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PUBLICATION 
General 

UNITED STATES DEPARTMENT OF AGRICULTURE 

FOREST SERVICE 

Washington, D. C. 

Directors 
All Forest Experiment Stations 

Dear Sir: 

January 14, 1946 

On August 2Q, 1945 I sent for your review a 
statement on "Research Publi- 

cation Policy and Procedure" prepared by a committee 
consisting of 

Reed W. Bailey, W. H. Larrimer, Hardy L. Shirley, W. R. Chaplin, and 

Anthony Netboy, with Kenneth P. Davis as Chairman. 
We were gratified to 

receive from you so many favorable comments on 
the statement, along with 

several helpful suggestions for its improvement. 
In line with your sug- 

gestions and with others made here in the Washington 
Office the statement 

has been revised and put into final form. 
The work of revision was done 

largely by L. I. Barrett, who took over the chairmanship 
of the committee 

when -he became Chief of the Division of Forest 
Management Research, and 

R. T. Hall, chief editor in I&E, who has replaced Anthony 
Netboy on the 

committee. 

This statement now becomes the policy of the 
Branch of Research and the 

procedure outlined in it is to be made effective 
immediately. A sufficient 

number of copies for each of your division chiefs 
and research center 

leaders is being sent you. More copies are available if you 
need them.. 

In submitting this policy and procedure I can do no better than to repeat 

three of the points made by the original committee 
when the first draft 

cf the statement was sent to me: 

1. Administrative action in manuscript handling at key points 

must be prompt. This means giving high priority to manuscripts 

both in the field and in Washington, and 
adequate staffing to 

make this possible. 

2. In general, the policy statement gives manuscript 
handling 

higher priority in the work of the Stations 
and Washington 

Division office than hitherto has been the 
case This is 

implemented mainly through the scheduling of 
manuscripts, 

which is an important feature of our statement, 
" +bile some 

of the time allowances may seem rather close, they 
are 

believed to be practicable in most cases and 
necessary to 

keep total handling time within reasonable bounds. 

ü (Over) 
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3. The Committee fully realizes: and wishes to stress that a 

statement of policy, however adequate, must be accompanied - 

by a willingness and desire to make it work, by everybody 

concerned with the publication of research results. There 

are many things that cannot be spelled out in a formal 

statement such as this. 

I shall expect assignment of high priority to manuscripts and prompt 

action on them, in the field and in the Washington office. This action, 

plus everybody's eagerness to make the scheduling of manuscripts work, 

will accomplish one of the main objectives of the policy and procedure 

statement: to shorten the time between the submission of manuscripts 

to Washington and thé appearance of the printed publication. 

Enclosures 

Very truly yours, 

E. L: KOTOK 
Acting Chief 

iii 



RESEARCH PUBLICATION POLICY AND PROCEDURE 

INTRODUCTION 

Tke purpose of this statement can be summarized 
as: "better publications 

published more promptly." To this end, objectives, responsibilities, 
and 

standards are defined, procedures are streamlined, and scheduling is 

established to expedite the handling of manuscripts. 
Emphasis is placed 

on better planning for publications, on training, and on consideration of 

the viewpoints of all those involved in the preparation 
and writing of the 

manuscript, recognizing that there is more 
than one good way of doing the 

job. 

This statement is the result of a thorough review 
of the publication 

situation made by a Committee representing 
both the Stations and the 

Washington Office. It applies to all research publications but 
more 

specifically to those issued by the Department. 
However, the policy is 

not designed to cover publications issued by 
the Forest Products Laboratory, 

where special provisions are already available, 
nor to Flood Control Survey 

Reports, which also fall into a separate category. 

PURPOSE OF RESEARCH PUBLICATION 

The purpose of research in the U. S. Forest Service is to obtain and 

disseminate information needed to manage and 
utilize with progressively 

increasing skill all forest and range lands 
and resources to promote the 

- 
Nation's welfare. Effective and prompt presentation of 

essential results 

is thus an indispensable part of research. Accepting public money for 

research carries with it the obligation of making the results 
known and 

useful to the public. Presentation of results can and does 
take many 

forms, as: 

1. Publications of various kinds, such as Departmental publications, 

newspaper and magazine articles, informal 
mimeographed Station 

releases, etc. 

2. Visual and auditory aid devices, such as 
movies, radio broad- 

casts, exhibits, etc. 

3. Demonstrations, consultations, and discussions 
with individuals 

and groups. . 

All of these forms have their place and value and 
all are important means 

of presenting research results. However, while much influence 
can be 

exerted through field demonstrations and other personal 
contacts, 'visual 

aids, and the like, the written word is necessary 
to back up and extend 

this influence widely and to give it definite form 
and permanence. Ability 

to write effectively is thus an important qualification 
of forest and 

,range research workers. 
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The purposes of research publications are: 

1. To inform landowners, managers, industrialists, and the public 

generally of forest and range conditions and needs and of 

advances in technical knowledge to the end that the management, 

utilization, and appreciation of all resources will be improved. 

2. To inform other scientific workers and contribute to the advance- 

ment of scientific knowledge in forestry and related fields. 

While both purposes can often be combined and there are many intergrada- 

tions, lack Of distinction has in the past led to confusion and misunder- 

standing. The goal should be a well- balanced publication program serving 

both these purposes, bearing always in mind that the underlying aim of 

research is to recognize problems and contribute towards solving them. 

A further objective in research publications is timeliness. The elapsed 

time between development of new information and its availability to the 

public should be minimized. Moreover, modern -day forestry, as with all 

scientific development, is highly dynamic. Current findings only mark 

progress towards complete knowledge. Nearly all publications need major 

revision in 20 years, often less. Consequently, strong emphasis must be 

placed on timely preparation and expeditious handling of manuscripts 
to 

increase the useful life of our publications to a maximum. 

PLANNING PUBLICATIONS 

Planning for publication should begin with the analysis of the problem. 

It should be integrated with the working plan and carried through; the 

collection and analysis of data to the preparation of progress and final 

reports. In many cases the most effective problem analysis is an outline 

of a publication needed to fill a gap in knowledge. Working plans are 

then developed to get the information needed. 

