











The basic steps in forms design are:

1.

Prepare a Rough Draft

Using a No. 3 pencil and note paper, make a rough
sketch of the proposed form. Use the techniques con-
tained in this manual to produce a well organized
rough draft. Particular concern should be given to
sequence of data, possible grouping of related data,
adequate space for ill-ins, and the final size of the
form. If you are revising an existing form, itmay help
to circle in blue pencil troublesome portions on the
form and make notes in the margins for corrections.
(Figure 1 below, and Figures, 2 and 3 on Pages 3 and
4, illustrate development of a typical rough draft.)

Outline Form on Grid Paper

Refer to the sections on "Sizes" and "Margins" in Part
II of this Handbook. Forms design grid paper is
availableintwosizes-8-1/2"X 11" (STD.111A) and
17" X 11" (STD. 112A). If the form to be designed
is smaller than either of these dimensions, use a blue
pencil and outline the finished size in the upper left
portion of the grid paper used. Also with a blue
pencil, outline the right and bottom margins by
drawing dotted lines. The top and left margins are
already provided on the grid paper. The area from
margin to margin is referred to as the "image." Next,
referring to the section on "Horizontal and Vertical
Spacing” in Part I and the notes on your rough draft,

use a lead holder with a No. 3 or 4 lead insert and a ruler
to draw in the needed rules (lines) of the form. (Figures
2 and 3 illustrate these steps.)

Enter Static Data on Grid Paper

Review the static data. Static dataare all the words such
as captions, headings, and instructions on your rough
draft. Then, using the lead holder, print this static data
on the grid paper in the same sequence and appropriate
location as itis on the rough draft. (See Figure 3 on Page
4)

Secure Approval for the Form

After step 3, the designed or redesigned form should
fairly approximate the final printed product. Make a
photocopy of the form drawn on the grid paper and
submit it to the originator for approval. If there are any
corrections, make them on the original.

Indicate Print Size and Rule Weights

Using the information on Pages 44 through 48 of this
Handbook as a guide, indicate with a blue pencil on the
original the type face and line weights (See Figure 3 on
Page 4.) Submit the coded original and specifications to
the unit or individual responsible for the procurement of
the printed form supply.

Measurements within circles indicate where adjustments have been made.
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FIGURE 1. Rough Layout of A Form
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FIGURE 2. Layout of Spacing Requirements on Grid Paper
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MARGINS

The margin of a form is that part of the page outside the
body (image) of the printed matter. Margins vary with and
are determined by reproduction, writing, binding and
filing requirements. All of these requirements must be
considered in the design of the form.

The left and right margins of a form are not ruled. Such
rules serve no useful purpose and tend to increase produc-
tion problems and costs.

REPRODUCTION REQUIREMENTS

Gripper margins are required by printing equipment to
allow for the mechanical gripping of the paper as it passes
through the press. The size of this margin varies with the
type of equipment used. So that forms may be reproduced
on any Government or commercial equipment, standard
margins--sides, top, and bottom--normally are 1/4" (See
Figure 5 on page 8.) If forms are to be printed in an in-
house print shop, the shop supervisor must be consulted
about gripper margins.

For vertical file cards, standard margins--sides, top, and
bottom--are 1/8" (See Figure 6 on Page 8.) These narrow
margins do not conflict with reproduction requirements,
and therefore, are desirable to provide more useable space
on these small forms.

For visible index cards, the top and side margins are 1/8".
At the bottom, the vertical rules extend to the perforation
between the form and 3/4" stub. (See Figure 7 on Page 8.)

WRITING REQUIREMENTS

Typewriter. If information is to be typewriten into the
last writing line on a form, a 1/2" to 3/4” bottom margin is
allowed. (See Figure 9 on Page 8.) This will keep the
paper from moving out of line or slipping out of the feed
rollers. If the last line is to be filled in by hand, such as a
signature line, the standard 1/4" bottom margin is allowed.

Office Machine. If a form is to be filled in by office
machine (accounting, bookkeeping, tabulating, computer,
etc.) the vertical and horizontal limitations of the machine
must be taken into consideration and the margins on the
form adjusted accordingly.

BINDING AND FILING REQUIREMENTS

When forms are to be bound in a ring or post binder, in a
folder, or on a clip board, marginal requirements for the
binding edge only are affected. This margin must be wide
enough so that the necessary punching, or binding, or both,
will not obscure any of the information on the form.

Ring Binder. A minimum of 5/8" is required for the

‘binding margin of forms designed fora 1" ring binder. (See

Figure 10 on Page 9.)

Post Binder. The size of the binding margin for forms
designed for a post binder depends upon the capacity of the
binder. Minimum requirements are listed below. The
binder most commonly used is the 2" size which requires a
1-1/2" margin. (See Figure 11 on Page 9.)

BINDER CAPACITY BINDER MARGIN

1"to 1-1/2" 1-1/8"
2" 0 2-1/2" 1-1/2"
3" to 4" 2"

5" 2-1/4"

Folder with Prong-Type Fastener. Forms may be fas-
tened in a folder at the top, bottom, or side, to meet varying
conditions. Minimum requirements are given below.

Top Binding. The binding marginis 1" from the top edge
of the form to the first horizontal rule or fill-in item. Form
titles or instructions may be printed in the binding margin
below the area to be punched, usually 5/8" from the top
edge of the form. (See Figure 12 on Page 9.)

Bottom Binding. The binding margin is 1" from the last
rule on the form to the bottom edge. This requirement also
applies when forms to be bound at the top are printed on
both sides. (See Figure 12 on Page 9.)

Side Binding. The binding margin is the same as that for
a form designed for a ring binder. (See Figure 10 on Page
9.)
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SEQUENCE, GROUPING, AND ALINEMENT (Continued)

GROUPING

4 To be filled in by Employee

/

| dTo be filled in by Supervisor

/

| | 4 To be filled in by Personnel Office

Grouping of data to be filled in by different persons.
FIGURE 26. Related Divisions of Data Grouped
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Grouping related items for different functions.

FIGURE 27. Related Items of Data Grouped
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