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FOREWORD

1. This handbook is approved for use by aU Departments and Agencies of the Department of
Defense.

2. This handbook is for guidance only. This handbook cannot be cited as a requirement. If it is, the
contractor does not have to comply.

3. The information contained in this handbook covers the handling and use of photolitho~aphic
negatives, offset plates, direct image and camera-ready copy, reproduction assembly sheets, and
printing of Technical Manuals (TMs), including changes, revisions, supplements, and reprints. It
preserves the fundamental guidance and lessons learned formerly found in MIL-P-38790.

4. If a particular requirement is not applicable to all Services it is prefixed, as indicated below, to
identify the applicable Service:

(A) Army

(N) Navy

(M) Marine Corps

(F) Air Force.

4. Beneficial comments (recommendations, additions, deletions) and any pertinent data which may

be of use in impmving this document should be addressed to Det 2, HQ ESC/AV-2C, 4027 Col.
Glenn Hwy., Suite 300, Dayton, OH 45431.1672 by using the Standardization Document
Improvement Proposal (IID Form 1426) appearing at the end of this document or by letter.
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1. SCOPE

1.1 k. This handbook provides guidance for the layout, mpmduction, cmd binding of printed
moterial.

2. APPLICABLE DOCUMENTS

2.1 General. ~edmumen@ listed below nmnotnecessarily allofthe dmumcnW mfemnmd herein,
but those needed to fully underatnnd the infornmtion pmvidcd by this handbook.

2.2 @vemment document+

2.2.1 ~ The following specification, standards, and
handbooks form’.a pnrt of this document to the extent specified herein. Unlem otherwise specified,
the iasuei of these documents me those liited in the issue of the Department of Defense Index of

Specifications and Standards cJ)oDISS) and supplement thereto.

STANDARDS

DEPARTMENT OF DEFENSE

MILAHT)-38784 Technical Mmnmls- Geneml Style cmd Fornmt

Requirement

(A) MfLsTD-4o051 Technical Manual Preparation

HANDBOOKS

DEPARTMENTOF DEFENSE

w MILHDBK-1222 Guide te the General Style and Format of US Army
Workpcwknge Technical hlanunle

(lJrleas otherwise indicated, mpies of federal and military specification, standarda, and handbooks
are avaifable from the Standardization Documente Order Desk, 700 Robbins Avenue, Building 4D,
Philadelphia, PA 1911 1.6094.)

2.2.2 Other eovemment d ocument8. dmwinec. and Dublicntionq. The following other Government
doeumenta, dcnwinga, and publications form a part of thie document to the extent specified herein.

PUBLICATIONS

DEPARTMENT OF DEFENSE

DOD 5220.22-M Induatrinl Security Manual for Safeguarding ClncisiGed
Information

NAVY

NAVAIR 00-26-150 Specifccntion and Policy Guide for Printing NAVAIR
Technical Manunla

(AppEcation for copies should ba addmaeed to the Commanding Officer, Naval Air Technical
Services Facifi& (Cede 012), 700 Robbine Avenue, Philadelphia, PA 191 11-5097.)

NAVPUBINST 5604.27 US POetel service (USPS) Regufntiona Governing use of
Agency 05cial Mailing Indicin

@ppli@ion for copies should be addmased to the Commanding Officer, Naval Publication and
Forms Center (Code 100), 5801 Tabor Avenue, Philadelphia, PA 19120-5099.)

GOVERNMENT PRINTING OFFICE (GPO)

Publication 310.1 Q.nlity Aas.mnce Thm.gh Att’rib.tes Pmgmm

Publication 310.2 solicitation Provisions, Supplemental Specifkations, nnd
COntmct Clausee

1
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JOINT COMMITTEE ON PRINTING

Congress of the United States Government Paper Specification Standards

(Application for copies should be addressed to the Superintendent of Documents, US Government
Printing Office, Washington, DC 20402.)

UNITED STATES POSTAL SERVICE

Domestic Mail Manual

(Copies of this document maybe obtained from any United States Postal Service (USPS)).

2.3 Non-government cwblications. The following document(s) form a part of this document to the
extent specified herein. Unless otherwise specified, the issues of the documents which are DoD
adopted are those listed in the issue of the DODISS, and supplement thereto.

STANDARDS

AMERICAN NATIONAL STANDARDS INSTITUTE (ANSI)

ANSI PH1.25-1983 Safety Photographic Film

(Application for copies should be addressed ta the American National Standards Institute, Inc.,
#1430 Broadway, New York, NY 10018.)

2.4 Order ofurecedence. Intheevent ofamfict between thetext oftMsduument and the
references cited heretithe text oftfisdocument ~kes precedence. Notbing in this document,
however, supersedes applicable laws and regulations unless a specific exemption has been obtained.

3. DEFINITIONS

3.3.1 Direct imaeecouv Ol IC). One-@-one mpmducible without paste-overs ormotises, stitable for

usaonacopier ormaking direct image masters. Quality should besuchthat ifa negative were to be
prepared, only the imperfection due to the quality of phot.olithographic film would require touch up
before making the offset plates.

3.3.2 Direct imapemaster (DIM). The chemically treated mat exposed using a direct image copy.
The master mat is affixed ta a press that uses direct image offset printing processing.

3.3.3 Photolithoaraghic negative. Negative flmbaees (ceUdose acetite, triacetate, polystwene,
polyester, vinyl, etc.) thatconformto ANSI PH1.25-1983. When manuals preprinted bythephota
offset process, the negatives will he used ta make press pIates to accomplish printing.

3.3.4 Printing. The fished printed mmuahused ti&ssemtiati techfiml itiomation,
instructions, and safety procedures pertaining to the imtallation, operation, maintenance, and
modification of equipment and materials of the military services.

