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PURPOSE

DTIC Mission

The Defense Technical Information Center (DTIC) is responsible for the acquisition,
dissemination and enhancement of scientific and technical information. DTIC collects
research funded by the Department of Defense, DoD-related/associated research from
other U. S. Government agencies (e.g. DoE, NASA, NIH) and military research received
from some foreign governments and NATO on an exchange basis. DTIC’s collection also
includes management of military resources and items from foreign sources on topics of
military interest.

The Technical Report (TR) database allows the efficient delivery of reports and
bibliographic services to users. DTIC also has two management information databases:
Independent Research and Development (IR&D) and Research Summaries (RS)?.

These databases are accessed through DTIC’s Scientific and Technical Information
Network (STINET) and DTIC Online. STINET consist of three levels, Public STINET
provides access to citations of unclassified, unlimited items; Private STINET provides
access to citations of unclassified, limited items; Classified STINET via the Secret
Internet Protocol Router Network (SIPRNet) provides access to classified items. DTIC’s
major databases have undergone several migrations. In 1999 the Defense RDT&E Online
System (DROLS) became available on the World Wide Web and renamed as Web
Enabled DROLS (WED). In 2003 the former WED was reengineered as Private STINET
for registered DTIC customers. In 2005 Public STINET was added for public access.
Most recently, in 2007, SIPRNet STINET was added for classified access. Each database
has specialized data elements. This manual is restricted to descriptive and subject
indexing elements in the STINET TR database.

Subject Analysis Branch (DTIC-OS)

DTIC-OS provides descriptive cataloging and subject access to the TR database. DTIC
uses descriptive cataloging to identify and record bibliographic data to provide
meaningful descriptions for users of Public and Private STINET, National Technical
Information Service (NTIS) databases, and other databases carrying unclassified,
unlimited DTIC citations. This is based on the Anglo-American Cataloging Rules
(AACR2). AACR2 states that “the objectives of descriptive cataloging are: 1) to state the
significant features of an item with the purpose of distinguishing it from other items and
describing its scope, contents, and bibliographic relation to other items; 2) to present these
data in an entry which can be integrated with the entries for other items in the catalog and
which will respond best to the interests of most users of the catalog.” Entries in each field
are standardized in content and format to ensure accurate retrieval. These Guidelines

? Originally named the Work Unit Information System (WUIS) then reengineered as the Technical Effort
and Management System (TEAMS).



provide a working reference tool for the selection of data included in Technical Report
cataloging fields.

DTIC Citation Build staff assign subject Fields and Groups to Technical Reports in DTIC,
which are also used in DTIC’s Scheduled Search Current Awareness Service’and NTIS
databases. The Citation Build staff also proposes new terms for addition to DTIC’s
controlled vocabulary.

This manual provides basic guidelines for selecting and editing abstracts of Technical
Reports for Machine Aided Indexing (MAI) and for post-MAI indexing and analysis
review. These Guidelines are an update to the 2005 edition of the Cataloging, Abstracting
and Indexing Guidelines.*

3 Current Awareness Bibliographies (CAB) and Automatic Document Distribution (ADD) ceased
production in 2008. (2008 update)

* The 2005 Cataloging, Abstracting and Indexing Guidelines version combined the 1994 version of the
Cataloging Guidelines and the Abstracting and Indexing Guidelines prepared in 1989.



PREFACE

This publication outlines the basic guidelines for descriptive and subject cataloging of
scientific and technical information resources collected by the Defense Technical
Information Center (DTIC). It is arranged by Technical Report (TR) data element Field
number, followed by alphabetical indexes. Each Field entry contains the title, maximum
number of characters allowed, definition, purpose, chief source(s) of information and
form(s) of entry. Note that the Electronic Document Management System (EDMS) uses
templates that order the Fields according to data types, not by TR Field number, i.e.,
classification fields, numbering fields and subject fields. This revision provides
references from the Guidelines Field names to the EDMS screen names.



FIELD 1 - ACCESSION NUMBER
(9 characters)

Definition: The AD-accession number is an alphanumeric number used to identify the
item and is automatically assigned by the Electronic Document Management System
(EDMS) to every record input into the Technical Report database. The first two letters of
the prefix “AD-" indicate that the material is an accessioned item, e.g., ADA0S0800.