In conducting studies, the project leader and others concerned should 

keep three questions constantly before him: (1) What is the problem? 

(2) How can I best get the information necessary to solve it? and 

(3) How can I present the facts to those who need them so that they will 

use them? 

In planning a specific publication, careful advance outlining and 

organizing is necessary to define purpose, scope, audience, subject 

matter, and type of publication. The exact form of the outline will vary 

with circumstances and is for the Station and author to decide. For 

publications in which important questions of purpose, scope, and 

audience are anticipated, an outline or prospectus should be submitted 

to the Washington Office for review and approval. Such action normally 

should be initiated by the Station but may be requested by the Washington 

Office. Experience has shown that, on publications involving controversial 

questions, the sooner the principals concerned -- the author, Station 

Division Chief, Director, and Washington Office -- reach agreement the 

quicker and better the publication will go along. 

_ 2 - 



It is to be expected that in 
a dynamic organization, research results 

will 

occasionally impinge upon established 
policies and indicate the need 

for 

changes in such policies. 
When this happens the Washington Office 

should 

be requested, as early as possible 
in the preparation of the publication, 

to consider the results broadly 
from all possible viewpoints. In this way 

the most constructive use of the results in'affecting policy can 
be obtained 

RESPONSIBILITIES AND FUNCTIONS 

Departmental policy requires that 
all publications issued by the 

Depart- 

ment be approved .by the Chief of the Bureau 
and reviewed by other 

interested bureaus, whose comments 
and suggestions must be considered 

and, 

if possible, harmonized. The author, the Station, and the Washington 

,office are all concerned in carrying 
out this policy. 

Authors and Authorship 

The author (most frequently a project worker) 
is obviously the -key man in 

the preparation of a manuscript. The routeto more and better manuscripts 

lies in aiding and encouraging the 
author and facilitating his work. 

The author has the direct and immediate responsibility 
for assembling 

analyzing, and interpreting the data and 
preparing the text. After 

review and checking by others, it is his job to revise the text 
and put 

it in final form. His is the final responsibility for interpretation and 

technical accuracy. Along with this, however, the author 
must give full 

and objective consideration to the constructive 
viewpoints of reviewers 

and insofar as his material permits, meet 
the suggestions offered. 

Failure to accept and act on valid and reasonable 
criticism and review 

reflects unfavorably on the author and reduces the soundness 
and quality 

of the manuscript . It often causes prolonged delay 
and may even result 

in forfeiture of authorship, cr the assignment of a coauthor. 

Designation of authorship should be in accordance 
with the actual contri- 

bution in each case, recognizing that neither 
the exercise of supervisory 

responsibility by superior officers nor routine 
collection of data by 

other staff members constitutes claim to authorship. 

Designation of authorship, particularly where 
a number of research workers 

are involved, is often difficult. Forest Service research isstrongly 

organizational. Many studies are of a long -time character 
and frequently 

data are analyzed and written up by persons who 
did not start the project. 

Credit should be given individuals who conceived 
or initiated projects 

or to those who made original contributions to 
them. Occasionally such 

acknowledgment should be in the form of coauthorship. Decisions on these 

points are difficult to make and should be based 
on the joint considera- 

tion of the Director and his staff. It is also necessary to recognize 

that data obtained through public research is 
public property. To this 

extent writing for Government publication is collective 
writing.. The 

author is speaking not only in his name but for 
the Bureau and Department 

that employs him. 

Name authorship is desirable and as a general 
policy should be employed 

Wherever practicable, recognizing, however, 
that in some instances, as in 

manuals bringing together the work of many men, 
anonymous staff author- 

ship is indicated. 

- 

- 
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Station Administrative Responsibility 

Upon the Station and ultimately the Director (except for publications 

prepared in the Washington Office) rests the responsibility for the 

preparation, accuracy, and soundness of research publications. 

While organization of work within the Station is the function of the 

Director certain divisions of responsibility are indicated as a guide. 

Director. The Director decides on the type, scope, character, and 

authorship of manuscripts. He is responsible for intrastation 
training and for the institution of such procedures and schedules 

within the Station as may be needed for preparing and handling 
publications. He checks on adequacy of review at the Station. A 

manuscript for publication or a Station paper should not be released 

by the Station until the Director is satisfied that it reflects the 

best the Station can put into it and approves it. He is responsible 

for seeing that proper credit or other recognition is given to 

cooperators and that they have been given reasonable opportunity for 

review. 

The Director submits to the Assistant Chief names of men he would 

choose to serve on the s Washington Office board of review for each 

manuscript prepared at his Station. He satisfies himself that 
constructive suggestions from the board of review are accepted and 
reflected in the revised manuscript. When one of his staff i$ 
appointed on a board of review for a manuscript from another Station, 

it will be his responsibility to give this job the necessary priority 
to make sure that the review is completed on time. 

Research policy authorizes Directors to release manuscripts for 
other than Departmental publication. However, it is the responsi- 

bility of Directors to obtain Washington Office advice prior to 
release of important publications, and approval when they involve 
administrative policy and controversial scientific questions, or 
touch on subject matter not entirely familiar to specialists at 
the field office. Publications involving matters of major concern 
to a Region or other administrative unit should be referred to that 

unit for comment before release. 

Field Division Chief. The Field Division Chief is responsible for 

the output of publications within his Division, and productivity in 
this respect over a reasonable period of time is an important 
consideration in judging his capabilities and effectiveness. He 

exercises leadership and offers guidance in determining what 
manuscripts are needed, helps project workers develop manuscript 
plans and outlines, and assists authors in all phases of manuscript 
preparation. He schedules manuscript production and is responsible 
for the accuracy, consistency, adequacy, and pertinence of the final 

product. He recommends to the Director men who should be chosen to 

review the manuscript, before its submission to the Washington Office, 
and suggests to him men who might serve on the Washington Office 
board of review. He makes sure that all suggestions from reviewers 
are given adequate consideration and that reasonable and constructive 
suggestions are followed. 

- 4 - 



Washington. Office Administrative Responsibility 

Assistant Chief. The Assistant Chief in Charge of Research is 

responsible for general policy and standards of all,Research 

publications. He gives final approval of manuscripts for Depart- 

mental publication and appoints members of the formal board of 

review upon recommendation by division chiefs. 

