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Introduction

The C&S Style Manual is intended to be used by the AREMA Technical Committees
when preparing new or revising old Manual Parts for the C&S Manual of Recommended
Practices. = The Style Manual sets forth guidelines dealing with page layout, font,
indentation, figures, footers, headers, and much more. Providing a consistent approach
to the Manual Parts’ development will provide for a more professional publication.

All Manual Parts are to be developed in Microsoft MS WORD, version 95 or higher.
(Microsoft Office Word2003 is AREMA headquarters' standard).

Page Layout

The basic format of a page can be found in Appendix A. This format page contains the
necessary setup features and may be copied to be the template for a new Manual Part.
Manual Parts are to be developed electronically using MS Word software. All the
required style issues can be achieved using MS Word.

A. Paper size - should be standard letter size, 8.5” x 117, in a portrait orientation.
B. Paper weight - should be standard weight of 20 Ib.

C. Margins - Top and Bottom should be 0.5 in (1.27 cm) from paper edge.
- Sides should be 1.0 in (2.54 cm) from paper edge.
- Headers and Footers will automatically be placed within the correct
margins,

D. Justification - Full justification is to be used on the text (block format).
E. Paragraphs - no indentation will be used at the beginning of each paragraph.
F. Indentations - may go to a maximum of six levels. The levels are:

Level 1 - Capital alphas, bolded, non-underlined starting with “A”.
There is no indentation for level 1.

Level 2 - Arabic numerals, non-bolded, non-underlined starting with “1”.
There is one standard Tab indentation.

Level 3 - Lower case alphas, non-bolded, non-underlined starting with “a”
There are two standard Tab indentations.

Level 4 - Arabic numerals in parentheses, non-bolded, non-underlined
starting with (1). There are three standard Tab indentations




Level 5 - Lower case alpha in parentheses, non-bolded, non-underlined
starting with (a). There are four standard Tab indentations

Level 6 — Lower case Roman numeral, non-bolded, non-underlined
starting with (i). There are five standard Tab indentations.

An example of a 6 level indentation is as follows: A.1.a.(1)(a)(i).
1. The indentation will be a standard Tab spacing of 5 from the left.
2. There are periods between the first to the 4™ level of indentations only.

G. Headers and Footers - will be per the standard shown in Appendix A. The Technical
Committees are not to write in the Header and Footer sections.

Font

The font chosen for the body of the Manual Part is Arial. The font size is to be 12 pt.
The color is to be black.

A. Bolding - is to be used for the Title and the first level of indentation

B. Underlining — The title after the Level 1 indentation.

C. Capitals - to be used at the beginning of each sentence and at the beginning of each
indented level.

The font chosen for the Headers and Footers is Arial Black. The font size is to be 12 pt.
The color is black.

Figures

Figures may be placed within the Manual Part as deemed appropriate. Figures shall be
shown in accordance with the style layout in Appendix B.  Each figure shall be
numbered and the figure number shall be centered under the corresponding figure.

The word "Figure" will be used to start the number, and the corresponding Manual Part
number will be used without any periods. In the case of multiple figures within a Manual
Part, a hyphen and then a number beginning at "1" shall be used. The entire figure
designation shall be bolded.

Example - for Manual Part 18.1 36 having one figure: Figure 18136-1.

Figures shall also have titles using standard sentence structure with each word being
capitalized. The title will be bolded and will follow the figure number. There will be a
colon and then two spaces placed between the figure number and title. The entire
figure number and title will be centered under the figure. If the wording wraps to the
next line, it must be kept centered.

Example: Figure 18136-1: Style Format For Manual Parts




Tables

Tables shall follow the same format as for figures, except they shall be placed above
the table and shall follow the word "Table". Tables shall be shown in accordance with
the style layout in Appendix B.

Example: Table 18136-1: Style Format For Manual Parts

Cross-references

Cross-referencing of material in other Manual Parts, whether in the C&S manual or the
MRE (Manual of Railway Engineering), shall use the same format. At the point of
reference within the Manual Part, the cross-referenced Manual Part number and title
shall be shown.

Example: Manual Part 18.1.36 Style Format For Manual Parts.

For cross-referencing of external publications such as ASTM, FCC, AASHTO, etc., the
same format shall be used, with the addition of a date.

Example: ASTM Part 18.1.36-2002 Style Format For Manual Parts.

No parentheses shall be used with cross-reference titles.