Purpose: The Accession Number is assigned for purposes of control by DTIC. The item
can be identified and retrieved by using the Accession Number.

Chief Source of Information: Items are automatically assigned Accession Numbers by
EDMS in numerical order according to their distribution/classification when they are
forwarded from the Citation Build stage.

Form of Entry: The accession number is an alphanumeric number consisting of three
letters followed by six digits. This number displays in Public and Private STINET with
no spaces or punctuation.

Rules and Procedures:

1. The following is a summary of Accession Number ranges:

ADAO000001 and up - unclassified, unlimited distribution

ADARS800000 - ADA899999 - unclassified, unlimited ATI/TIP Collection - prior to
1996, ATI/TIP items were not assigned a separate number range

ADBO000001 and up - unclassified, limited

ADBS800000 - ADB899999 - unclassified, limited ATI/TIP collection
ADCO000001- and up - classified items - secret, confidential and restricted
ADCS800000 - ADC899999 - classified ATI/TIP collection

ADDO000001 - ADD094999 - patents and patent applications

ADD100000 and up - Information Analysis Center records

ADPO000001 - ADP199999 - unclassified, unlimited compilation or proceedings, -
individual articles within a collection will be cataloged separately and assigned an
“ADP...” number. An accompanying statement in Field 21, Supplementary Note
will refer to the basic compilation. The combined compilation will receive the

usual “ADA” number; the “ADP” numbers will be cited in Field 21,
Supplementary Note.



ADP200000 - ADP399999 - unclassified, limited articles in a compilation
ADP400000 - ADP499999 - classified and limited articles in a compilation
ADMO000000 - ADM199999 - unlimited and unclassified multimedia items
ADM200000 - ADM399999 - unclassified, limited multimedia items
ADM400000 - ADM499999 - classified multimedia items

ADRO000000 and up - DOE classified item citations furnished by the DoD-DOE
Joint Coordinating Committee on Technical Information

2. See Appendix R for a table of Accession Numbers used at DTIC beginning in 1947
and ending in 2003.°

3. No punctuation follows Field 1.

USE: Mandatory.

> Added - 16 January 2008. The Unannounced Accessions Ranges were removed because DTIC ceased
using these ranges in 1994. Appendix U provides a history of DTIC’s Accession Numbers. (2008 update)



FIELD 2 — COSATI OR SUBJECT CATEGORY CODES*
(640 alphanumeric characters)

Definition: COSATI Codes, also referred to as Subject Category Codes, are numeric
representations for a classification scheme identifying the subject(s) of an item. The
categories are divided into 25 broad subject fields with 256 groups and subgroups. Each
group and subgroup is entered and searched as a separate entity.

The Committee on Scientific and Technical Information (COSATI) was established in
1962, to develop a coordinated but decentralized STI system for scientists, engineers, and
other technical professions in U.S. federal agencies. COSATI was the national focal point
for coordinating the development of a national network of independently-operating, but
cooperating, STI systems. The need for clearer lines of demarcation among emerging
technologies and between theory and militarily-sensitive application, along with the need
to categorize the new areas of scientific and technical interest, led DTIC to replace the
COSATI Subject Category List (DoD-Modified), October 1965, with the Subject
Categorization Guide for Defense Science and Technology in 1986.

Purpose: COSATI Codes reflect the item’s primary subject area(s) and are the basis for
subject retrieval. These Codes are also used to identify subject areas for DTIC’s
Scheduled Search service and the Technical Reports Automated Information List
(TRAIL), an electronic mailing list that automatically disseminates citations to reports
recently added to the DTIC technical reports database.” Fields and groups are no longer
used to define subject areas for “need-to-know” in the distribution of classified items."

Chief Source of Information: The Code comes from DTIC’s Subject Categorization
Guide for Defense Science and Technology (SCG). Scope notes indicate subject area
covered by each field, group and subgroup code. Cross-references are suggested for
related fields and groups.

Form of Entry: Click the EDMS button labeled COSATI. A drop down menu appears
with all codes for fields and groups listed in DTIC’s SCG. The first broad field/group
selected reflects the item’s primary subject area. Clicking the EDMS Primary button
applies the letter P so that it precedes the field/group code. More than one field/group
may be coded with P. Use the EDMS Secondary button to identify additional secondary
fields and groups. The letter S precedes all secondary field/groups.