Washington Office Division Chief. The Washington Office Research 

Division Chief is responsible for maintenance of reasonable standards 

and exercises general leadership and review over character, technical 

adequacy, scope, and emphasis of divisional publications. He 

appraises adequacy of review and recommends to the Assistant Chief 

boards for additional review when he considers such action necessary. 

He makes certain that policy questions are cleared by other divisions 

of the Forest Service. He advises Station on publication needs and 

. gives advance consideration to proposed publications as need dictates. 

He helps to organize inter and all- Research publications. 

In collaboration with the editor he is responsible for expeditious 

handling in Washington of manuscripts for Departmental publication. 

He certifies to the editor that manuscripts are ready for final 

editing. He recommends manuscripts for approval by the Assistant 

Chief. 

Editors and Editing 

The purpose of editing is to improve the clarity, accuracy, and organization - 

of a manuscript to the end that the author's "story" is effectively pre- 

sented to the audience he aims to reach. This audience - determines the type 

of publication. - Editing should be restricted to the least amount consistent 

with sound, clear writing, recognizing that there is more than one good way 

of saying a thing. The author's style should be retained as far as 

possible. 

Washington Office Editor. Main responsibilities and functions of 

the Editor (in the Division of Information and Education) are: 

He keeps; a record of the status of all. Departmental manuscripts from 

the date of receipt in the '`Washington Office to final publication. 

Under authority from the Assistant Chief he acts as the Washington 

Office "prod" to keep manuscripts moving. according to established pro- 

cedure and schedule. When requested, he serves on the board of 

review to advise on how manuscripts, can be strengthened. He maintains 

editorial standards in the Washington Office and the field, acting 

through appropriate channels in the Branch of Research. He helps to 

train technicians in writing and assists in the preparation of 

standard's and guides to facilitate preparation and appraisal of 

manuscripts, He exercises general review over the work of field 

editors, He arranges for final nomenclature and statistical checks. 

He finally edits and in cooperation wilt the Printing Unit puts manu- 

scripts into shape for the Government Printing Office, planning the 

layout, and writing the printing instructions. 

- S - 
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Field Editors. Field editing can be very effective, both in expediting better manuscript production and in reducing subsequent handling time in Washington. It is to be encouraged as a general policy. While no hard and fast rule can be set, it is suggested that Stations with an over -all budget of 4150,000 or more should employ a field editor in the P -3 or P -4 grade. Editorial clerks in the field are not recommended. Stations with smaller budgets should be furnished field editing service by periodic detail of an editor from Washington or from another Station as required. 

Best results are obtained when most of the editorial work is done i the field in close contact with the author; If an effective and adequate field editorial staff is developed, Washington Office work except for manuscripts originating in Washington, would be largely supervisory, and in preparation of layout and printing instructions for the printer. 

On Departmental publications field editing should be done in harmony with policies and standards of the Washington Office editor (Division of Information and Education" in order to avoid lost motion and duplication of effort. This applies to preparation of drawings and photographs as well as text matter. A period of orientation and training for field editors in the Washington editorial office is desirable. 
- 

One limitation to field editing that needs to be kept in mind is this: It is no substitute for poor data or inadequate analysis or for lack of hard thinking on the part of the author and good technical support from the Station .staff. The field editor may help, but cannot be held responsible for analysis and interpretation of data, or for technical accuracy and balance. Final field editing should not be undertaken until the manuscript has been appraised by the Director as worthy of publication. 

An important, perhaps the most important part, of the field editor's job is to help authors to write. This may be accomplished through assistance to the authors throughout the process of preparing manu- scripts. Authors should be given the widest possible latitude in .organization aril expression consistent with sound, clear writing. A major goal of the field editor should be to help each man to write so that a minimum of editing is needed and individual pride in craftsmanship developed. 

It is expected that Stations may ask field editors to prepare or collaborate in preparing popular articles; news releases, leaflets and other items of comparable scope and interest. 

Board of Review: For Departmental and other important publications, board of review procedure as outlined in Appendix I is the major implement of technical review. Board of review are recommended to the Assistant Chief by the Washington Office Division Chief with consideration given to the Station's recommendations. 

- 6 - 
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For all Departmental publications, the need for formal board of review 

action should be appraised by the Washington Office Division Chief; 

in some instances such review may not be necessary. For other 

publications, :.responsibility for requesting review rests primarily 
with the Director. Board' of review action "in' line with the above 
procedure should be' requested for State bulletins and other papers 
of an importance or scope generally comparable to Departmental 

.n publication material. ' -It should also be requested for minor 
ad articles where policy or controversial questions are involved. 

Statistical and Nomenclature Checks:. A final statistical check will 

be made after all editing is completed and the manuscript is ready 

in for transmittal to the Department:" Then apy inaccuracies that have 

crept in during revision and editing can be caught. This last 

k, statistical check and a check of nomenclature, when it is needed, 

will be the responsibility of. the Washington Office editor. However, 

just before a manuscript is transmitted to Washington, it should be 

thoroughly y checked at the Station following the standards for the 

statistical check given in Appendix II. If this is done no time will 

be wasted in the Washington Office on mistakes that should have been 

corrected at the Station. 
ny 

ion 

s 

nd TYPES AND STANDARDS OF PUBLICATIONS 

Departmental Publications 

Departmental publications include numbered and unnumbered publications 
and Journal of Agricultural Research articles printed by the Government 

_cal Printing Office. The policy will be to utilize Departmental channels of 

mot publication to the fullest extent practicable, the guiding principle being 

to give Departmental. publication first consideration. It is recognized 
that because of subject matter, scope, timing, cooperative relationships, 
and other reasons, Departmental publication of research results is not 
possible or desirable in some instances. However, before outside publi- 
cation is undertaken, the advisability and possibility of publication 

s through the Department series should be appraised. Departmental publi- 
cation has many advantages, such as wide distribution, permanence, and 
high technical standing, and there should be no attempt to avoid it be- 
cause of unwillingness to meet its standards. It is believed that quicker 
handling of manuscripts and better preparation at the source will go far 

e to meet a major objection to Departmental publication- -its slowness. 

