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Introduction and Philosophy 

 

The National Highway Institute (NHI) is committed to developing and 
delivering quality transportation training to our customers and 

stakeholders. The value of any training depends upon well-designed 
course materials and highly qualified instructors. NHI maintains an 

ongoing dialogue with developers, instructors, and participants to 
ensure that we meet the customers’ need to address a skills gap, the 

stakeholders’ expectations for quality training, and the stated 

outcomes of a course. For more information on NHI’s expectations, see 
https://www.nhi.fhwa.dot.gov/resources/intro_developing.aspx.  

 
Course materials play a significant role in the learning experience. The 

NHI Style and Standards Guide helps course developers prepare 
materials that are consistent in appearance and use, helpful to the 

instructors and participants, and useful as reference tools to enhance 
job performance.  

 
Training programs deliver maximum effectiveness and encourage 

transfer of learning when the programs are designed and developed in 
accordance with currently accepted adult learning principles. 

Therefore, NHI expects significant contribution from experienced and 
credentialed instructional systems designers (ISD) on every course 

development project. 

 
To meet the above expectations, NHI expects all courses to be 

developed in accordance with the following standards. 

 Design all courses as learner-centered and experiential.   

 Value participants’ experience and encourage contributions before, 
during, and after class.   

 Tie content and evaluation methods to the stated learning 
outcomes.  

 Deliver required information, and provide references or resources 
for those wishing to know more.  

 Give participants ownership in mastering the desired outcomes, and 
provide numerous opportunities for the instructor to assess 

progress and for participants to gain confidence. 

 Maintain accreditation by the International Association of 

Continuing Education and Training (IACET) to provide continuing 

education units (CEUs) for our courses and deliver superior training 
materials and instruction. 

https://www.nhi.fhwa.dot.gov/resources/intro_developing.aspx
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Learning Outcomes 

 
Learning outcomes (LOs) state what the participants should be able to do as 

a result of training. Participants attend training to improve some aspect of 
job performance, so the LOs must relate to the tasks that participants do on 

the job. Write LOs as observable and measurable performance that both 
instructor and participant can verify. 

 

The most effective LOs specify condition, behavior or action, and criteria.  
 

 
Condition 

Whenever possible, state the condition under which you expect the 
participant to perform. Examples include: 

 Given a set of data… 

 Using the plan sheets for Silver Street Bridge… 

 In small groups… 

 Find in the reference manual… 

 After researching the assigned model… 

 …from a concrete sample. 

 In the laboratory…using the following equipment… 

 Based on the case study… 

 …in the Excel spreadsheet. 

 Using a calculator… 

 

 
Behavior or Action 

NHI recommends Bloom's Taxonomy of performance levels when writing 
LOs. These are the six major levels of Bloom’s Taxonomy of the Cognitive 

Domain, with associated behaviors or actions and sample learning outcomes. 

 Knowledge (remembering information): Define, identify, label, state, 

list, match 

 Identify the six components of a quality assurance program. 

 Define precision, accuracy, and bias. 

 On the given diagram, label the parts of a bridge. 
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 Comprehension (explaining the meaning of information): Describe, 

generalize, paraphrase, summarize, estimate 

 Explain normal distribution. 

 Describe the meaning of data on a given control chart. 

 Explain how transportation processes can affect the plastic properties 

of concrete. 

 Describe viscoelastic response of asphalt binders to traffic loads and 

service climate. 

 Application (applying concepts to actual situations): Determine, chart, 

implement, prepare, solve, use, develop 

 Using given data, calculate the area under the curve. 

 Determine the appropriate HMA mixture type for a variety of given 
highway applications. 

 Establish threshold values based on local or regional parameters. 

 Analysis (breaking down a whole into component parts):Differentiate, 

distinguish, discriminate, compare 

 Compare and contrast the processes for project-based and system-
based IA programs. 

 Differentiate between structural and functional pavement performance. 

 Compare and contrast the investigation process of a mineral deposit 

vs. that of a processed aggregate. 

 Relate given mix design properties to the selection of reinforcement 

types. 

 Synthesis (putting component parts together to form a greater whole): 

Design, organize, generate, construct, create 

 Using the guidelines defined in class and a given position with 

associated job responsibilities, develop an effective personnel 
qualification program. 

 Based on best implementation practices from the U.S., generate a 
quality assurance program recommendation document for your state. 