Rules and Procedures:

1. The Subject Categorization Guide for Defense Science and Technology has two
indexes based on the terms listed in the DTIC Thesaurus. After scanning the abstract and

® Changed - 14 November 2001 to include EDMS window name.

7 Updated - 10 January 2008 (2008 update)

823 September 2005 - DTIC Corporate Management Council (CMC) concurred to remove the field and
group validation requirement for classified documents; 11 November 2005 the field and group validation
checks were removed from Classified STINET for access to classified documents. (2008 update)
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the item, assigning asterisked (or weighted) controlled terms from MAI, consult these
indexes to find the field/group that corresponds to these terms. Asterisked/weighted terms
represent the main topics of the item. Proceedings of symposia or multiple volumes that
extensively cover many different topics may have many weighted terms.

2. One index is arranged alphabetically by subject term. To the left of each term is a
field/group code, indicating where the subject matter is covered. If the subject is treated
in more than one field/group, the codes appear in ascending numerical order. The code
nearest the term carries no greater weight than those following. When the subject is
represented in multiple groups under a single field, chose the group with the most
extensive coverage. Field 7, Chemistry is coded 07/00. Since Chemistry is a top-level
term, EDMS will not accept this. Chose one of the six groups in Field 7 (Industrial,
Inorganic, etc.), to represent the major subject area.

3. The other index is arranged numerically by field/group code. Subject assignments to
more than one field or group are listed under each field/group code. Sometimes scanning
the terms contained in a field/group listing may suggest more specific controlled terms
that should be added or asterisked in Field 23, Descriptors. While most of the terms listed
are authorized controlled terms, some are not (e.g. Acoustic couplers, Cartography,
Guided munitions, Potamology, Quantum mechanics, Teleprocessing systems, etc.).
Verify that a listing is valid descriptor before entering it in Field 23, Descriptors.

4. Read the scope notes for suggested fields and groups before making final field/group
assignments. As there are some typos and errors in the Subject Categorization Guide for
Defense Science and Technology, care must be taken in assigning an item to an unfamiliar
field/group. For example, Naval mine warfare belongs in 15/6.02, in a scope note, not in
15/6.01 as in the index. Other dubious assignments include Fratricide in 05/05 since its
hierarchy indicates it is to be used only in a military context. There are also omissions of
descriptors that will be corrected in future editions of this guide, e.g. LORAN should be
assigned to 17/07. Similarly Acoustic and Light Homing should be assigned to 17/07, or
one of its subdivisions, in parallel with Radar and Radio Homing.

5. Each item must have at least one primary field/group assignment. EDMS will not
accept the top-level field that appears first on the drop down menu. Top-level fields are
identified by /00 following the field number and name. For example, the first listing,
01/00 (Aviation Technology) is never selected. If a general category applies, select 01/01
(Aerodynamics) or 01/02 (Military Aircraft Operations) or 01/03 (Aircraft) instead. Most
reports should NOT carry more than 4 primary subject fields/groups/subgroups. The
only exception is proceedings of symposia or multiple volumes that extensively cover
many different topics where 5 or 6 primary subject fields/groups may be assigned.

6. Posting terms found in the SCG may appear in several fields and groups because they

have several possible applications. For example, two aspects of Snow are listed in 04/02
(Meteorology) and in 08/12 (Snow, Ice and Permafrost).

11



7. Terms are coded for the most common use of the word or phrase. “Mouth” is assigned
to Field 06/04 (Anatomy and Physiology). However, a report on conditions at the mouth
of the Potomac River may belong in Field 08/08 (Hydrology, Limnology and
Potamology) which include Rivers, Deltas and Estuaries, not in 06/04.

USE: Mandatory.

12



FIELD 3 — CITATION SECURITY CLASSIFICATION
(1 numeric character)

Definition: The Citation Security Classification is set to the highest security classification
of any of the data elements in the record. This field is labeled Citation Classification in
EDMS.

Purpose: A citation classification determines whether the citation can be made available
for retrieval purposes. The security classification gives an indication of the sensitivity of
the material presented in the citation. This classification determines security procedures
observed regarding handling, machine input, and transport of the item.