Prior approval of the Chief's office should be secured before printing 
of a major publication, devoted entirely to the findings of Forest 
Service research, is,done outside the Government. (See Chief's letter, 
I PUBLICATIONS - Production, of March 1, 1946.) . 

The types of Departmental publications are described briefly in 
Appendix III.' 

- 7 -- 
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Cooperative' Publications 

Publications presenting results of-eooperátive' effort are - frequently 
printed by State colleges or- .experiment stations. They have several 
advantages including greater speed in 'publication and enhancement of 
cordial relations with cooperating agencies, 'Because of the source they 
are often highly effective in selling locally. 

Because of variations in standards 
the cooperative nature of the job_;. 

standards upon such 'publications.. 
amount of give and take.. However, the 
for maintaining high standards. and 

and viewpoints between agencies, and 
we cannot expect fully to impose our 
Within limits there must be a certain 

Director has primary responsibility 
Should insiston rigorous reviews. 

When a cooperative undertaking begins, .the Director should see that there 
is clear -cut understanding between agencies as to authorship,' the contri- 
bution to be made by each party, the form of publication, its general 
scope and content, and the review to be given it. Washington Office 
responsibility for cooperative publications consists of review and 
approval where that is provided for in the 'cooperation. Otherwise it 
consists primarily of giving review and advice to the Station, especially 
on controversial issues that may arise. 

Other publications 

Other publication outlets include articles in technical journals, popular 
magazines, :newspapers, publications by- private organizations, and Station 
.processed material. See mimeographed "Channels of Publication for 
Articles by Members of the Forest Service," November 1, 1943. 

All material prepared for distribution to the public at Government ex- 
pense must show clearly on.the cover page that it is a product of the 
"U. S. Department of. Agricu_i_ture, Forest Service ", followed by such 
Station acknowledgments -as may be. appropriate. 

Station Processed Releases. Station releases are an effective means of 
presenting timely research results, especially to a particular audience 
on a particular subject. They are an excellent vehicle for presenting 
information on current investigations, As a medium for training men in 
writing and. .boiling dawn research results to specific recommendations 
for practical application they can be very useful_ They also provide an 
outlet for a considerable volume of material that for one reason or 
another is not suitable for printing . .These outlets should be 'continued r 
and encouraged, 

-- 8 - 
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liming are some general guides for Station releases. 

Based on Haig's circular of September 3, 1941 to all Stations 
(R - PUBLICATIONS, General) and Station replies. 

1. The different types of Station releases should be held to a 
reasonable minimum and issued as part of a numbered series 
insofar as practicable. An example of undesirable , complexity 
in the types of releases would be a separate numbered series 
for each Division at the Station. In most cases, Station 
releases can and should be limited'to about three classes: 

a. Longer papers, Technical Papers, Station Papers, Research 
Papers, etc., reporting progress on fairly sizable 
investigations. Normally these have a :distinctive cover 

some sort. (Survey releases are usually of this type.) 

b. Short releases of a few pages- -not more than 10 and often 
only 1 -- giving "know -how" information on specific subjects 
or reporting briefly progress on investigations of limited 
scope. 

The results of some phases or steps of a major study can 
frequently be reported by this means. Usually no cover, 
only a distinctive letterhead, is needed. 

c. Devices such as slide rules, meters, or other mechanisms 
that provide streamlined methods for getting answers to 
practical problems. 

2. Each Station should adopt a neat, distinctive format for Station 
releases that is not in violation of Department Regulation 1356, 
using good paper for covers and text. The series number and the 
date of release should be conspicuously shown on the cover (or . 

first page when no cover is used) . 

3. Good writing and technical standards should be maintained. 

4. Station releases should not be employed to avoid preparing 
manuscripts for Departmental or other printed outlets of higher 
standard that wòuld be justified by the nature of the data. 

Publication Standards 

It is not possible to lay down hard and fast rules on the organization of research publications and much less how to write them. There is no sub- stitute for individual study and experience. A list of selected refer ences useful to the writer, is given in Appendix VI. 

Objectives in research writing are clarity, accuracy, soundness, and 
effectiveness in reaching the particular audience for which it is 
intended. These criteria are the basis of good professional writing, whatever the medium or subject matter. 

- 9 - 
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Another major consideration is to guard against inclusion of more detail 
than is warranted. Microfilm is a rapidly developing process permitting 
permanent recording and limited duplicäti6n'6f bulky progress reports an& the like that have definite though restricted reference value and are not`' 
suitable for publication in full. 

TRAINING 

In- Service training in technical writing for all Research men, especially 
the younger_ men, is as important as training in experimental design, 
statistical analysis, dendrology, or any other requisite of the research 
job. The ability to analyze results, draw sound conclusions, and put 
them into understandable written form is an indispensable qualification 
of forest and range research workers. Research men in all grades should 
be given reasonable opportunity to write. In the training of personnel 
definite analysis and writing assignments should be planned. 

The policy will be to encourage group and on- the -job training in writing. 
This may be accomplished in various ways, such as writing seminars within 
the Station conducted by an editor or other qualified man, and encourage- 
ment of research men to take special courses in English and writing at 
universities. 

Because good review are a vital part of the publication procedure, train- 
ing in board -of- review work is also needed. It can be made a useful part 
of manuscript -preparation training. 

On- the -job training is an indispensable part of the supervisory responsi- 
bility of the field uivision Chief. Organization Of group training at 
the Stations is the responsibility of the Director. Interstation and 
Washington group training is the responsibility of the Office of the 

ii Assistant Chief in consultation with the Washington Office Editor and 
division chiefs. 

PROCEDURE AND SCHEDULE MR HANDLING MANUSCRIPTS 

Departmental Publications 

Well- defined procedure, as streamlined as possible, and time scheduling, 
can do much to expedite: Departmental publication. Accordingly, the 
following procedure and schedule for handling average manuscripts, once 
they reach Washington, is established. While occasional deviations from 
this procedure and schedule may be necessary for various reasons, the 
normal route and time. table should be observed as a guiding standard. 
Deviations should be kept to a reasonable minimum, except as they 
contribute to more expeditious handling. Some manuscripts, especially 
those well prepared, can be handled more quickly than the schedule 
indicates. 