 Evaluation (judging the merits of ideas or materials): Weigh, evaluate, 

select, critique, assess, recommend 

 Recommend an appropriate corrosion mitigation technique for a given 

scenario. 

 Using a case study document, assess the feasibility of three pavement 

rehabilitation activities in terms of potential success and economics. 
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 Select appropriate surface treatment types based upon existing 

pavement conditions. 

 

 
Criteria 

NHI courses typically set a standard of 70 percent or better as a passing 
grade (criteria). Unless another benchmark is required, the 70 percent may 

be assumed and does not need to be written into every learning outcome. 
 

 
Learning Outcomes Examples 

 
Best instructional practice includes escalating the LOs through the levels of 

Bloom’s Taxonomy to determine if a learner fully grasps the topic and its 
application. 

 

Below is an example of a lesson aligned with a variety of taxonomical levels. 
 

Lesson: Performance Tests for Hot Mix Asphalt Mixtures 

 Match given examples to field or laboratory tests. 

 Using laboratory data, describe potential adjustments to correct 
deficiencies identified by performance testing. 

 Establish threshold values based on local or regional parameters. 

 Differentiate between fundamental and empirical tests. 

 Based upon criteria provided, determine the type of testing needed to 
evaluate future pavement distress and possible modes of failure. 

 Analyze test results to determine potential future pavement distress and 
possible modes of failure. 

 
 

Evaluations and Assessments 

NHI administers a Level 1 evaluation and a Level 2 assessment per the four 
levels described in Donald Kirkpatrick’s Evaluating Training Programs. Level 

3 evaluation is required only if the contract specifies.  

 Level 1 measures the degree to which the participant was satisfied with 

the training. NHI requires this post-course evaluation for each course.   

 Level 2 measures the degree to which the participant acquired the 

intended knowledge, skills, and attitudes as a result of training. The 
participant must demonstrate the learning, and the instructor must 
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confirm the learning. NHI requires a post-course assessment for most 

courses.   

NHI’s assessment requirements are as follows. 

 A passing score is 70% unless the project contract specifically states 
otherwise. 

 Provide feedback for each assessment question or task completed. 

 Evaluate course learning outcomes. 

 
The assessment may consist of objective methods, such as multiple choice 

or matching questions. Where appropriate, the method might be presented 
in performance-based formats, such as skill demonstrations, case studies, or 

presentations.  
 

Any assessment must reflect mastery of the learning outcomes and include 
tools to mitigate subjectivity in grading or scoring. For case studies, 

presentations, and other performance-based formats, create a rubric that 

clearly details assessment criteria, parameters, and levels. 
 

Assessment answer keys include a justification of the correct answer as well 
as information on the relevant reference location within the training 

materials.  
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IACET Continuing Education Units (CEUs) 

 
IACET is an independent, internationally recognized non-profit association 

whose goal is to ensure quality continuing education for professionals. 
 

NHI is an Accredited Provider of IACET CEUs. 
 

In obtaining this accreditation, NHI has demonstrated that it complies with 

the American National Standards Institute (ANSI) and IACET standard, 
which is recognized internationally as a standard of good practice. As a 

result of the Accredited Provider status, NHI is authorized to offer IACET 
CEUs for its programs that qualify under the ANSI and IACET standard. 

 
NHI inserts the IACET logo and accreditation statement below the Table of 

Contents, bottom-aligned. Refer to the appendix for a sample logo and 
accreditation statement. 
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It is important to use clear and concise language to minimize confusion and 

maximize learning. When updating an older course, do make the necessary 
style changes so that the course conforms to NHI style and language usage 

expectations. 
 

 

Font 

 

Use a sans serif font, such as Arial or Verdana, and maintain consistent font 
sizes and type throughout the course. Below are typical preferred font sizes 

for NHI instructor guides and participant workbooks.  
 

Note: Reference manuals may be guided by other publishing criteria; consult 
contract documents for specific requirements. 

 

Content type Font size 

Publication: first-level headings 16 pt bold 

Publication: second-level headings 14 pt bold 

Publication: content 12 pt   

 Table 1: Font size 

 

Refer to NHI format-specific standards guide for PowerPoint slide fonts. 
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Spelling, Grammar, and Language Use 

 
NHI adheres primarily to the GPO Style Manual, Chicago Manual of Style, 

and the Federal Plain Language Guidelines for style guidance. Consult 
Webster’s Third New International Dictionary for spelling guidance. 