3.3.5 Printine m aterials. The printing plates, negatives, DIM, DIC, and any other related materials
are not intended to be distributed or used in any way other than as specified by the acquiring
activity.

3.3.6 Remmduction assemblv sheet. This sheet cantaina the detailed instructions to the printer. Its

purpose is b assure that the pages and illustrations of manuals to be printed will be assembled in
proper sequence, pages will be folded as rcques~d, and that printing is ‘accomplished in the colors
designated.

3.3.7 Reproducible camera-readv COPY. Reproducible copy suitable for making negatives.
Paste.overs and mortised changes are permitted. Copy can be larger than the printed version. T&
copy is used for printing by the xerographic method or for creating photcdithographic negatives to be
used for printing.

2



MIL-HDBK-38790

4. GENERAL PRINTING GUIDANCE

4.1 Photo Iithoemuhic nceat ivea. Photolithogmphic negatives must be of highest qutdity standard

photolithographic film and furnished in such condition thnt no ndditionnl work is requirad on them
prior ta printing. Negative film bnses (callulose acetate, trincetatc, polystyrene, polyester, vinyl,
etc.) must canform to ANSI PH 1.25-1983. Do not use thin base fim (less thnn 0.004 inch in
thickness (see 3.1.4 for exceptions)) and paper base matm-inl for negatives film. Film with a alight
matte finish on the emulsion aide is nccaptnble.

4.1.1 Neentive Invout d mensi ionq.Trim negatives so that regardless of length, the top margin ia 0.5

inch plus or minus 0.125 inch from the printing arm (regardless of width), and the outside margin
(side away from the binding edge) is 0.5 inch plus or minus 0.125 inch from the printing area. [n no
case should the icrnrgin from the printing araa to the negative edge be less thnn 0.375 inch. The
dimensions of single POW negatives are to ba uniform within a manual.

4.1.2 fhunring. Properly opaqued unscrammd negatives eliminate blemishes on the film that
would be repradumd by printiag. Opaque only on the emulsion side. Opaquing scraen negatives

done away fram the subject image area eliminates ahadowa and inadvertent pasteup lines.

4.1.3 h. Use a 120 ta 133 line screen for halftone and shaded negatives.

4.1.4 ~. Film must be less than 0.004 inch thick. (A)(M)(N) If taping a halftone
negative to the emulsion side of a polyester halftone negative, behind the window in the basic paga
negative, ia required, it shoufd be no less thmr 0.002 inches thick and no more than 0.0024 inches
thick. Acetate halftone negativea must be leas than 0.003 inches thick and no more than 0.0035
inches thick.

4.1.5 f&tline halftone. (A)(M)(N) Square halftone negatives, without banlera, will satiefactmily
pmtcny the subject matter of an illustration. Do not uae silhouettes and vignettes. Outline halftmm
negatives are only required to properly portray the subject matter of the illustration.

4.1.6 & mbination II“ne and h nlfton~. (A)(M)(N) Single negatives, either line or halftone, can

pactray the ilfuatration. Pravide combination line and halftmre negativea only if required to properly
pmtray the subject matter, if bath line and halftone are to be printed in the same mlor.

4.1.7 ~ and if] ~ “v Position all Wustmtiona (line, halftone, and mmbmtion
exmpt mlor overla~s) into the paga negative by photolithographic methnda or strip-in (mortised).

Hold stripiaa securely on all aides by lithographic masking tape permitting no extraneous light.
Place tape on the glossy side (aide opposite the emufaion side).

4.1.8 C&w neeat ive~.

4.1.8.1 ~. Prepare negativea for each mlor page for the primary
praceaa mlora and black. Overprint primary mlore when secondary mlora am neceaaary. Obtain
primary mlor shadea by using shading merlin on original art. Combine two mlor separation
(overlay) negati.ea when two printinga of the same mlor for the same page arc raquired. Printiag of
muftiple anlida and tints in exmsa of four inks requires overprinting standard primmy process mlor
inks Combine aolida and screened tints for each pmcecc color on one negative. Screens should not
exceed 133 lines per inch. Uae standard pmceaa screen rotation angles. Printing of up to four huea,
inchrding black, ia one publication, without overprinting of screened tin~ mny be prepared for any
three Pantone Matchirrg Syatam (PMS) mlora, plus black.

4.1.8.2 @rtent h’eeister mnrksl Permanently mark each mlor separation (overlay) negative with
the publication number, figure number, page number, nnme of tha color or PMS number, and the
word “TOP-, on the upper center, outside final trim m-en, right rending, emulsion side down. At

least three register mnrks, nutiide tha printable araa, am required fo~ each overlay in II seu one
centered on each side and one slightly off center at the top or battom. Matching register nrarka ara
also required on the black (key) negative for each set. (Do not use key punch nr pin .mgister systems,
in plnce of register mnrka nr calor scpnmtion negatives.)
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4.1.8.3 Submission. Place all negatives in a set making-up each individual publication page

(including the black (key) negative, plus the negative for each required color) in a single envelope
(one envelope per page). Show the publication number, page number, colors, and security
classification, if any on each envelope. See DOD 5220.22-M for security marking requirements.

4.1.8.4 Color Date samrdes. As an aid in printing changes to color illustrations in the basic manual,
accompany each set of color negatives with the foUowing, placed in the envelope containing the
appropriate negatives:

a.

b.

c.

One printed page in color. Do not print solely to provide this page. New color illustrations
require no samples except as noted in 4.1.8.5.

Provide color pages being changed or reused.

Mark minor changes on the printed page with colored pencils, or when additional color is
added, a PMS number, name, or color swatch of the color fastened to the page and keyed to
the area to be printed in the added color. Ensure that additional colors, or changed color
areas, coincide with the changed negatives.