-10- 
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Washington Office Procedure for Handling Departmental Publications 

Calendar 
Days 

EDITOR: Receives ribbon and 3 carbon copies of manuscript from 
Station. (In doubtful cases checks with Division before 
taking any action) -- Checks manuscript for completeness: 
photographs, abstract, etc. .(See Appendix IV for items that 
should be included with manuscript, Appendix V for directions 
for typing manuscripts for publication, and "Preparation of 
Forest Service Charts and Drawings', Editorial Section, 
Division of Information and Education, Forest Service, 
July 1946, for standards to be followed in charts and draw- 
ings.)- Acknowledges receipt to Station, requesting additional 
material from Station if needed. -- Prepares record card and 
cover sheet showing normal schedule for subsequent handling.- - 
Transmits manuscript to Livisional office. --Sends copies of 
abstract to field and W.O. Divisions. Time: (Combined with (2) ). 

2. DIVISION: Gives preliminary review. -Where needed, recommends 
board of review for approval by Assistant Chief and transmits 
manuscript copies to board of review.- Division secretary may 

-.set up promise card for Livisional action-within time schedule. 
Time: From receipt cf manuscript to transmittal to board 
of .review .10 

3. BOARD OF REVIEW: Makes technical review in accordance with 
standing instructions (see Appendix I . )-- -Sends comments and 
manuscript copies.to Division. -When all reviews are received, 
Division notifies Editor. Time: 30 days in hands of reviewers 
plus allowance of 10 days mails 40 

4. DIVISION: Studies -board of review comments and sends manuscript 
(except 1 carbon copy), together with Board of Review comments 
and Division re maw and recommendations, to author and Station. 
--Ìf manuscript in very good =shape and few comments received, 
may send direct to Editor. Timer 15 

5. AUTHOR - AND STATION: Consider review comments, and make nec- 
..essary revisions. Return ribbon" and 2 carbon copies of 
revised manuscript to Washington. Washington. =-- Submit, with revised manu- 
script., recommendations for its distribution when printed. 
(See Appendix IV for other items to be included.) Time: 
Station to set time schedule to meet circumstances. 

6. EDITOR: Receives revised manuscript and checks for completeness 
of all parts.- =Acknowledges to Station and transmits to 
Division. Time: (Combined with (7) ) 

7. DIVISION: Reviews revised manuscript. --If board of review 
comments and Division recommendations have been reasonably met, 
manuscript is sent to Editor with written request for 
editing. Time: for (6) and (7) 15 

' 

1. 

. 

- 11 
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Washington Office Procedure. Publications (Cont.) 

Calends 

- -- D_ 
8. EDITOR (AND DIVISION): Editor prepares manuscript for publi- 

cation. Plate and figure work to be done concurrently with 
editing insofar as practicable. -- Division obtains clearance 
by other Forest Service divisions. Editor Obtains' formal 
clearance by other bureaus.' If serious questions are anti- 
cipated, editing shöuld beheld up pending clearance, but 
ordinarily clearance can be obtained concurrently. -- Division 
considers editorial questions with Editor as requested.- - 
Statistical and nomenclature checks made. When editing is 
completed, Editor summarizes action in memorandum and transmits 
with edited manuscript to Division. -- Division transmits memo - 
andum and edited manuscript to Station and author, if sub- 
stantial changes are "made. Time: (With experienced editors 
on duty in the field this period can be reduced.) 

9. AUTHOR AND STATION: Edited manuscript considered by author and 
Station. Manuscript returned to Washington Office Editor 
(who acknowledges receipt). (If editorial changes are minor, 
this step may be omitted.) Time: (Station to set' time 
schedule. Should require not more than 30 days.) 

75 

10. EDITOR: Prepares transmittal memoranda to Forest Service 
Printing Unit and Department,- including schedule of distri- 
bution. Manuscript transmitted to Printing Unit, through 
Research Division and Assistant Chief, and Chief, Division. 
of Information and Education, who give final approval. 
Printing Unit writes specifications and forwards to Depart- 
ment. Time: 10 

11. DEPARTMENT AND GOVERNMENT PRINTING OFFICE: Editor checks progress 
of manuscript through Department and Government Printing 
Office. Following are main actions; Department reviews 
and checks. Minor questions handled by Editor. Major 
questions may require Division and Station consideration.-- 
Department transmits manuscript to Government Printing Office.- - 
Galley proofs read by Editor and sent to Division on request. 
Corrections on galley proof must be held to a reasonable 
minimum and limited to questions of fact and typographical 
errors. Prompt action essential. Page proof checked by 
Editor and on request by'Division.- Second page proof re- 90 
quested if necessary. Time: to 

120 

- 12 - 
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Other Publications 

Specific procedure for preparing manuscripts and for handling other than 

Departmental publications should be established by the respective 
Directors: It is recommended that definite procedures be established at 
Stations defining responsibilities for preparation,,. review,, clearance, etc., 

with time scheduling employed to the fullest degree practicable, 

The Department printing and binding fund may be used for obtaining re- 
prints of technical articles published in outside journals.. Procedures 
for ordering these reprint's' are described in I &.F. Circular No.., 8 (I - PUBLI- 
CATIONS - General) of July 2i,1946, 

-13- 
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APPENDIX I 

:5;;;, 
j3Qi4,R - Di REVIEW 

This statement is 'based on and sùpersedes -Mr Forsling's circular of 
April 22, 1939. 

1. Beards of review will ,Consider critically papers of major 
importance; such as Departmental bulletins and circulars, articles for 
the Journal of Agricultural Research, Ecological Monographs, bulletins 
of State Agricultural Experiment Stations, etc. Where common sense 
dictates, boards may be omitted for major manuscripts or may be requested 
for minor articles that concern policy, or for articles of a controversial 
nature. 

2. When submitted to Washington for review a manuscript should be 
in finished form, as far as author and station are concerned. It should 
have been subjected to and revised in accordance with Station staff review 
and such other local review as the Station deems advisable; it should 
have been given as thorough an editing and statistical check as is pos- 
sible at the Station; and it should have final approval of the Director. 