 
 

Plain Language 

The Plain Writing Act of 2010 requires that Federal agencies provide “clear 
Government communication that the public can understand and use.” The 

Federal Plain Language Guidelines emphasize the importance of writing in 
active voice, and in a concise, organized format tailored to the audience.  

Guidelines are available at http://www.plainlanguage.gov. 
 

 
Abbreviations and Acronyms 

Write out the first instance of a word and put the abbreviation or acronym in 
parentheses. Use the abbreviation or acronym alone only if it is more 

recognizable than its written-out form. Examples of this include IBM, FBI, 
and FedEx.  

 
Below are guidelines on common abbreviations and acronyms. 

 Use abbreviations to represent units such as lb and kg, but omit internal 

punctuation. Do not abbreviate “inch” except where an abbreviation saves 
space in tables and figures.  

 Do not include spaces or periods for acronyms. 

 Use “email” instead of “e-mail.” 

 Use lowercase letters for file extensions, e.g., .jpg, .gif, .doc. 

 Identify any acronyms or abbreviations in the. If the training materials 

include numerous abbreviations or acronyms, include a list after any lists 
of tables and figures. 

 
 

Capitalization 

Do capitalize: 

 “State” when referring to one of the 50 states 

 “Federal” but not “federally”  

 “Government” 

https://www.gpo.gov/fdsys/pkg/GPO-STYLEMANUAL-2008/content-detail.html
http://www.chicagomanualofstyle.org/home.html
http://www.plainlanguage.gov/howto/guidelines/FederalPLGuidelines/index.cfm?CFID=5344390&CFTOKEN=f2e15af43ba8a703-6C76D1FE-E6E5-DCF1-7EA51CBF926F0BBB&jsessionid=B9812899D8F81A054BA35F6F86380480.chh
http://www.plainlanguage.gov/plLaw/
http://www.plainlanguage.gov/


NHI Style and Standards Guide 

 

17 
 

 “Contractor” and “Agency” only when they refer to specific legal or 

contractual roles 

Do not capitalize common nouns used for reference, such as table 1, chapter 

2, reference 4, and appendix A. 
 

 
Emphasis 

Do not use underlining or italics to emphasize words. Underlining is reserved 
for hyperlinks, and italics are used for titles of published works or words 

appropriated from other languages.  
 

Use bold font for emphasis sparingly; do not use all capital letters. 
 

 
Punctuation 

Do not use the slash, stroke, or solidus (/).  

 
Apply the following guidelines when using a comma. 

 Use the serial, or Oxford, comma. Insert a comma after each item within 
a series of three or more words, phrases, letters, or figures used with 

“and,” “or,” or “nor.”  

 Insert a comma before the conjunction in a compound sentence 

containing two or more independent clauses. 

 Add a comma after the year in complete dates (month, day, year) within 

a sentence. 

 

Differentiate between the em dash and the en dash according to the table 
below. 

 

Type Length Rule Example  

Em dash Same as 

lowercase 
“m” 

Do not use a 

space before or 
after it. Use it to 

set off a non-
essential element. 

There are three basic 

variables—time, wick drain 
spacing, and surcharge—

that can be manipulated to 
achieve the desired result. 

 

En dash, or 
hyphen 

Same as 
lowercase 

“n” 

Use it to connect 
related elements 

or to hyphenate a 
word. 

 2003-2004 
 Pp. 28-72 

 Twenty-four 

Table 2: em dash and en dash 
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Numerals 

Use the Arabic numeral for most cases, but spell the number in words when: 

 Counting nine or fewer objects.  

 Beginning a sentence, title, or heading in print content. 

 Representing large numbers such as “million” and “billion.” Write “24 

million” instead of “24,000,000.” 

 

When 2 or more numbers appear in a sentence, and 1 of them is 10 or 
larger, use the numeral for each. Below are examples of this application. 

 Each of 15 major commodities (9 metal and 6 nonmetal) was in supply. 

 That man has 3 suits, 2 pairs of shoes, and 12 pairs of socks. 

 
Use the symbol “%” (instead of “percent”) only when representing a 

mathematical formula.  
 