4.1.8.5 Exact color duplication. When a specific color must be produced by printing, attach a swatch
of the required color to the applicable negative. When possible, speci& the required ink
manufacturer and ink color number. Use PMS color number codes when color swatches are not
available.

4.1.9 Unacceptable negatives. Negatives that do not provide faithful and satisfactory reproduction
or that do not meet the requirements of 4.1.5, 4.1.6, 4.1.8.1, and 4.1.8.2 will not be accepted. Other
conditions making negatives unacceptable include:

a.

b.

c.

d.

e.

f.

G

h.

i.

j.

k.

1.

m.

n.

0.

P.

Surface damaged by scratches, tears, cracks, or otherwise defaced.

Improperly or too heavily opaqued, or where opaquing has chipped off or dissolved.

Halftones that have opaqued higblighta, or attempts to retouch by use of opaque.

Loose stripping or incorrect taping.

Gum from tape or opaquing material imprinted on adjoining negatives.

Areas that are not to be printed blocked out with masking papers.

Delivered in “flats” of goldenrod or other maskmg paper.

Separate negatives for printing secondary colors in lieu of overprinting primaxy colors (see
4.1.8.1).

Out of register (color).

Incomplete or requiring additional work.

Negatives opaqued on wrong side.

Attempts ta correct negatives by mortising words, sentences, paragraphs, publication
number, page number, security classification, or any non-illustrative halflone material.

Halftone taped to blank window in lieu of stripping (mortising).

Taping on the emulsion side.

Rolled or shipped in tubes.

Spliced or creased foldout pages.

4.1.10 Scroll checklists. Use UV emulsion, black image, sensitized Ori one side, matte on reverse
side, 0.0043 inch thick mylar polyester film Cechnifax part number P3200M or equivalent).
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4.2 @Tset u] tea (A)(F) When rcquirad, exact printing size direct im.gc offset plates (photo direct

or equal) mu~t be capable of 1500 text, halftone, and color quality impressions (when applicable).

4.3 Direct Imnec CC.IW nnd Rcrrmducib]e Cnmcrn.Readv ~n DIC is preferred for all manuals in
lieu of photolithogmphic negntivcs or offset plntes. When the capability to pmducc DIC does not
exist, reproducible cnmcrn.randy mpy may bc fumishcd, if oppmved by the acquiring activity. The
acquiring activity will nlao specify the mcdin for changes, revisions, nnd supplcmenta for existing
TM. Reproducible camera-ready capy or DI C criterin:

a.

b.

Prcpcwe reproducible copy using a positive-to-positive (Xcmgmphy) pmccss or as n laser
print copy of not less than 300 dow per inch (DP1) generated directly from the automated

data base. Substitute reproduction methods using other than positive-to.positive pracem
and the generation of film negatives as n product or by-product of the process are not
ncccptnble.

High mntmst positives must meet the requiremcnta of Ml fATD-38784 and GPO
Publication 310.1, quality Ievcl three. LicIcs in bath text and illustrations should be sharp,
cfear, and Iegiblc. Do not use any tnpc-ovcra or splices. A minimum three year shelf life ia
required. Reproduction must be one-to-one.

4.4 ~roze size. See figure 3 ta determine actunl pngc sizes, including foldout pages. Tolerances must
be mnaiatant within ench manunl. When circumstances require acquisition of a manual of a size
Merent from that cited in hfIM7PD-38784 maault the contract for actual dimcnsiona and

tolerances.

4.5 Retent on o-i uction m cdim Stem mpmduction media (photolithagraphic negatives, DIC,
oflbet plates, camera-ready capy) to provide safe shelf-life of three yeara.

4.6 ~enroduct on nsei . See Ggum 1 for typical reproduction aaaembly (similar ta a (M)
publicctiona running sheet). Pmpamtion inatructiona herein am very general and may vary by
Service. See the mq-g activity for mmpleta imtructiona. Pmpam reproduction aaaembly/-
publicatiom running sheet to accompany the reproduction media for My type of techaiccl manual,
chcnge, mviaion, or supplement. Geneml pmpnration instructions for the mpmduction
aaaembly/publication mnning shccta are provided below:

DATE. Enter the date the fomr ia pmpamd.

PUB DATE. Enter the date of the manual (for baaic) or change date (i for a change) being
printed.

SHEET number. Enter the sheet number relating to the form pages, e.g., Sheet 1 of 3,2 of
3, etc.

TITLWNUMBER AND SECURITY CLASSIFICATION. Enter the publication number
foIlowed by the security claaaification. If the assembly sheet is for a change, enter the
c.lnsaficntion for thnt particular chnnge. An unclnaaified change to a classified manual
would include the words “UNCLASSIFIED CHANGE ‘TO A CLASSIFIED MANUAL.”

DATE OF LAST REVISION. Enter the date of the basic manucl or revision date.

WORK ORDER NO. Leave blank.

PROGRAM WORK REQUEST. Use for internal tm&]ng or other cantrol purposes.

ISSUE NO. Enter appropriate changa level, e.g., change 1, change 2, etc.

TYPE OF JOB. Mnrk nppmpriate box or circle nppmpriate word; include change Ievcl.
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(Column heads)

FRONT COVEFUINSIDE FRONT COVERANSIDE BACK COVEIUBACK COVER. If
separate cover are required, enter an “X in the appropriate spaces.

SYMBOL. If the material is all reproducible copY (including DIC) or all in negative form,
enter the letter “R or “N,” respectively, on the top line for each sheet. If the material is
in both reproducible copy and negative form, enter the letter “R or “N on each line, as

appropriate. Use the letter “F for foldout pages. (F) If the material is a change and
pages of previously furnished material are taken from file, enter the letter “B” on tbe

aPPmPriate lines to indicate unchanged backup pages.