Chief Source of Information: The citation classification is derived from Field 8, Title
Classification, Field 26, Uncontrolled Index Terms Classification, or Field 28, Abstract
Classification.

Form of Entry: This field is computer-generated on all items, but included in the
Guidelines to show the rules used to create the default. There are four levels for Citation
Security Classification; each level receives a numeric designation for storage.” The
Citation Security Classification displays full-text in STINET.

1 = unclassified

2 =restricted (for NATO and foreign items only)
3 = confidential

4 = secret

Rules and Procedures:

1. The citation classification is computer generated. It is derived from the classification
level entered in Field 8, Title Classification, Field 26, Uncontrolled Index Terms
Classification, or Field 28, Abstract Classification.

2. The level of classification will never be lower than the classification given in Field §,
Title Classification, Field 26, Uncontrolled Index Terms Classification, or Field 28,
Abstract Classification.

3. If it cannot be determined whether a citation is classified or unclassified, it should
always be entered as classified, using the same classification level as the item. If the item
1s unclassified, the citation is unclassified.

USE: Mandatory.

? In the 2005 Cataloging Guidelines the Form of Entry was u, r, ¢, and s. (2008 update)
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FIELD 4 - MEDIA TYPE
(100 alphanumeric characters)

Definition: Media type is an alpha character code used to describe the physical format of
the item. Multimedia items, formerly referred to as nonprint items, include various
electronic formats. DTIC currently catalogs the item based on the format of the carrier.
For example, a diskette containing an MS Word version of The Cataloging, Abstracting
and Indexing Guidelines is cataloged as a multimedia item.

Purpose: Field 4 describes the physical format of the item being cataloged. The first
window, Media Type, contains a format-specific code representing the chief physical
characteristic of the item. If the format of the item is electronic, sub-fields are used.
Field 4 is sub-divided into 3 parts: a) Electronic File Characteristics, b) Physical
Description, and c) Systems Detail Note.

Chief Source of Information: When describing multimedia items, DTIC follows rules
established in The Anglo-American Cataloging Rules (AACR2). AACR2 covers items
made up of several types of material (area 1.10). Rule 1.10B states if an item has one
predominant component, describe it in terms of that component. If available, use the
contributor's information provided on DTIC Form 530, Nonprint Form.

Form of Entry: Established codes are used to represent the category of the item in Media
Type (4). In the Selection queue this window is labeled Multimedia. Information used in
Fields 4a — 4¢ pertains to the physical format. Standard abbreviations should be used.
More than one descriptive element may be used; separate each element with a semi-colon
and a space. The information entered in Field 4 is displayed at the beginning of Field 27,
Abstract in STINET.

Rules and Procedures:
1. Media Type (4). Use the following code values:

a — Hardcopy

d — Digital Video Disk(DVD)
j— VHS Videorecording

k — Magnetic Tape

q—3 %»” IBM HD Diskette'”
s — CD-ROM

t — Tape Cartridge

2. Electronic File Characteristics (4a). This field is used to record software, file type and
size characteristics for a computer file.

1 Updated - 8 August 2003 (2005 update) - Change to Code q — Computer Diskette is used in place of the
following obsolete codes: 1-5 %” Low Density Diskette, m - 3 }2” Low Density Diskette, n - 3 42” Low
Density Macintosh Diskette, p - 5 4~ High Density Diskette, and r - 3 4" High Density Macintosh Diskette.

14



Examples:"'
4 files; Adobe Acrobat (.PDF), executable files (.EXE) and text file
(.TXT).
6 files; Adobe Acrobat (.PDF) and video files (MPG).

349 files; Adobe Acrobat (.PDF), MS Excel (.XLS), video files
(.MPQG), photos (.PNG, .JPG) and HTML.

3. Physical Description (4b). The field describes physical characteristics of the item, the
extent of the item and its dimensions. It may also include other physical details of the

item and information concerning accompanying material.

Examples:
VHS video, % in.; Col.; sd.; Mono; 16 mins; standard Playback sp.

1 CD-ROM; 4% in., 219 MB.
1 DVD-ROM; 4% in.; 945 MB.

4. Systems Detail (4c). The field contains system information about the item, and allows
users to know what type and version of software or hardware is needed to use the item.

