace industry. These are
called Aecrospace Standards (AS), Aerospace Recommended Practices (ARP), Aerospace
Information Reports (AIR), and Aerospace Material Specifications (AMS). Their defini-
tions are similar to the above.
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1.02

with experience and technical advances, and this should be kept in mind
when considering its use.”

1.3 SAE Information Reports—These reports are compilations of engi-
neering reference data or educational material useful to the technical commu-

nity.
1.4 Examples
StANDARD—Automotiv
dimensions.

e Carburetor Flange. A product standard based on

RecomMENDED Pracrice—Surface Texture Control. Description of the
techniques of control, including preparation of standards, etc.

InrFormaTION REPORT—Mechanical Properties of Heat Treated Steels. Gen-
eral information giving guidance on the relationship of various properties.

2. Numbering—Prior to submission to the appropriate Technical Board
Council, SAE staff will assign a nonsignificant “J” number to all Reports.
Revisions of existing reports will be assigned appropriate suffix letters in

sequence.

PART 3—GUIDE FOR PREPARATION OF TECHNICAL

RULES, NOMENCLATURE AND UNS

3.3.2 Lettering, including Greek, numbers, fractions: 120 Leroy—Equiv. 00

pen (0.120 in [3.05 mm] letter height).

3.4 Section and Reference Letters—All section and reference letters: 140
Leroy—Equiv. 0 pen (0.140 in [3.56 mm] letter height).
3.5 Numbers—Align column of numbers on decimal point.

3.6 Abbreviations—Do NOT use ", ’, or °. Use

IN, FT, DEG.

4. Tables—Tables shall be numbered consecutively throughout the report,

and referred to in the text. Each shall be titled.
(a) Concise descriptions, measurement units, and
included in column headings.

letter symbols shall be

(b) Be concise in numerical ranges. Do not overlap ranges or leave gaps in

ranges. An example of good practice is:
0.75 thru 1.25 mm

Over 1.25 thru 2.00 mm
Over 2.00 thru 3.25 mm

5. D

technical

! Di g—The dimensions in all

1. Organization of Repy
1.1 Title—Each rep
existing title. It should b
1.2 Report Classific

1.3 Approval Note—
date, and date of last revi:
is included. For example
Report of Iron and St
last revised June 1975.
1.4 Purpose or Scop
report should include th
will explain the objectiv
scope will briefly give the
1.5 Text of Report
1.5.1 ParacraPH NuMm

REPORTS
brt
brt shall have a title which does not duplicate an
E as short, concise, and descriptive as possible.
htion—See Part 2.
Includes credit to originating committee, approval
ion or reaffirmation. Latest editorial revision, if any,

el Technical Committee approved April 1963 and
Editorial change March 1976.

E—As applicable, the lead paragraphs of a technical
purpose and/or scope of the report. The purpose
s or end to be attained by use of the report. The
extent of treatment and applicability of the report.
-Includes text, illustrations, and tables.

BERING—A  decimal numbering system should be

used where practical to aid organization in long or complicated reports. Use

decirnal point to indicatq
1.6 Appendices—As
Reports, appendices are 1
mended Practice.
1.7 References—WH
report.

2. Preparation of Repo

each successive draft legi

successive subheadings (example 1., 1.1, 1.1.1).

required. Having the status of SAE Information
ot considered a part of an SAE Standard or Recom-
ere desirable, list all documents referenced in the

[ts

ly.

2.1 New Reports—lFouble space drafts of new reports. Mark and date

2.2 Revisions to Exi
ways. The best method
revision, for example, wo
as in 2.1. Other approac]

(a) Cut and paste or m
insertions clearly.

(b) Double space new
existing report.

3. Artwork—These ins
A one-column figure has
maximum final width is

(a) Typewriter lette
fade and drop out in reg

(b) Clear, sharp glog

ting Reports’—Revisions may be handled'in several
Hepends upon the extent of the reyisions. A major
hld probably best be handled by complete retyping
nes in handling are:

ark copies of printed report;indicating deletions and

copy, describing clearlyswhere it is to be inserted in

ructions are based-on a 50% reduction for final size.
h final maximum®width of 92 mm (3.62 in). Largest
178 mm (7.00"in).

ting and pencil drawings are unacceptable as both
roduttion’ process. Please use ink.