Footnotes

Footnotes shall be shown above the footer, starting with a number in font size 8 that is
in superscript format followed by a clear and concise text. Footnotes should only be
used for additional explanatory comments. The Font to be used on footnotes is Arial 10
pt., color black.

Manual Part Numbering

AREMA headquarters will assign new Manual Parts. Manual part numbers are shown
in three sections, each separated by a period. Each section may have up to 2 digits.

Example: 18.1.36
where 18 - represents the Chapter, 1- the Topic, 36 - the Sub-Topic

The topic and sub-topic numbers will be chosen sequentially. No previous numbers will
be re-used. £AREMA headquarters will maintain an archival list for all manual part
numbers for future reference purposes. Where the Manual Part is a figure only, a letter




designation shall be used after the three sections. If more than one figure follows, then
start at A then sequentially use B, C, etc.

Example: 18.1.36A

Alternate Practices

Where there is more than one common practice in use, a Manual Part may show the
prevalent practice first and then list the alternate practices under the Alternate Practices
section within the Manual Part.

Section Labeling Convention

Each section of a Manual Part shall have a title with the content beginning two lines
below. This rule only applies to the level 1 indentation within each section.

Example:
A. Purpose
The purpose of the style manual is ....
While the content of each Manual Part will vary, the section labeling should remain as
consistent as possible. The following convention should be adhered to as close as

possible.

A. Purpose
B. General

mmo o

Should and Shall
The words "should" and "shall" are to be used under the following conditions:
Shall - when the direction given may adversely affect safety if not followed.

Should - preference given to the direction, but safety would not be compromised
if not followed.




Consistency

There are many words where two or more may be used to provide the same meaning,
but the following conventions shall be used:

1. Ensure - is to be used instead of insure.
2. Embed —is to be used instead of imbed.
3. Enclosure —is to be used instead of inclosure.

Appendices

Appendices are not recommended to be used with a Manual Part except when
absolutely necessary. The material may either be incorporated within the Manual Part
or cross-referenced from the original source.

Metric and Imperial Measures

Both the Metric and Imperial measures are to be shown in the Manual Parts. The
Imperial will be shown first with the Metric equivalent shown after in brackets.
Exceptions to this rule can be invoked when such information is expressed using
customary terms that are widely used and recognized such as common drill sizes,
traditional tools, standard fastener sizes, commercial pipe sizes and other similar terms
commonly used in the United States. For example, it is permissible to refer to a “36-inch
pipeline” or a “half-inch drill” without showing the equivalent metric unit.

Example: 1 inch (2. 54 cm)

Abbreviations

The use of abbreviations within the Manual Parts is accepted, as long as the following
convention is being applied:

A. Measures: inch - in
foot - ft
yard - yd
gallon - gal
centimeter - cm
meter - m
kilometer - km
pounds — |b

See a more complete list under System of Units part C. Symbols and units.

B. Numbers: Are to be written out when starting a sentence.
Are to be shown as a numeral within the text.




C. Time and Date: Time to be shown in military time. Examples:

2245 hours but not: 10:45 p.m.
1331:52 hours but not: 1:31:52 p.m.
0916 hours but not: 9:16 a.m.

bate is to be shown as day, month, year. Example:
18 Dec. 2002 but not: 12/18/02 or Dec 18, 2002

D. Temperature: To be shown in Fahrenheit with Celsius shown after in
brackets. Example: +32 °F (0 °C).
Both the plus (+) sign and the minus (-) sign shall be used to
describe the temperatures. A space shall be placed between the
number and the degree (°) sign.

E. Electrical: Direct current -dc
Alternating current - ac

Trademarks and Copyrights

Trademarks must be denoted with a ® symbol and copyrights with a symbol © after the
name with no space in between.

Government Standards

Government standards, such as those of the FRA are not to be referenced, unless they
represent the only technical practice in industry, such as FCC part J. on electrical
interference.

Hyphenation

Hyphens are usually used between the parts of a compound word (e.g. relay-based), or
the syllables of a divided word at the end of a line. They may also be used when listing
bullet points.

Drawings

Drawings and figures are to be of electronic format using a CAD software package and
will be placed within the MS text in a compatible picture file format (ex. pdf, jpeg, etc.).
Format of the drawings is to follow the C&S standard as directed by AREMA
headquarters. Copies of the original drawings or figures must be appended to the
submittal in both their native CAD format and either dxf or dwg formats. Supporting 3D
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models or assemblies must be supplied in their native CAD format if they were required
to generate the drawings or figures.