Examples:
PC Windows 98, 2000 or XP.

32 MB RAM, 800 x 600 resolution color display.

Internet Explorer 5.0 or later.

Flash 6 or later plug-in; sound card, speakers or headphones.

Mozilla Firefox and Netscape browsers are included on disc.
5. The entries made in Field 4 display in STINET at the beginning of the Abstract. For
example, the last line in the examples above for 4a, 4b and 4c display in STINET as:
Abstract: (U) ELECTRONIC FILE CHARACTERISTICS: 349 files; Adobe Acrobat
(.PDF), MS Excel (.XLS), video files (.MPG), photos (.PNG,.JPG) and HTML.
PHYSICAL DESCRIPTION: 1 DVD-ROM,; 4 3/4 in.; 945 MB. SYSTEMS DETAIL
NOTE: Mozilla Firefox and Netscape browsers are included on disc.

6. Punctuation is entered at the end of each Field in Field 4.

USE: Mandatory.

" Updated all examples - 15 January 2008 (2008 update)
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FIELD 5 — CORPORATE AUTHOR
(116 characters)

Definition: The Corporate Author is the name of the institution or corporate body
preparing the item or responsible editorially and/or contractually for its content.

Purpose: The purpose of establishing a uniform Corporate Author is to standardize the
name of the corporate body and make it retrievable from published indexes and online
systems.

Chief Source of Information: The Corporate Author is usually given on the Report
Documentation Page, Standard Form (SF) 298, or identified elsewhere on the item.
Organizations most likely to be Corporate Authors include government agencies, private
companies, academies, colleges, foundations, business corporations, institutes,
laboratories, universities and their foreign equivalents. The name of the Corporate Author
is usually found on the title page, cover, or Report Documentation Page, Standard Form
(SF) 298. If there is a discrepancy, select the one with the most complete information.

Form of Entry: The Corporate Author entry is automatically generated by the code
entered in Field 35, Source Code, which represents the Corporate Author selected for
Field 5. The 6-digit Source Code is obtained from the Corporate Source Authority System
(CSAS). This Field does not appear on the Citation Build template.

Rules and Procedures:

1. To facilitate the correct identification of the Source Code, it is necessary to become
familiar with the general rules for establishing a Corporate Author.

2. Corporate Author elements are selected according to rules in Guidelines for
Descriptive Cataloging of Reports: a Revision of COSATI Standard for Descriptive
Cataloging of Government Scientific and Technical Reports.

3. A list of terms that are abbreviated within the corporate heading is in Appendix A.

4. When an item is authored by two or more organizations use the first organization or
company as listed to determine the Corporate Author. For Technical Reports additional
Corporate Authors are entered in Field 21, Supplementary Note. For Component Reports
or journal articles only the first organization or company is used and no entry is made in
Field 21, Supplementary Note.

5. Only the largest and smallest organizational elements may be chosen. Selection of

Corporate Author elements follows this format: largest element, place name, smallest
element - as shown on the item.
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APPEARS AS: ENTER AS:
School of Electrical Engineering, Georgia Institute of  Georgia Inst of Tech. Atlanta School of Electrical

Technology, Atlanta, GA Engineering.

APPEARS AS: ENTER AS:

Hydrodynamics Research Center of the Abex Abex Corp., Columbus, OH.
Corporation in Columbus, OH Hydrodynamics Research Center.

This selection of elements may be varied only if:

a. A smaller element includes a proper name.

APPEARS AS: ENTER AS:
California Institute of Technology, Pasadena, George  California Inst. of Tech Pasadena George W Downs
W. Downs Lab. of Physics, Laser Research Group. Lab of Physics

b. A smaller element is the name of an independent company or a major government
bureau or service.

APPEARS AS: ENTER AS:
Dept. of Health and Human Services, Public Health Public Health Service Rockville MD
Service, Rockville, MD.

NOTE: Parenthetical identification is added when necessary.

APPEARS AS: ENTER AS:
Dept. of Health and Human Services, Office of the Office of the Assistant Secretary for Planning and
Assistant Secretary for Planning and Evaluation, Evaluation (HHS) Washington DC

Washington, DC.

c. There is a report series acronym. A report series (the report number) consists of the
performing organization's acronym 