sy(prints of specified original artwork are acceptable

if originals must be kept

in Committee’s files

' bearing on the voluntary nature of SAE technical rep

ts-shall be-expressed-in-decimal units
r

new and revised SAE
Nominal sizes shall be

expressed as decimals or fractions, as determined Hy their design basis or

historic use. Where these considerations are not\de:
sizes will be used.

tisive, decimal nominal

5.1 The number of significant digits used in a difnension should relate to

the precision of the quantity statedh This is pa

ticularly important in

decimalizing dimensions previously expressed as fractipns. A dimension of 14

with an intended precision of abeut/$=0.01 shall be
1.1875. A discussion of the pregision of a value, and
proper to retain, is given in)SAE J916, paragraph 7
5.2 Rounding Of —When it is necessary to red
mals by rounding off, the method shown in J916 sh
5.3 Zeros—Where ‘decimal values less than 1
placed to the left-of ‘the decimal point.
6. Cross-Referencing—As necessary, other SAE rej
organizations may be referenced.

Hecimalized as 1.19, not
he number of decimals
1.

hce the number of deci-
hll be used.

hppear, a zero shall be

orts or reports of other

6.1 Cross-references within the text shall have identification of organiza-
tion and'réport number (For example: SAE ]J804; ASTM D 1405). Preferably,

cross-réferenced reports should not be dated. If a
asgimed that a specific report is being referenced,
obsolete.

6.2 If the SAE report corresponds to but is not|

date is included, it is
even though it may be

identical to a report of

another organization, it should be noted in the approyal note. Example: This

report conforms essentially to American National St|

6.3 Joint development of a report should be in|

note. Example: This is a joint report of SAE and A
7. Use of Basic Terms

7.1 Surface Vehicle—The term ‘“‘surface vehiclq
motive” for use in identifying standards which do n
industry.

7.2 Mechanical Properties—Mechanical properj
of a material that pertain to its elastic and plastic
applied: for example, yield strength, ultimate strengt
etc.

7.3 Physical Properties—Physical properties ar
than mechanical properties that pertain to the phl
example, density, clectrical conductivity, thermal ex
properly used to express mechanical properties.

7.4 Use of “Shall” or “Should”—The use of “sk

bndard B18.2.
ficated in the approval
BTM . . .

” is preferred to “auto-
ot apply to the aircraft

ies are those properties
behavior when force is
h, elongation, hardness,

e those properties other
ysics of a material: for
pansion, etc., often im-

ould” or “shall” has no
rts. Inclusion of an SAE
by a company or agency

technical report in a document, standard, or contract

3.1 Line Drawings (excluding graphs)
Main lines—Equiv. 0 Leroy pen (0.3 mm width)

Inside lines
Dimension line leaders
Phantom line, etc.

Equiv. 00 Leroy pen (0.2 mm width)

3.2 Graphs—The heaviest line weight used on graphs should be the

curves.

Curves—Equiv. 1 Leroy pen (0.4 mm width)
Ordinate and Abscissa—Equiv. 0 Leroy pen (0.3 mm width)

Grid lines

Tic marks } Equiv. 00

Leroy pen (0.2 mm width)

3.3 Lettering (excluding section and reference letters)—All lettering to
be capitals unless lower case letters are necessary for a specific term. Lettering
shall be vertical except for quantity symbols which shall be in italics. Use only
roman alphabet, except where letters are recognized standard symbols.

3.3.1 All lettering should be placed outside visible outline of part. Label,

with line and arrowhead
close to figure.

2See paragraph 9.

to area being identified, should be kept reasonably

requirement within the limitations set forth by the

d, the report becomes a
document, standard, or

contract. The following shall apply to use of these words:
SuaLL—“Shall” is to be used wherever the criterion for conformance with
the specific recommendation requires that there be no deviation. Its use shall

not be avoided on the grounds that compliance with
voluntary.
SuouLp—*Should” is to be used wherever noncom

the report is considered

pliance with the specific

recommendation is permissible. “Should” shall not be substituted for “shall”

on the grounds that compliance with the report is ¢

onsidered voluntary.

7.5 Use of “Safe” and “Safety” —The words “safe’” and “safety’ shall be
used in SAE technical reports only when they are in whole or in part com-
monly used engineering terms, such as: fail-safe, factor of safety, safety glass.
To preclude any misinterpretation of the words “safe” and “safety,” more

definite descriptive words shall be used, such as:
“lock wiring rather than safety wiring” . . .
“lock nut rather than safety nut” . . .
“relief valve rather than safety valve” . . .

“the integrity of the painted surface rather than the safety of the painted

surface” . . .
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