Do not pluralize numbers with an apostrophe.
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Intellectual Property 

 
The Federal Government has unlimited rights in all course material produced 

in the performance of a contract. Do not use copyrighted material without 
permission of the copyright owner. Cite the copyright source in course 

materials. 
 

If using copyrighted material, submit a completed FHWA Multimedia Release 

Form as found in the appendix. 
 

 

Mark and Signature 

Use only the training material front cover and spine templates provided by 
NHI; these templates include the required FHWA, NHI, and IACET logos. No 

other logos or marks may be added to the training products unless specified 

in the project contract or directed by the NHI Training Program Manager or 
Contracting Officer’s Representative. 

 
Do not mark course materials with the developer’s or contributor’s corporate 

name, logo, or symbol; do not use graphics with such logos or symbols 
embedded in them.  
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Graphics 

Graphics, including photographs, charts, and illustrations, can help a 
participant understand complex concepts. Effective graphics support the text 

and add content value, whereas ineffective graphics detract from learning.  

To optimize graphics, keep the treatments, effects, quality, and perspective 

consistent throughout the course. Make sure that all complex and detailed 
graphics are large and sharp enough to be decipherable. Some best 

practices for graphics configurations are listed below. 

 Use graphics that are crisp, current, relevant, and not ornamented with 
unnecessary effects such as shadows or decorative borders.  

 Avoid using shaded or patterned backgrounds, as NHI’s training materials 
are printed in black and white. 

 Submit all original illustration source files in their native software 
configuration.  

 Photographs and other raster images must have a resolution of at least 
300dpi.  

 Avoid using cartoons.  

 Remove or blur all branding or identifying content.  

 All graphics must comply with Section 508 of the Rehabilitation Act.  
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Section 504 and Section 508 Compliance 

 
NHI complies with Section 504 and Section 508 of the Rehabilitation Act of 

1973, as amended, in its training design, development, and delivery efforts.  
 

The Act requires that all electronic products prepared for the Federal 
Government be accessible to persons with disabilities, including those with 

vision, hearing, cognitive, and mobility impairments. Compliance with the 

Act requires training materials formatted to include features such as, but not 
limited to:  

 Closed captioning and audio descriptions for multimedia, with options to 
turn either of them on or off as desired 

 Comprehensive and descriptive alternative text, written in plain language, 
for each non-text element 

 Fully labeled tables, charts, and graphics that convey content 
independent of color coding 

 Mouse-independent navigation, such as Tab button navigation 

 

The United States Department of Transportation provides extensive guidance 
on creating accessible documents and points to a variety of reputable 

resources. See http://dotnet.dot.gov/section508.  
 

The United States Access Board, the Federal Government’s Section 508 

website, and the World Wide Web Consortium provide useful information on 
accessibility and Section 508. 

 http://www.access-board.gov/guidelines-and-standards/communications-
and-it/about-the-section-508-standards/guide-to-the-section-508-

standards  

 http://section508.gov   

 http://www.w3.org/TR/WAI-WEBCONTENT/#Guidelines 

 

NHI performs a variety of accessibility reviews on contractors’ deliverables. 
One method of review includes using checklists of minimum requirements, 

which is available from the format-specific standards guide. (See, for 
example, the NHI Web-based Training Developer Toolkit.)  

 
  

https://www.dol.gov/oasam/regs/statutes/sec504.htm
https://www.section508.gov/
https://www.disability.gov/rehabilitation-act-1973/
https://www.disability.gov/rehabilitation-act-1973/
http://dotnet.dot.gov/section508
http://www.access-board.gov/guidelines-and-standards/communications-and-it/about-the-section-508-standards/guide-to-the-section-508-standards
http://www.access-board.gov/guidelines-and-standards/communications-and-it/about-the-section-508-standards/guide-to-the-section-508-standards
http://www.access-board.gov/guidelines-and-standards/communications-and-it/about-the-section-508-standards/guide-to-the-section-508-standards
http://www.access-board.gov/guidelines-and-standards/communications-and-it/about-the-section-508-standards/guide-to-the-section-508-standards
http://section508.gov/
http://section508.gov/
http://www.w3.org/TR/WAI-WEBCONTENT/#Guidelines
https://www.nhi.fhwa.dot.gov/home.aspx
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Style, Language Use, and Standards Authorities 

NHI adheres to the following guidelines for language use, graphic design, 
formatting, and accessibility.  

