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INSTRUCTIONS FOR REPRODUCTION AND SUBMISSION OF REPORTS 

 
Twelve printed copies and one electronic copy of the report are needed.  One printed copy of the 
catalog is also requested.  In an attempt to conserve paper and minimize shipping costs, please adhere to the 
following instructions: 
 
Print Copies of the Report 

 Use 8½ x 11 inch WHITE 20 pound copy paper 

 THREE-HOLE PUNCH the pages 

 Include a COVER PAGE with the institution's name, type of report, and date submitted 

 SINGLE SPACE TEXT using 11 POINT FONT 

 Use 1" MARGINS  

 NUMBER PAGES   

 Copy on BOTH SIDES of the paper rather than one side only 

 To facilitate distribution, copies of SMALLER REPORTS may be SINGLE STAPLED in the 
upper left corner.  Copies of LARGER REPORTS should be SEPARATED using binding clips or 
colored paper clips.  Please do not shrink-wrap reports! 

 DO NOT BIND THE REPORTS 

NOTE: INSTITUTIONS WILL BE ASSESSED $100 FOR REPORTS DEVIATING FROM THE PRESCRIBED FORMAT. 
 
Electronic Copy of the Report 

 Provide the Commission with a copy of the report in Adobe Acrobat format (preferred) or Word 
format on a Windows-compatible diskette or CD-ROM. 

NOTE: REPORTS SUBMITTED IN ANY OTHER ELECTRONIC FORMAT WILL BE RETURNED. 
 
Catalog 
 

 In addition to the electronic and print copies of the report, we ask that you send one printed copy of 
the institution’s catalog. 

 
Please contact the Commission Office if you have any questions regarding these instructions. 
 
Thank you for your cooperation! 