Manual Part Types

There are various types of manual parts depending on the nature of the subject
material. For consistency, the manual part titles should begin with one of the following:

Guidelines for ....
Applications for ....
Instructions for....

Language

The Manual Parts are to be written in American English, following all the grammar rules
that apply thereto.

Revisions to Manual Parts

Revisions to Manual Parts should be made by using the Review>Track Changes feature
of Word whereby all changes are memorialized.

Guidelines for the Use of Symbols and Units

Because of the increasing need for symbols and units to be able to be recognized
internationally, it is suggested that the following S| guidelines be used. The International
System of Units (SI) listed by the National Institute of Standards and Technology (NIST)
has compiled an extensive guide with the goal of achieving uniformity in technical
manuscripts. While the emphasis of the Sl is to use metric units it does not preclude the
use of units commonly used in the United States such as U.S. standard fastener sizes,
commercial pipe sizes, and other common terms. For instance, it is permissible to refer
to a “36-inch pipeline” or a “half-inch drill”.

A. General — For a comprehensive treatise of the use of Sl units refer to NIST Special
Publication 811 — 2008 Edition: Guide for the Use of the International System of
Units (SI) published by the Department of Commerce.

B. Highlights — The following are but a few general guidelines for reviewing
manuscripts:

1. The combination of letters “ppm,” “ppb™ and “ppt,” and the terms part per million,

part per billion, and part per ftrillion are not used to express the values of

quantities. The following forms are used instead: 2.0 uL/L or 2.0 x 10® V, 4.3
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nm/m or 4.3 x 10° /, 7 ps/s x 10" ¢, where V, I, and t are, respectively, the
quantity symbols for volume, length, and time.

. Unit symbols are not modified by the addition of subscripts or other information.
For example:

Vmax = 1000 V but not: V' =1000 Vmax

. Information is not mixed with unit symbols (or names). For example, the form “the
water content is 20 mL/kg” is used and not “20 mL H>O/kg.”

. It is clear to which unit symbol a numerical value belongs and which
mathematical operation applies to the value of a quantity. Examples:

35cm x 48 cm but not: 35 x 48 cm
20°Cto30°Cor(20to 30)°C  butnot: 20°C —-30°Cor20to 30 °C
123g+2gor(123+2) g but not: 123 +2g

70% £5 % or (70 £5) % but not: 70 +5 %

. Values of quantities are expressed using Arabic numerals and the symbols for
the units.

m =5 kg but not: m = five kilograms or five kg

Although the use of only symbols is preferred, units can be expressed as
complete terms such as amperes for “A” or pounds for “Ib”.

. There is a space between the numerical value and unit symbol, even when the
value is used as an adjective except in the case of superscript units for plane
angle.

a 25 kg sphere but not: a 25-kg sphere
an angle of 2°3'4” but not: an angle of 2 °3 ‘4 *
temperature of +43 °F (+6 °C)  but not temperature +43°F(+6°C)

. The digits of numerical values having more than four digits on either side of the
decimal marker are separated into groups of three using a thin, fixed space
counting from both the left and the right of the decimal marker. For example,
15 739.012 53 is highly preferred to 15739.1253. Commas are not used to
separate digits into groups of three.

. Unit symbols are in roman type, and quantity symbols are in italic type with
superscripts and subscripts in roman or italic type as appropriate.

. When spelled out in full, unit names are treated like ordinary English nouns. Thus
the names of all units start with a lower-case letter, except at the beginning of a
sentence or in a capitalized material such as a title.




In keeping with this rule, the correct spelling of the unit °C is “degree Celsius”
(the unit “degree” begins with a lowercase “d” and the modifier “Celsius” begins
with an uppercase “C” because it is the name of a person).

10.When the name of a unit containing a prefix is spelled out, no space or hyphen is
used between prefix and unit name. Example:

milligram but not:  milli-gram kilopascal  but not: kilo-pascal

the exception to this rule occurs when a derived unit is formed from other units by
multiplication. Example:

pascal second (preferred) or pascal-second are both acceptable.

11.When the name of a derived unit formed from other units by division is spelled
out, the word “per” is used and not a solidus. Example:

ampere per meter (A/m) but not: ampere/meter
12.Symbols for quantities are italic and for units are roman. Examples:

t=3s t time, s second T=22K T temperature, K Kelvin
r=11cm rradius, cm centimeter A =633 nm A wavelength, nm nanometer

13.Unit symbols are printed in lower-case letters except that.
a. The symbol or the first letter of the symbol is an upper-case letter when the
name of the unit is derived from the name of a person; and
b. The recommended symbol for the liter in the United States is L (to avoid
confusion with the number “1”). Examples:

M (meter) s (second) V (volt) A (ampere)
Pa (Pascal) Im (lumen) Web (Weber) T (teals)

14.Units are never capitalized except for “American wire gauge” or “British thermal
units” or other similar units.