 Government Printing Office (GPO) Style Manual 

 Chicago Manual of Style 

 Section 508 of the Rehabilitation Act of 1973, as amended 

 Federal Plain Language Guidelines from the Plain Writing Act of 2010 

 International Association for Continuing Education and Training (IACET) 

 Webster’s Third New International Dictionary (for spelling guidance) 

 

When the GPO Style Manual and Chicago Manual of Style present conflicting 
guidance, the GPO Style Manual supersedes the Chicago Manual of Style. 

 
Contractual requirements supersede this guide. Consult your 

development contract for specific requirements. 

  

https://www.gpo.gov/fdsys/pkg/GPO-STYLEMANUAL-2008/content-detail.html
http://www.chicagomanualofstyle.org/home.html
https://www.section508.gov/
https://www.disability.gov/rehabilitation-act-1973/
http://www.plainlanguage.gov/howto/guidelines/FederalPLGuidelines/index.cfm?CFID=5344390&CFTOKEN=f2e15af43ba8a703-6C76D1FE-E6E5-DCF1-7EA51CBF926F0BBB&jsessionid=22B4E1B7158A789C55FCFEF64B152E8F.chh
http://www.plainlanguage.gov/plLaw/
http://www.iacet.org/ceus/about-the-ceu
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Deliverables 

 
Format 

Unless specified otherwise, all work must be deliverable in Microsoft 
operating system (MS OS) editable file formats. Any Web-based application 

must be compatible with Internet Explorer 10 and Google Chrome (unless 
otherwise specified or updated). 

 

Deliver final electronic files to NHI via acceptable media as specified by NHI. 
Do not secure files with a password. Printable files must be print-ready. 

 
Provide source files in one folder and PDFs in another folder. Source files 

may include files, such as: 

 Documents  

 Presentations 

 Graphics  

 Animation  

 Video  

 Audio  

 Other resource materials, such as spreadsheets  

 

If the final deliverables include layered raster elements, include the original 

layered version of the element.   

 
Supplement the deliverables with: 

 A complete “readme.txt” file and help file that have been proofread and 
tested 

 Include printing and tabbing instructions for print documents, such as 
instructor guides, participant workbooks, and reference manuals.  

 Include installation instructions, minimum hardware system 
requirements, additional software needed, file structure breakdown, 

InstallShield information for software applications to run or view 
media, and any potential troubleshooting information for all electronic 

media. 

 Information on all intended operating system platforms (Microsoft 

Windows 7, 32-bit, SP1) 
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 Include technical details about file size and other information in the 

installation instructions. 

 An “about.txt” file that gives a general overview of the purpose and 

content of the materials 

 Include any copyright, software, trademark, and patent information 

and release documents.   

 

 
File Naming Conventions 

Name the files according the following conventions. 
 

Course number_Publication type_Publication number (if 
any)_Revision date_File description.Application extension 

 
Example: 

 

141031_EX-0712_ExamA.doc 
 

Use the following abbreviations for each element of the naming convention.  
 

Publication type 

 IG (instructor guide) 

 PW (participant workbook) 

 RM (reference manual) 

 PP (PowerPoint presentation)  

 EX (exam, test, assessment, evaluation instrument, answer key)  

 SM (simulation)  

 VD (video)  

 AU (audio)  

 BK (book)  

 OM (other materials)  

 
Revision date (month and year) 

 0516 (May 2016) 

 1214 (December 2014) 
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Application Extension Examples  

 pdf (Adobe Acrobat) 

 Doc; docx (Microsoft Word) 

 ppt; pptx (Microsoft PowerPoint) 

 ppc (auto-generated audio file by Adobe Presenter) 

 wav or MP3 (audio file)  

 flv; avi (video file) 

 
 



NHI Style and Standards Guide 

 

28 
 

 
This page is intentionally blank.



NHI Style and Standards Guide 

 

29 
 

 
 

 
 

 
 

 
 

 
 

Appendix 
 



NHI Style and Standards Guide 

 

30 
 

 
This page is intentionally blank.



NHI Style and Standards Guide 

 

31 
 

Appendix A: Marks and Logos  

 

US Department of Transportation-Federal Highway Administration 

Use one of the following two FHWA logos. Note that the NHI cover template 
includes the required size and color of the logo. The USDOT-FHWA logo is 

added by the developer to the first slide in the PowerPoint presentation. 