PAGE NO and PRINTED FOLIOS/Tage numbers. List all pages, in sequence, including
the title page, list of effective pages, pages numbered with Roman and Arabic numerals,
page sufiix numbem, and blank pages. List each page separately. For running sheets,
list the pages beside tbe appropriate “TRUE FOLIOS space to show the exact order of
the pages in the manual. List changed, backup, and blank pages for manual changes;
including the last page, if blank.

FIGURE or FIGUREITAB NO. List only the figure numbers for illustrations that are
not mounted (art separate from the page but included when printed) on the margin or
reproduction media. Use extra lines if a page contains more than one illustration. If the
illustration is in negative form, enter the symbol “(N)” following the figure number. List
separate art (e.g., an illustration without a figure number) as “Art A. Leave this space
blank if illustrations nre mounted on the margin, reproduction media copy, or are
already stripped into the page negative.

HALFTONE. Enter tbe quantity of separate halftone illustrations for each page.

LINE. Enter the quantity of sepnrate line illustrations for each page when available art,
in negative form, is to be stripped inta a new page negative.

STRIP-IN. For original manual page negatives, enter the quantity of illustration strip-
in negatives. For all applicable strip-ins, enter the symbol “(N)” following the number in
the “FIGURE NO.” column. Provide special instructions for pickup as necessary. (F) For

changes, indicate the preceding information, plus the quantity of illustrations for which
the unchanged art negative is already available and is to be stripped into the new
changed page negative.

DRAWING NUMBER. Enter the art control number, drawing number, contractor
drawing mntml number, etc., as appropriate.

COLOR. Indicate the quantity of CO1OMto be printed on a page. Give specific colors,
including black, in the special instruction column. Leave this space blank when a page
is ta be printed only in black.

FOLD-OUT FOLDS. Enter the appropriate letter (A, B, or C) or number (2, 4, or 6)
corresponding t.a the fold used (see figure 2).

FOLD-OUT PAGESAJNITS. Enter the number of pages of each foldout including blank
apron. Each multiple of the basic page, or portion thereof, equals one page. For
example, an 8.5 by 11 inch manual, with a 23 inch (see figure 3, dimension A) foldout is
three pages; a 27 inch foldout equals four pagea.

FOLD-OUT BLANKS. Show the same quantity as the printed side of the foldout page.

SPECIAL INSTRUCTIONS. Use this space to: list the mlors, including black (color
pages only), applicable to individual pages; give sheet size”including blank apron;
provide essential information to the printe~ state which negatives are to be picked up
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fmm files; explain any other assembly or print requimmmrts not obvious or not listed on
associntcd print request documents.

SUB TOTAL-S. Enter tbc totnls of each mlumn with the following vm-intion~

PAGE NO. Count all singlo size pages, including blanks. Do not include foldout pages.

FIGURE NO. Lenvc this space blank.

COLOR. Leave this spnce blank.

FOLD-OUT FOLDS. Count crmh of the lettemfnumbcrc in this column as single folds.
This subtotal is actually a count of foldout sheets.

FINAL CHECK TOTALS ONLY. 1f more thnn onc nsscmbly sheet is required, insert these
totals only on the first sheet.

TOTAL. Enter the totnl number of pages to bc printed. Determine the total by adding
together the subtotals in the ‘PAGE NO.,” “FOLD-OUT PAGES” and “FOLD-OUT
BLANKS” mlumns. This total will always be an even number.

BLANK. Add the total of the “PAGE NO.” and “FOLD-OUT BLANK” columns.

COLOR. Add together the ‘COLOR” column and the color pages in the “FOLD-OUT
PAGES mlumn. This is n page total, not color qumrtitics.

BLACK AND WHITE. Subtrnct the total number of blank pages (4.6.1 1.2) and color
pages (4.6.1 1.3) fi’rrm the final total (4.6.1 1.1).

STRIP-IN. Enter the total qucrntity shown in the ‘STRIP-IN” subtotal mlumn.

NEGATfVE ART. Add the individual illustrations in the “FIGURE NO.” column
followed by the lctkr “(N)Y

HALFTONE. Enter the total shown in the “HALITONE” subt.otcl column.

LINE. Enter the total shown in the “LINE” subtotcl column.

A or 2 FOLD, B or 3 FOLD, C or 4 FOLD. Group and add together the individual
Iettemhrumbers shown in the “FOLD-OUT FOLDS” column. (N) These instmctions

applytothe(fiunt and back) F&B 2, 3,4, and 5 UNfT or one side only (0S0) 2, 3, 4, or 5
UNIT blocks.

2 COLORS, 3 COLORS, 4 COLORS, 5 COLORS. Group and add together the

information shown in the “Special Instructions” mlumn. Dimegcrd the variety of mlom,
e.g., if lines show thnt two colocn apply ta three pages (regardless if they are black and
red, bkmk and yellow, black and blue), the”2 COLOR” total quantity ic “3”; likewise, if

lines show three mIom apply to six pages, the”3 COLOR” total quantity is “6”.

TRIM. Place an .X. before the oppmprinto trimming mquimment.

ASSEMBLER, ADDRESS, PHONE NO. Provide the ncme, company or govermnccrt address
and business telephone number (including cmn code and extension) of the individual who
prepared the form. This information is necessary if there am questions regarding the
assembly of the material. If the acquiring activity desires that tbe printer contact them,
mther tlmn the assembler, the acquiring activity can add that information to thie block.

4.7 Printing. GPO Publication 310.1 printing quality level fV requimmenta apply. Print all pages
head to head unless otherwise spcciticd.