3. Small boards, from 1 to several members, largely of senior men, 
will be selected individually for each manuscript. Members will be 
designated by the Assistant Chief in charge of Research after receiving 
suggestions from the originating experiment station. These boards 
should include persons who through special knowledge in the field or 
fields covered, or for other reasons, are particularly competent to 
criticize the manuscript in question. Boards need not be limited to 
Forest Service personnel or any other special group. 

4. Members of boards of review will furnish in writing a thorough 
technical review and criticism to the office requesting the review- - 
normally the Washington Office. Copy of a statement similar to that 
on the next page will be sent each member of the board for his guidance. 
Comments and criticisms will be regarded as advisory only. 

5. Such formal review of technical manuscripts will be recognized 
as a professional responsibility of high priority. This point is of 
particular importance because of the widespread feeling that boards of 
review have failed frequently because reviews were perfunctory, editorial 
in nature, and long delayed. When a technical review is requested from 
a man at a Station, it will be the responsibility of the director of that 
Station to see that the request is given the necessary priority and that 
the review is returned before the end date specified, normally 30 days 
from receipt of manuscript. Similar action will be requested of outside 
reviewers. 

- 14 - 
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VIOR4NDUM FOR MEMBERS. OF THE BOARD OF REVIEW 

The main purposeof prepublication review if twofold: (1) to make avail- 

able to the author such aid and advice as his competent technical 

colleagues can lend, and (2) to assure publications of high scientific 

standards.- Such reviews are not undertaken to restrict an author's 

originality or freedom of expression.. Features of rhetoric and 

literary quality, though within the scope of comment of any reviewer, 

can best be handled by editors skilled in.this task and thoroughly 

familiar with :Departmental standards. Critical technical review, there- , 

fore, should be the major objective of Board of Review members. Forest 

Service personnel are expected to recognize appointment to a Board of 

Review as a major assignment. 

As a premise to all sound criticism the technical reviewer must give 

- full consideration to the limitations and objectives of the study. 

Within these limitations the following points should be considered by the 

technical reviewer. 

1. Are purpose, scope, and methods clearly stated, to permit 

intelligent understanding and appreciation of the present contribution? 

2. Has the author overlooked any important pertinent past work? 

Has he given due credit to other workers and agencies? 

.3. Has full use been made of basic data? Are any important 

points overlooked? Are new contributions properly emphasized and 

pointedly set out? 

4. Are the conclusions valid and adequately supported? 

5. Are conclusions properly oriented to practice? 

6. Are any features of organization or presentation undesirable 
from the standpoint of making the manuscript less effective or more 
difficult to understand? Are tables, .. graphs, and illustrations clear and 

effective? Are they all needed? Which ones could best be spared? Can 
you suggest any helpful rearrangement or other modifications? 

7. Does the manuscript or any statement in it bear in any undesirable 
way on policy matters or controversial subjects? 

8. Is the subject presented in the most suitable form and manner 
for the intended audience? 

9. In the reviewer's opinion is the manuscript in its present 
form worth publishing? Will, it reflect due credit on the individual and 
the organization? 

- 15 - 
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The above guide is not necessarily -caté gorioal and reviewers should feel free to comment on any other points, which seem important; However, 
criticism must be coristrüétive, and specific in order to be helpful-- - 
generalizations are usually worthless. Although the main objective is to improve the manuscript through the elimination of errors or flaws, 
deserved praise and the recognition of favorable aspects are essential to proper evaluation of a manuscript by the reviewer. 

Please furnish three copies of your review to the office requesting it... 
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APPENDIX II 

STATISTICAL CHECK. 

This statement is based on and supersedes Dr. Larrimer's memorandum of 
August 6, 1940, and earlier material on this. subject. 

An essential feature of the preparation of research manuscripts for 
official publication is a statistical check to insure consistency and 
accuracy in the use of data. As indicated previously, a final 
statistical check will be made in the Washington Office after all 
editing is completed and the manuscript is ready to be transmitted to 
the Department for publication. In the field, as thorough a statistical 
check as possible should be given following technical review and editing 
and before the manuscript is transmitted to the Washington Office. 

The procedure outlined here should be followed for all manuscripts from 
the Experiment Stations or the Forest Products Laboratory, and for those 
originating in the Washington Office, except where the Editor and the 
Division Chief concerned are agreed that an equivalent and sufficient 
check has already been made. 

The statistical check should cover all tables and diagrams as well as 
figures in the text, with respect to the correctness of all computations, 
tabulations, and illustrative material presenting the results of such 
computations of tabulations, so far as the information provided with the 
manuscript permits. Accuracy in the use of original data and computations 
is the primary responsibility of the author. However, the checker should 
note and query any apparent discrepancies in the use of original data, and 
if practicable to verify, make the correction. Questions that cannot 
be verified should be referred to the author. There should be entire con- 
sistency between the text, tables, and charts with respect to all 
references and figures presented. This will require reading of the entire 
text. Obviously, it will be necessary that it be done systematically 
and some procedure be followed which will insure that no datum is over- 
looked. 

Although the statistical checker is not expected to proofread the final 
copy of the manuscript, any typographical errors noted in the process of 
checking should be queried. This applies also to all matters not con- 
cerned with the correctness of figures, such as quoted material, 
bibliographical citations, and other editorial concerns. 

Statistical checks should be made only by clerks qualified and 
specifically designated to do the job. 

117 
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The designated statistical clerk should be supplied with the final typed text of the manuscript and prints of all the diagrams in final form. If possible, this text. should be the ribbon copy and not a carbon. The original version-Of the manuscript, as submitted by the Station, together with prints of the charts as submitted, should also be supplied in order that any confusing point in the final draft may be traced back if desired. Upon completion of the check the results should be incorporated into a typewritten memorandum dated and signed by the clerk making the check. The memorandum should among other things state that the check has been made in accordance with these instructions. One copy should be placed in Research files and another retained with the manuscript. 

-18- 
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APPENDIX III 

MEANS OF OFFICIAL PUBLICATION 

The classifications that follow are not hard and fast definitions but 

attempt merely to characterize in a general way the different types of 

official publication available.. The first two descriptions -- Techncial 

Bulletins and Circulars were supplied by the Office of Information of the 
Department in Dr. memorandum of June 15, 1932. The description 

of Journal of Agricultural Research articles is a condensation of a more 

lengthy description found in Miscellaneous Publication No. 3. 