 

The logo can be printed in black and white or color, but the entire logo 

must be in the same color. You can enlarge or shrink the size of the logo, 
but you must keep the same design proportions shown below. (For example, 

don't move the triskelion symbol, enlarge the symbol, or reduce the size of 
the type.)  

 
If you have any questions on the use of the FHWA logo, please see 

http://www.fhwa.dot.gov/publications/research/general/03074/qrg.pdf.  
 

Below is the correct two-line version of the FHWA logo. 

 

 

Below is the correct four-line version of the FHWA logo. 

 

 

 

  

http://www.fhwa.dot.gov/publications/research/general/03074/qrg.pdf
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National Highway Institute 

Note that the NHI cover template includes the required size and color of the 
logo. The NHI logo is added by the developer to the first slide in the 

PowerPoint presentation. 

 

Below is the correct logo for National Highway Institute (NHI). 

    

 

 

IACET Logo and Accreditation Statement 

Below is the correct logo and required statement that appears beneath the 

table of contents in published documents. 
 

National Highway Institute (NHI) has been designated as an Accredited 
Provider by the International Association for Continuing Education and Training 
(IACET). 

NHI is accredited by IACET to offer x CEUs for this program (NHI-xxxxxx Name 
of Course). 
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FHWA MULTIMEDIA Release Form 

U.S. Department of Transportation 
Federal Highway Administration (FHWA) 
 
National Highway Institute 
Office of Technical Services – Arlington, VA 22201 

 

Name: ____________________________   Location: ______________  Date:  ___________ 

I hereby grant to FHWA the absolute and irrevocable right and permission, in respect of the 
photographs or audio or videotape recording and their transcripts, that it has taken or has had 
taken of me or in which I may be included with others, to copyright the same, in its own name or 
otherwise (and assign my rights throughout the world in such photograph and audio and video 
recordings and their transcripts), to use, reuse, publish, and republish, and otherwise reproduce, 
modify and display the same, in whole or in part, individually or with other photographs, and with 
any copyrighted matter, in any and all media now or hereafter known, for illustration, promotion, 
art, advertising and trade, or any other purpose whatsoever; and to use my name in connection 
therewith if it so chooses. 
 
I hereby release and discharge FHWA from any and all claims and demands arising out of, or in 
connection to, the use of the photographs, including without limitation any and all claims for libel 
or invasion of privacy. FHWA may sell, assign license, or otherwise transfer all rights granted to it 
hereunder. 
 
This authorization and release shall also inure to the benefit of the specific legal representatives, 
licensees, and assigns of FHWA, as well as the staff representative(s) (if any) for whom it took 
the photographs. 
 
I am of full age and have the right to contract in my own name. I have read the foregoing and fully 
understand the contents thereof. This release shall be binding upon me and my heirs, legal 
representatives and assigns. I further release FHWA from any responsibility for injury incurred 
during the photography or audio or videotaping session. 
 

Signed:  ______________________________________________________________________ 

(If minor, parent or legal guardian must sign.) 

 

Printed Name: ________________________________________________________________ 

 

Address: _____________________________________________________________________ 

 

City, State, Zip: ________________________________________________________________ 

 

Phone: _______________________________________________________________________ 

 

Fax Number: __________________________________________________________________ 

 

Date: ________________________________________________________________________ 
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Appendix C: Technical Report Documentation   
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Technical Report Documentation   

1. Report No. 

 

2. Government Accession 

No. 

3. Recipient’s Catalog No. 

 

4. Title and Subtitle 5. Report Date 

 

6. Performing Organization 

Code 

 

7.  Author(s) 8. Performing Organization 

Report No. 

 

9. Performing Organization Name and Address 10. Work Unit No. (TRAIS) 

11. Contract or Grant No. 

 

12. Sponsoring Agency Name and Address 13. Type or Report and 

Period Covered 

14. Sponsoring Agency Code 

15. Supplementary Notes 

 

Abstract 

Key Words 

 

Distribution Statement 

Security Classif. (of this 

report) 

 

 

 

20. Security Classif. (of 

this page) 

21. No. of 

Pages 

22. Price 

 

 

Form DOT F 1700.7 (8-72) Reproduction of completed page authorized 
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Appendix D: Metric Conversion Factors 
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