4.7.1 Pnoer stock nnd w er ntocv k. Use the type and color (if other than white) of paper stock, rover

stock, insert, tab, and divider stock specified by the acquiring activity. Sec the Government Paper
Specifkation Standards. published by the Joint Committee on Printing (JCP), Cangkess of the
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United States. Use of recycled paper is acceptable if it meets JCP requirements. (A) Print covers for
classified manuals in a different color than unclassified manuals.

4.7.1.1 PaDer stock. Print manuals on JCP.A60 (50 pounds per 500 sheets.) white paper. If
required, print foldouts, ilight manual checklists, job guides, work cards, and similar manuals
subject to heavy wear and tear on JCP-040 (115 pounds per 500 sheets) whita or yellow paper. (A)
Do not use yellow paper stock. (F) Use green paper stock for all Technical Order Page Supplements
(TOPS),

4.7.1.2 Cover/title mwe stock. (A)(M)(N) Print T.M covers on the stock designated by the acquiring
activity, Cover stock types are:

a. JCP-K1O (110 pounds per 500 sheets) white, blue, bufl, green, pink, salmon, yellow.

b. JCP-L20 (50 pounds per 500 sheets) gray, blue

c. JCP-P 10 (150 pounds per 500 sheets) natural

d. JCP-Q70 (150 pounds per 500 sheets) gray

e. (N) Linear Polyethylene Plastic Covers (natural/clear)

f. Print titIe pages on JCP-A60 (5o pounds per 500 sbeeta) white paper.

4,7.1 .2.1 Hidden himze coverq (N) Provide tint and back plastic covers; each one piece of semirigid
plastic with an integral hinge formed in the material, 0.75 inch &urn the binding edge. The hinge is
to be formed by heat and pressure, not by remm-ing a portion of the material or scribing with a
pointed instrument. The cover must remain flat in normal use and be capable Of ~Oeing readiiy
under its own weight. Cut clean all edges.

4.7.1.3 ~ ‘vider stock. (P)(M)(N) Stock required for inserts, tabs, and dividers may be:

a. JCP-K20 (110 pounds per 500 sheets) white, blue, bti, green, pink, salmon, yellow.

b. JCP-PIO (150 pounds per 500 sheets) natural

4.7.2 ~. Use lithographic or other inks suitable for oflket printing. The quality of ink used must
produce sharp, clear, and clean copy. It must not strike through or offset on other pages, fade, or
bleach.

4.7.2.1 Colors (ink). Use PMS color names and numbers specfied by the acquiring activity. Colors
produced by inks will be true colors, e.g., red is to be tme red, not coral or magenta. Ink colors will
be inteme and brilliant EO that sticient contrast exists between tones of the color when printed.
When secondary colors arc obtained by overprinting, use primary color inks of sticient

transparency to produce the desired colors.

4.7.3 Presswork. Impressions obtained by offset printing are to reflect an exact reproduction of the
copy. Printing quality level IV for general TM printing or quality level 111 for color printing is
required (see GPO Publication 310. 1).

4.7.3.1 Page intuosition. Position pages to maintain specilied borders and the copy parallel with the
trimmed pages. Extend bleed borders to the edge of the page when trimmed. See figure 3 for
impositioning single sheets, foldouts, and scroll checklists. See figure 4 for typical impositioning of
bleed borders.

4.7.4 ~eurinta. (F) Identi& all reprints by the word “REPRINT” set in capital letters in the lower

left comer of the title page. Merge only those changes previously distributed.

4.7.5 Variance in auantity. Variance in quantity is limited to overruns (see GPO Publication 310.2).

4.7.6 Binder work. Binder work is subject to the following

4.7.6.1. Trimming. Trim all sheet types in accordance with MIL-STD-38784 and figure 4.
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4.7.6.1.1 ~. Trim single shceta on CII1four sides to form the finished sheet siza. When

the sheet binding edge is perforated, trimming of three sides is permitted. Clearly indimt.c on the

reproduction nssembly sheet and the raquest for reproduction form whether trimming is raquired on
three or four sides.

4.7.6.1.2 Fo Idout sheetq. Trim sheets that excccd the dimensions for single sheets to maintain the
specified berdersizescmd, when folded, the Iinenrdimensions tomnforcn tothcsize ofsingle pages.

4.7.6.1.3 Sam llchecklia& Trim film @form nfinished sizeof2.75 by96(mnximum) inch sire.

4.7.6.2 M. Fold foldout sheets accordance totigure2. Fold theside awnyfmm the binding
edgainwccrd. Expasethe outside edge of the page being folded. Theoutaide cdgeofthe sheet, after
folding, shoufd measure 4 inches, 5 inches, 5.5 inches or 8.5 inches, as applicable, from the binding
edgeofthe sheet. Fold theshccw sothntthe page number, fiWmnumbcr, and fiWmtit1eam
visible.

a.

b.

c.

d.

For4by8inchmmmals: up~10.75inches, use.Aor 2fold; upti17.5inches, use Bor4
fold; up to 24 inches, uso C or 6 fold.

For &5 by7inchmmmals: upto15.5inches, use Aor2fold; upto26.5inches, uae Bor4
fold; up to 35 inches, use C or 6 fold.

For5by8inch mnnunls: upta13.75inches, use.Aor 2fold; upto22.5inches, use Bor4
fold; upto31 inches, use C or 6 fold.

For8.5by llinchmanurclm upto23.5inches, use Aor2fold: urrto38.5inches. use Bor4
fold; up& 45 inches, use C or 6 fold.

.

4.7.6.3 f%llnting. Assemble sheets in proper sequence and position.

4.7.6.3.1 ~. When chnnges to a manual inchcde single sheets and foldout sheets,
asaemble foldout sheets behind the single sheets.