15.Unit symbols are unaltered in the plural. Examples:

[=75cm but not: =75 cams
t =32 min but not: t =32 mines

16.Unit symbols are not followed by a period unless at the end of a sentence.
Examples:

“Its length is 75 cm.” or “It is 75 cm long.” but not: “It is 75 cm. long.”

17.1t is not permissible to use abbreviations for units’ symbols or names. Examples:
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Sec (for either s or second).

sq. mm (for either mm? or square millimeter).
cc (for either cm?® or cubic centimeter).

mins (for either min or minutes).

hrs (for either h or hours).

lit (for either L or liter).

amps (for either A or amperes).

AMU (for either u or unified atomic mass unit).
mps (for either m/s or meter per second).

18. The unit symbol for kelvin is K, not °K.

19.The number “0” is always used to the left of the decimal point when this place
has no value: Example:

The distance is 0.26 in but not: The distance is .26 in
C. Symbols and units — Following is a list of the most commonly used units, and their
symbols:

Abbreviations and Letter Symbols for Units

Unit or Term Abbreviation or Symbol
acceleration of gravity g
alternating current ac
American wire gauge AWG
ampere A
ampere-hour Ah
ampere turn At
amplitude modulation AM
antilogarithm antilog
audio frequency AF
automatic frequency control AFC
automatic gain control AGC
automatic volume control AVC
average avg
baud Bd
beat-frequency oscillator BFO
binary coded decimal BCD
bit b
British thermal unit Btu
calorie cal
candela cd
candela per square foot cd/ft?
candela per square meter cd/m?
cathode-ray oscilloscope CRO
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Abbreviations and Letter Symbols for Units

Unit or Term

Abbreviation or Symbol

cathode-ray tube
centimeter
centimeter-gram-second
circular mil

continuous wave
coulomb

cubic centimeter

cubic foot

cubic foot per minute
cubic inch

cubic meter

cubic meter per second
decibel

degree Celsius

degree Farenheit

degree (plane angle)
degree Rankine

degree (temp. interval or difference)
diameter

direct current
electromagnetic compatibility
electromagnetic interference
electromagnetic unit
electromotive force
electronic data processing
electronvolt

electrostatic unit
extra-high voltage
extremely high frequency
extremely low frequency
farad

field-effect transistor

foot

foot per minute

foot per second

foot pound-force
frequency modulation
gallon

gallons per minute

gauss

gigaelectronvolt
gigahertz

gram

henry

hertz

CRT
cm
CGS
cmil
km
km/h
cm?®
ft>
ft3/min
in®
m3
m®/s
dB
°C
°F
°R
deg
diam
dc
EMC
EMI
EMU
EMF
EDP
eV
ESU
EHV
EHF
ELF
F
FET
ft
ft/min
ft/s

ft - Ibf
FM
gal
gal/min
G
GeV
GHz
g

H

Hz
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Abbreviations and Letter Symbols for Units

Unit or Term Abbreviation or Symbol
high voltage HV
hour h
inch in
inch per second in/s
inductance-capacitance LC

inertia

infrared

inside diameter
intermediate frequency
joule

joule per degree
kelvin

kiloelectronvolt
kilogram

kilohertz

kilohm

kilogauss

kilojoule

kilometer

kilometer per hour
kilovar

kilovolt
kilovoltampere
kilowatt

kilowatthour

lambert

liter

liter per second
light-emitting diode
logarithm

logarithm, natural

low frequency

lumen

lumen per square foot
lumen per square meter
lumen per watt

lumen second

lux
magnetohydrodynamics
magnetomotive force
medium frequency
megaelectronvolt
megahertz

megavolt

megawatt

kg - m?orlb - ft?
IR

ID

IF

J
J/deg
K
keV
kg
kHz
kQ
kG
kJ
km
km/h
kvar
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Abbreviations and Letter Symbols for Units