Technical Bulletin:. Technical Bulletins should contain reports and re- 

sults of research and experimentation, including variety and fertilizer 

tests, crop and milk yields, and breeding results; economic and other 

comprehensive surveys; and technical discussions or compilations 

(exclusive of purely statistical data and bibliographies). Ordinarily 

these will be intended primarily for specialists, research workers, 

teachers, advanced students, and. technicians engaged in the scientific 

phases of agriculture and related work or interested in the acquisition 
or dissemination of fundamental, technical information underlying the 

development of agriculture and related-subjects. 

Circulars: Circulars should carry in brief form the material of semi 

technical or of popular nature intended primarily for special groups or 

for limited or temporary distribution. Material too technical for 

Leaflets, but not suitable for Technical Bulletins, and that is too 

restricted in scope, too limited in application, too narrow in rangecof 

interest, or too ephemeral in value for Farmers' Bulletins, should be 

published in this series. In general, papers describing methods, apparatus, 

equipment, technique, procedure, observations, diseases, insects, para- 

sites, new varieties, crops and crop culture, and marketing for 
specialized operators or growers, and any special conditions or phases 
of agriculture requiring specific discussion should be issued as Circulars. 

Miscellaneous Publications: Most of the publications in this class are of 

a semitechnical nature, although the class is not limited in this respect. 
In general, it covers publications that for one reason or another will 
not fall into any of the other classes. Eibliographies are in this class; 
also handbooks such as the Browse Bulletin, some glossaries, manuals of 

timber volume and yield, books that for good reason are of odd shape or 
require an illustrated cover. The outsize.Sur vey reports; Laboratory 
publications such as th2t describing the Laboratory, the so- called 
pictorial guide to use of wood in construction, etc.; and pocket -size 
booklets are in this class. This classification should be considered 
for semi ethnical or even fairly popular range publications where it is 
desirable to avoid the misleading category of Farmers' Bulletin. 

Farmers' Bulletins: The principal vehicle for publications of a definitely 
popular nature and those intended for a nonprofessional audience. The 
Department does not require a consistently popular style if the subject 
is of obvious interest to the rural or even general public and is not 
heavily technical. It should be well illustrated with photographs and 
possibly a map but generally no charts and only the very simplest tables. 
An illustrated cover is customary. 

-19- 
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Leaflet: This is an extension of the Farmers' Bulletin, but limited to not more than 8 pages in all, including cover, if any. It should carry at least a page of-photographs . In general, it differs from the Farmers' Bulletin in being limited in scope to a single phase or aspect of a sub- ject. Such limitation is implied in the size requirement. 
Unnumbered Publication: An extension of the Miscellaneous Publication series, not very clearly defined by the Department. The Wood Handbook, the Range Plant Handbook, and the Tree Distribution Maps are three not very consistent examples of this class. 

Statistical Bulletins: These provide basic reference material on many important subjects mainly in the field of Forest Economics. 
Journal of Agricultural Research: 'A technical publication designed for technical readers. It'reports the results or progress either of complete investigations, cr definite results in only one phase of .an'investigation, in the field òf agriculture. Reports that have local applicability should not be offered for publication'in the Journal unless they contain novel methods or observations and results of permanent scientific value. If a preliminary report of research has been released for publication in an outside Journal, a copy should accompany the article submitted to the Journal of Agricultural Research. Extensive preliminary publication precludes publication in the Journal. 

Agricultural Information' Series- (.JIS): Generally 1 -, 2 -, or 3 -fold pamphlet or small booklet written in a popular style. Its, subject matter pertains to reconversion and readjustment in the postwar period. (It'reeplaces' the Agricultural War Information Series.) 
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APPENDIX IV 

ITEMS TO BE SUPPLIED WITH MANUSCRIPTS SUBMITTED. FOR OFFICIAL PUBLICATION 

This is based on and supersedes Mr. Forsling's circular of November 15, 
1943 and earlier material. 

TO BE SENT WITH ORIGINAL VERSION OF MANUSCRIPT 

1. Ribbon copy of the manuscript on heavy paper. This is requested 
because of the possibility that the original manuscript will be trans- 
mitted for printing without complete rewriting; the Printer cannot use 
a thin paper copy. (This copy is returned to Station if revision is 
needed.) 

2. Three carbon copies of manuscript. Three carbons of the original 
manuscript are needed for Board of Review, etc. (Two carbons are re- 
turned to the Station when revisions in the manuscript are necessary. 
One carbon of the original version is retained in the Washington Office 
for comparison with revised versions.) 

3. An abstract suitable for circulation to the field generally and 
through the Washington Office. This should be brief enough to go 

single spaced on a single letter sheet. The abstract should indicate the 
general purpose, scope, and major findings of the manuscript. A copy 
of the abstract will be sent by the Editorial Office to the field and 
W. O. Divisions for Information. (Any Station or the Laboratory may' 
request that a copy.of the manuscript be sent to it for prepublication 
review. Such a request will not obligate the requesting station to make 
a formal review but will enable it to comment on or criticize the 
manuscript if it so desires. Manuscripts requested for this review must 
be returned promptly.) 

4. Originals of all charts. Needed for the Printer, or for'Drafting 
Unit if redrafting is necessary. If chart is submitted in rough, all 
quantities laid off or plotted on it should be entered on chart in 
numerals, for draftsman's convenience. In case of a graph or chart 
so complicated that the author does not want to risk loss in transit, 
a full -size, first -class glossy print should be sent in place of the 
original. 

5. Photograph numbers of all photographs used that are in the Washington 
collection. Collection numbers are required for all photographs included 
in an official publication. If photographs not in this collection are 
submitted, please send with each the usual explanatory material required 
by I &E for photographs to be registered in the collection. (Negatives of 
all official pictures that are included in publications should be on file 
in Washington.) 