4.7.6.4 &j&g. Unless otherwise specified, drill aU manuals as shown in figures 5 and 6.
Determine the number of holes raquirad and then the overall page dimensions. Ensure drilling for
changea or reprints ta preciously issued publications canforma to the drilling of the basic
publication. The reproduction assembly sheet will claarly indicate the required drilling.

4.7.6.5 Bindin~cmun IQ.

4.7.6.5.1 ~. Staple manuals not bound by covers of separate material and of two
sheets (three or four pages) b 0.5 inch thick, at the binding edge. Stagger stnplas, as required, to
emble !evel packaging of the manuals. Staple manuals of two shee@ when the binding edge is
trimmed, not perforated.

4.7.6.5.2 Medium ~aree mm nuaki. Cover manuals exceeding 0.5 inch in thickness at the binding
edge with shrink wrap (cellophane or phiatic). If the mntractor dam not have shrink wrap
capability, tie the msnunfa twice around in both dtiions with suitable binder’s twine. (N) Bind in
acmrdance with NAVAIR 00-25.150.

4.7.6.6 J30und mmrunl.q. (A) Use either the perfect binding methad or biding with fastenere, paata,
shos stringe, or plaatic mmba. When specified, binding stubs can be used. (M)(N) Bind in
amardnnm with NAVAIR 00-26-150.

4.8. J% “ntine and bm dine au Cllity. Use metheds and pmcticea ncceptcd by the industry and suitable
ta ensure printing and binding produce an ameptable product. The Gevemment will perform any
inspection deemed neeessary ta ensure the quality of the supplies and services provided.

4.9 pnc kngine au idelines Guideline for packaging printed material exe as follows:

4.9.1 ~ u. Ship preliminary TMs packed flat in cartons pr wrapped
separately. PhIca artwork and text material in one package. ~piea of large cn-twork used only for
raview purposes may bc folded. Packaging need only be ndequate for praviding snfe delivery.
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4.9.2 Printin~ materials. Collate printing materials (photolithographic negatives, offset plates,
reproducible camera-ready copy, direct image copy) in numerical sequence, except foldouts. Collate
foldouts separately in numerical sequence. Package all printing materials (including foldouta) flat
and double packaged. Do not fold or roll printing materials. Ensure the interior material is
waterproof and free of any chemical substance that would discolor or otherwise harm the printing
materials. Pack printing materials tightly with fillers or thicknesses of corrugated board added to
insure protection and stability. Use standard commercial cartons for exterior packaging that is at
least equal to Interstate Commerce standards and of sufficient strength to protect against damage.
Use cartons that are able to withstand storage, rehandling, and reshipping without the necessity of
repacking. Place a slip of white manifold onion skin or other suitable white paper between
negatives, including foldouts. Use printed TM pages as slip sheets or fillers. Package original
artwork in the s’ame manner as other printing materials.

4.9.2.1 Container information. In addition to sender and addressee information, place the following
information on the exterior of each container

a.

b.

c.

d.

e.

Technical Manual Identification number.

Contract or Purchase Order Number

“Preliminary Technicnl Manual”, when applicable.

The word “NEGATIVES,” “OFFSET PLATES,” “REPRODUCIBLE COPY,” “DIRECT
IMAGE COPY,” as appropriate.

Number of containers in the shipment

4.9.2.2 Packine list. Indudea copy of theletter oftransmittal orthepactig hsttisidethe catin
orcuntainer. U%enastipment mnsisti ofmorethan oneconttier, enclose theletter of transmittal
orpa&ing hstinthe &stmnttiner andident@ thema@rial thatwas packed tieachmntainer. If
alet@roftransmitti isusedprocess theletter inamordance with Section 126, US Postal Service,
Domestic h~ail Mnn.al (DMM).

4.9.2.3 Printine materials. Include a copy of the printed manual when the printing materials are
shipped back to the Government. Deliver printing materials by registered mail unless otherwise
specified. When registered mail is used, the mnrking “Registered” is preprinted on the permit
imprint shipping label by the acq-g activity.

4.10 ShinDine mu “dance.

4.10.1 pn “nted couies. Ship printing materials within 72 hours after delivery of the printed
manuals. Unless otherwise required, ship publications in accordance with the following

instructions:

4.10.1.1 Initial distribution (ID). When required, the printing contractor will make initial
distribution shipments using shipping labels furnished by the Government or prepared by the
contractor (see figure 7). The date of shipment will be shown in the lower right comer on each label.
Distribute 1 to 200 sheets (400 pages) to an addressee using a 9.5 by 12.5 inch No. 32 Kraft
envelope. Distribute 200 or more sheets in a standard commercial carton equal to Interstate
Commerce standards and of su!licient strength to protect the manuals against damage. Each carton
must conform to postal regulations. (M)(N) When raquired, make initial distribution shipments in
accordance with NAVPUBINST 5604.27. (A) Pra-addressed mailing labels will be furnished for ID
shipments.

4.10.1.1.1 ShiDmenta. Ship by the most economical means. Initial distribution shipments made by
mail to single destinations in the continental Unitad States are limited to 120 pounds per package.

(M)(N) Printed pre-addressed permit imprint mailing labels will be furnished by the Government for
mail shipments. (F) Printed pre-addressed mailing labels bearing “Postage and Fees Paid, USAF,

Permit No. G. 1“ will be furnished by the Air Force for mail shipments.
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4.10.1.1.2 ~. Postal regulations npplimblc at tho time of ahipmcnt apply. Weight
limitations guidelines for individual pnckages am as follows:

a. Shipmentitoaddressee in the mntincntal United States, Alaska, Hawaii, Puerto Rica, US
territories and posseaaions, and to APO or FPO addresses -70 pounds (see exhibit 125.2,
DMM, for specific size and weight limi@ applicable ton few APOffPO).

b. Except as indicated in 4. 10. I. 1.3c, shipmente ta nddrasses in foreign muntries -22 pounds.