Unit or Term Abbreviation or Symbol
megohm MQ
metal-oxide semiconductor MOS
metal-oxide varistor MOV
meter m
meter-kilogram-second MKS
microampere MA
microfarad MF
microgram Mg
microhenry puH
micrometer gm
micromho uQ™’
microsecond V]
microwatt MW
mile per hour mi/h
mile (statute) mi
milliampere mA
milligram mg
millihenry mH
milliliter mL
millimeter mm
millisecond ms
millitesla mT
millivolt mV
milliwatt mW
minute (plane angle)
minute (time) min
nanofarad nF
nanometer nm
nanosecond ns
nanowatt nW
neper Np
newton N
newton meter N-m
newton per square meter N/m?
ohm Q
outside diameter oD
ounce (avoirdupois) 0z
peak pk
peak-to-peak ppk
peak inverse voltage piv
per unit pu
phase modulation PM
picoampere pA
picofarad pF
picoseconds ps
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Abbreviations and Letter Symbols for Units

Unit or Term Abbreviation or Symbol
picowatt pW
pound Ib
poundal pdl
pound-force Ibf
pound-force foot Ibf - ft
pound-force per square inch Ibf/in?
pound per square inch* Ib/in?
power factor PF
radian rad
radio frequency RF
radio-frequency interference RFI
resistance-capacitance RC
resistance-inductance-capacitance RLC
revolution per minute r/min
revolution per second r/s
roentgen R
root-mean-square rms
second (plane angle) I~
second (time) S
short wave SW
Siemens S
signal-to-noise ratio SNR
silicon controlled rectifier SCR
square foot ft2
square inch in?
square meter m?
square millimeter mm?
square yard yd?
standing-wave ratio SWR
steradian sr
television interference TVI
tesla T
thousand circular mils kemil
transverse electric TE
transverse electromagnetic TEM
transverse magnetic ™
traveling-wave tube TWT
ultra high frequency UHF
vacuum-tube voltmeter VTVM
var var
variable frequency oscillator VFO
very high frequency VHF
volt \%
voltage controlled oscillator VCO
voltage standing-wave ratio VSWR
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Abbreviations and Letter Symbols for Units

Unit or Term Abbreviation or Symbol
voltampere VA
watt w
watthour Wh
watt per steradian W/sr
watt per steradian squeare meter Wi/(sr - m?
weber Wb
yard yd

Prefixes
yotta 10%* = (10°)® Y
sl :
;e))é?a 1015; 210355 P
tera 10" = (10324 T
giga 10°= (10°%) G
mega 106 = (10°)? M
kil ’ 103: 10%)’ k
hle(z:tor 102 - {19 h
deka 10" da
deci 10" d
centi 1072 c
milli 102 = (103) m
micro 182 = (11 %'_z)'i u
;iigo 10'12_=((10'g')'4 ;
femto 107" = (107%)° f
atto 1078 = (103y® a
zepto 10% = (10%)” z
yocto 102 = (1038 y
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Appendix A

Manual Part Template
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AREMA® C&S Manual
2010 Part 11.1.1

Full Title of Manual Part Goes Here
Revised 2010 (3 Pages)

A. Purpose
Section A. will always describe the Purpose of the Manual Part. It typically only
needs to be a sentence or two. All paragraphs will be Block justified just like this
paragraph is.

B. General

Section B. will always be a section for general information about this Manual
Part. It also only needs to be a line or two. "

C. Topic
1. Topics always start with number 1.
2. This is Section C.2.
a. This is the next level after Section C.2.
b. This is Section C.2.b.
(1)  This is the next level after C.2.b.

(@)  This is the fifth level if it needed in any Manual Part.

(i) If a sixth level is needed, this is what it would
look like.
3. More information under Topic.
D. Another Topic.
1. This is Section D.1.
2. This is Section D.2.
a. This level starts with a. again.

' This is what a footnote would look like at the bottom of the page. They would be numbered sequentially.
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AREMA® C&S Manual
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Appendix B

Figure and Table Placement




AREMA® C&S Manual
2010 Part 11.1.1

Table 1111-1: Table Title Goes Here

CHART OR TABLE GOES HERE WITH THE TITLE ABOVE

THE CHART. THE TABLES ARE NUMBERED

TRACK

uArLE /7 TRANSFORMER
2 Q
i FIGURE GOES HERE WITH THE TITLE BELOW THE
FIGURE.
TOAC.
SUPPLY g

El

FIGURE 1

—_—

[ ST —

Figure 1111-1: Figure Title Goes Here

Notes:
1. These are the notes about the above Figure.
2. They are numbered sequentially right after the Figure

3