Note: Customs tags may be required for shipments to foreign countries. Local post off,ces will
provide tnga, labels, and information. If custams tags am required, hat mntenta of shipment
only as “Official hiiitary Publications, “ “No Value,” nnd sender will be the address shown in the

return addrmw on the mniling label.

4.10.1 .1.3 ~nil m nrkin~. Permit imprint mailing labels furnished LOprinting contractors for
mailing of manuals must benr the applicable mail class m follows:

a.

b.

c.

d.

On the pre-addreaaed mailing label, for addresses specified in 4.10.1. 1.2n, the mail claaa will
be; First Claaa for envelopes under four ounces, Third Ckwa for envelopes or cm-tam frem
four to 16 ounces, and Fourth Class for envelopes or cartons over 16 ounces exmpt when the
package ia being aant ta a fteight forwarder for shipment b a foreign government. All
manuals sent to a freight forwarder will be aant by traceable meana. Manuala consisting of
24 pages or more, at leaat 22 of which are printad, may qualii for the cheapar special fourth
claas rata applicable to bcmka. If qunlified, uae the Special Fourth Claaa Rate.

AU cartons and envelopes having the proportions of pamela to APO/FPO addresses requira a
delivery date in the lower right comar of tha maifing label. If the delivery date requires
airlift on the overseas segment of transportation, place “hfOhf” (Militav 05CS Msif)

mWi~Ously On the add== aide batween the permit imprint and the addreaa. In addition,
place the MOhl marking on all aides of parcels. Letter height must not exceed 0.5 inch.

For addreaaea in foreign muntriea, cartons and envelopea sent Thhd or Fourth Class must

also be marked “Printed Matter” between the permit imprint and the addreaa. Cartons and
envelopea sent Special Fourth Class Rate must alao be marked “Printed Matter-Baaks.-
(Comuft lam] peat offim for weight limitations applicable to cartons and envelopes sent aa
Printed Matter. Baaka. Weight limits vary fmm 11 ta 22 pounda nccorchng to apecif”c country

of addreaa.)

When more than one uackaea ia raauired to a ainele addreas. clearlv mark on the wracmine.

but not on the mailing Iaba[ 1 of 2,-2 of 2, etc. “
..”.

4.10.1.1.4 ~d~ “tional ma iIine lnbe14. When additional mailing labels in excess of those furnished by

the Government are required, the contractor may prepare them in the same format. The return
addreae and addreaaee wifl ba identical to that given on the original labels. The same endorsements
will be made on thesa IabeIa as required on original labels.

4.10.1.1.5 ~te to APO/FPO ndd~ Whenever the total weight of mail shipments t.a
APO/PPO addresses at Naw York, San Fran&m, Seattle, or hfinmi exceeds 5,000 pound& (F) 1,000
poundw (N) 120 pounds, packagea wiR ba mnaolidated on palleta for freight shipment (Covemment
Bill of Lading) to the Bulk Main centers (BMC) or Poctal Concentration Center (PCC) at the port
city. Prepara shipments in acmrdnnce with the appropriate port city Mtitary Mailers Guide and
attach firmly to pallets. To prevent crushing, stacking of pnckagea ia restricted b aix or leaa. hiark
each pallet for delivery to the appropriate BMC or PCC. Turn pmkegea w that labels on the outside
raws of packagea face the center of the stack; not visible fmm the outaide. Deliver &eight ahipmenta

to BMC and PCC tm

II
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a. New York:

New York Bulk and Foreign Mail Center
30 County Road
Jersey City, NJ 07307-4503

b. San Francisco:

Postal Concentration Center
390 Main Street
San Francisco, CA 95105-2011

c. Seattle:

Seattle Bulk Mail Center
34301 9th Avenue, South
Federal Way, WA 98003-6721

d. Miami:

Jacksonville Bulk Mail Center
7415 Commonwealth Avenue
Jacksonville, FL 32099-0001

4.10.1.2 Backuo/replenishment stock. Bulk-chip publications remaining aftsr initial distribution ta
a storage depot in cartons suitable for reshipment by Government mail (maximum weight per carton
is 20 pounds). Place a printad label on each carton in accordance with figure 8. When the package
contains a reprinted manual, place the word “REPRINT’ in the bottom right corner of the “Title”, in
0.75 inch bold type. Each carton must conform to postal regulations.

4.10.1.2.1 Backudreulenishxnent stock shiuments. Mail backup and replenishment stock
shipments of 120 pounds or less as ordinary mti send shipments exceeding 120 pounds by &eight
on a Government Bill of Lading (GBL). Obtain addresses and applicable markings for GBL
shipments horn the cogniiant transportation officer. Do not use pallets for freight shipments to

addresses within the continental United Statee (except as authorized by 4.10.1.1.5) without prior

approval Of the office initiating the delivery order. (N) Ship backup stock in accordance with
NAVPUBINST 5604.33.

4.10.1.2.2 Hieh meed transportation, When necessary, detarmine the quantity of backup stock that
must be shipped by high speed transportation to the storage point.

4.10.1.2.3 Additional information. Place the following additional information, as appropriate, on
the “Title” block of the shipping label for each cm-ton:

a. “Basic issue of (publication number), dated_”

b. “Revision of (publication number) dated_”

c. “Change Number_ dated_ h (publication number) dated_”

d. “Raprint of basic (publication number) dated_”

e. “Reprint of (publication number) dated_ up to and including Change Number_
dated _”

4.10.2 ~. Pack and ship classified material in accordance with the requirements
of DOD 5200. l-R, DOD 5220,22-M, and the implementing Service regulations.

4.10.3 Rermoduction media. When reproduction media is provided to a printing mntractor ta make
the negatives prior to printing, pack the reproduction media in accordance with the requirements
herein, when tbe copy is returned to the acquiring activity.
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5. NOTES

5.1 Int ended use. This handbook is intended to be used by any organization printing technical

mm-mcds for the Government, including Government ngencies and printing contractors. This
hcmdbmk establishes common guidance in the pmparntion, shipping, receipt, bnndling, and
distribution of printing matcrirds rind printed mattm and istobeusedasguidance. Acquiring
activities desiring cite specific printing requirecnen~ must include those directions in the contract.
This handbook cm not be cited in the mntrnct (see Foreword).

5.2 Subiect term (lcev word) listing.

Binding
Dmct image copy
Direct image mccster

OH.set plates
Negatives
Pbotolithogmphic
Perfect binding
Reproducible camem-rendy mpy
Reproduction assembly sheet

5.3 Chances fmm m-w “oua issue. Mnrginnl notntiocm ore not used in this revision to identify
changes with respect to the previous issue due to the extensiveness of the chnnges.
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FIGURE 1. fipical reproduction assembly sheet (iq.mduction running shed similar).
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Overall Page Binding

Size* Printed Area* Edge* Margins*

A B c D E F G 0 Layout dimension

2:75 ’96 $91 2.5 0.125 0.125 2.5 Scroll checklist

4 5.5 5 3.125 0.625 0.25 0.25

4.5 7 6.5 3,625 0.625 0.25 0.25

4 8 7.5 3.125 0.625 0,25 0.25

’24 8 7.5 19.5 4.25 0.25 0.25 4 by 8 foldout

5 8 7.5 4.125 0.625 0.25 0.25

$31 6 7.5 25.5 5.25 0.25 0.25 5 by 8 foldout

4.5 6 7.5 3,5 0.75 0,25 0.25

5.5 7 6.5 4.5 0.5 0.5 0.5

*35 7 6,5 29 5.75 0.25 0.25 5.5 by 7 foldout

5 8 7.5 4.5 0.25 0.25 0.25

8 5 4.5 7.5 0.25 0.25 0.25 Work card

6.5 9.5 9 5.5 0.75 0.25 0.25

9.5 6,5 6 8.5 0.75 0.25 0,25

8.5 11 10 7.25 1 0.25 0.5

$45 11 7.5 36 8.75 0.25 0.25 8.5 by 11 foldout

11 17 10 15.75 1 0.25 0.5

17 11 16 9.75 1 0.25 0.5

1:

.ll dimensions are in inches.
kximum

FIGURE 3. Impositiom”ng and single page (kf%er trimtiing) dimensions.
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I
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FIGURE 4. Sample bleed border (repositioning.
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/

“e-—-@— e—

POge Sii

AB
. . . . .—— —..—.

7 6.25
84
8 4.6
S6
17 11

Dimensions
h Inches

NIJ71?J H& om 0.25 id)&.etar

Hole Plocament

c D E F G
-.
0.6 0.76 - 3 0.26
1 0.75 - 3 0.26
1 0.312
1 :.75 : 3 0.25
1.6 2.75 - 2.76 3

FIGURE 5. Drilfing dimensions fir 6 nnd 7 hole manuals
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I
+#~+J+t Irp +4p +
Ill

+N~-Md
II

- K –-y= L L ~+K-

1 H

Dimensions
1~Inches

A

+Q
.-
.—
t

Page Size

HJ
.—-—

6.5 9.5
8.5 11(3hole)
8.5 11(5hole)
8.5 11(9hole)
11 17

x= 0.25
Y= 0.4375

r Hole Placement

K L M N P a
—

1.25 3.5 0.75 -- -. 0.18’
2 3.6 -- . . . . 0.43’
2 3.5 0.75 -- .- 0.18’
2 3.5 0.75 0.75 0.76 0.18’
2 3.5 0.75 -- -. 0.37!

FIGURE 6. Drilling dimensions for 3,4 and 9 hole manuals.
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DEPARTMENTOFTHENAW—
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FIGURE 7. SnmpIe im”tiddistribution (lD) Inbels
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CONCLUDING MATERIAL

Cu8t0ditms:
Army -TM
Navy -SA
AirForce -16
Defense L@stice Agency - DH

Preparing Activity:
Air Force -16
Pmjccti TMSS-0321

Review Activitie%
Army - AT, AV, CE. CR, MI
Navy - AS, CC, EC, MC, OS
Air Force-01, 10, 11, 13, 19,33,99
Defeme Logistics Agency - CS, CT, GS

23/24



8TANDARDIWION DOCUMENT INPROVITIEi+T PROPO&U

K6tra.~.

fRlXC3)U4ENDA C2fANCC:
L 00CIRWih“. 1 00cum?rll\Tc(mlmD)
MIL.HDBK-38790 97m3f24

LwcUmwTmL
inting Production of Technical Manuals
wrrzc or cmwz m.+-+ h 4.++.A--A.*c flp+ .uti --. ~)

QLi%XKIQQLCOXXNMI024

&m!mm
xuuiktrti-a b 0W2.WAllO!l

I N-*) I
PQmumc AmmY
mu h —Zwbti)
men C.Holloway m - m .-N

(513) 2S7-3085 787-3085

.— -@ ~.~) uYoNoo NoTrlrKnw Ac!lmYmllm445 mY.scomcT:
et ?. HQ ESCIAV.?C Mac &&, d a~m O&-c

)27 Col. GlennHwy.. Suite300 mm IccAq% *C 140>,PAOSrchw 7Awl.54L6

wton,OH 4543I-1672 ~ mv 7%mo ,AUlcNOymwzjul

Jrow Mm.ocr 09pr.n)p- W) Ixlm0C4mnau .$QLoMCU1’t