-21- 
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6. The letter of transmittal should usually include the following: 

a. A statement explaining what cooperation, if any, has been given 
in the research by those not members of the Forest Service, and 

if for any reason it has not been acknowledged, a clear indi- 
cation of why it should not be. To insure checking in every case, 
letters of transmittal should include such a paragraph even 
though no cooperation has been received and no acknowledgement is 
necessary. 

b. A statement whether the data presented and the text references to 

such data have been_ checked. by anyone other than the author or 
authors. 

c. A list of those, with full title, affiliation, e tc., who .have 
given a reasonably thorough review to the manuscript, and whether 
the manuscript was in preliminary or final form when so reviewed. 

d. Your recommendations for members of the technical board of 
review. 

e. Your statement of the timeliness of the proposed publication, the 
purpose which it is to serve, the audience to be reached, and the 
series or form of publication recommended. 

TO BE SENT WHEN MANUSCRIPT HAS. BEEN REVISED 

1. Ribbon copy and two carbons of revised manuscript. One carbon used 
facilitate interbureau clearance, the other is used in the Editor's office. 
(Of these two one is retained pertinently in the Washington Office, and 
the other usually returned to Station.) Twc 

2. For board -of- review suggestions which are rejected, short statements 
justifying the rejection. These statements are needed by the Washington 
Office Division in order to -judge the revised-Manuscript properly. 

3. Your recommendations for distribution of the publication to result Thr 
from the manuscript. 
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APPENDIX V 

TYPING RESE tCH MANUSCRIPTS FOR PUBLICATION 

Paper. Use white bond for the original and light weight opaque white 
paper for the carbons. 

Carbons. Three carbons for the Washington Office are required for 

s to manuscrip ts submitted for official publication. The carbon paper shóuld 

be changed often enough to reproduce clear copies throughout the manu- 

script. 

Cher 

,Ved. 

the 

the 

used 

'face. 

d 

ts 

on 

Spacing. Double space the text. Use single spacing only for quoted 

matter that includes several lines, and for footnotes and figure titles. 

Paragraphing. Begin each page with a new paragraph.- Do not start 

a paragraph below the middle of the 'page unless you are fairly certain 
it will go on the page. If you miscalculate occasionally, the last six 
lines of a paragraph may be single spaced if a minimum half -inch margin 
is left at the bottom of the page. The first line of a paragraph is 
indented seven spaces. " 

Headings. Typing style for headings is varied according to the 
weights of headings in the report. 

If one grade of heading is used it should be as follows: 

Two grades: 

Three grades: 

Four grades: 

One Grade Only Used 

FIRST OF TWO GRADES 

SECOND OF TWO GRADES 

FIRST OF THREE GRADES 

SECOND OF THREE GRADES 

Third of Three Grades 

FIRST OF FOUR GRADES 

SECOND OF FOUR GRADES 

Third of Four Grades 

Fourth of Four Grades 

- 23 - 
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If paragraph headings are used they are typed as follows: 

Paragraph headings. --Note the use of the dash, composed of two hyphens, following a- perród type of heading is usually only employed when there is a series of such paragraphs. Paragraph headings should not be included in the Table of Contents. 

Literature citations. The literature citations in the text should be underscored numbers in parentheses. If certain pages are given, this information should also be underscored, as follows: 

Pranner (55) has come to the same conclusion, and the specific statement of Smith (86, p. 42) lends additional support. 

The list of Literature Cited at the end of the report should be double spaced. The titles of all books, periodicals, or any article cited should be typewritten in small letters only. Example: 

(14) Lachmund, H. G. 

1929. white pine blister rust: a comparison of european with north american conditions. U. S. Dept. Agr. 
Tech. Bul. 87, 59.pp., illus. 

Footnotes. Footnote references in the text should be made by number, consecutively from beginning to end of manuscript except for table footnotes. They should follow a principal word of reference and be placed after any punctuation, except a dash. The footnote itself should immediately follow the lines on which reference is made, in - single space, between ruled lines. Thus: 1/ 

1/ Footnote material includes minor explanations, statements of acknowledgment for assistance rendered, etc. . . . 

Figure titles. The title of each figure (illustration) should follow the paragraph in which the figure is first referred to. It should be typed between ruled lines, single space, as follows: 

F246590 Figure 1. If the manuscript is for formal publication by the Department all photographs should be entered in the Washington Office collection so that a file number can be used at the head of the legend for the purpose of identification, as illustrated here. 

If an illustration is placed on a page separate from the text, the figure title may be written beneath the illustration for convenience in identifying the illustration, but the figure title should also be written in the text following the first paragraph in which it is mentioned. Pages that carry only an illustration should be numbered la, 2a, etc., and the immediately preceding page should carry a notation in the lower extreme right -hand corner such as (Page la follows). 
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Tables. Always type tables on pages separate from the text but 

numbered consecutively with text pages. They should be double spaced if 

there is room on the page. The table title is typed in the following 

style: 

Table 1. Annual increase inbeef- cattle industry, .by States 

(Note that periods are omitted after table titles.) 

Units of measure under box heads in. the table should be underscored. 

Each table carries its own series of footnotes, beginning with 

footnote 1. 

Footnote numbers standing alone in a column should be enclosed in 

parentheses, thus: (IV). In figure columns, footnote numbers should be 

placed at the left of figures. 

Miscellaneous. It will be helpful to the editorial office and also 

result in better copy if the typist Will follow these two rules of 

punctuation: (a) In a series of three or more words or phrases with 

"and ", a comma should precede the "and ". (Example: rain, snow, and 

hail.) (b) The comma and final period will be placed inside the 

quotation marks. Other punctuation marks should be placed inside the 

quotation marks only if they are a part of the matter quoted. Examples: 

Ruth said, "I think so." 

The trainman shouted, "All aboard!" 

Why call it a "gentleman's agreement "? 

"Compound words" (p. 57) and "Capitalization" (p. 15) in the 1945 

Government Printing Office Style Manual should be consulted whenever the 

typist is in doubt about how a word should be written. 
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APPENDIX VI. 

SELECTED REi,'ERENCES ON WRITING 

Style manual. U. S. Government Printing Office. January, 1945. 

Webster's New International Dictionary. Ed. 2. G. and C. Merriam Co. 

Webster's Collegiate Dictionary, Ed. 5, G. and C. Merriam Co. 

Webster's Dictionary of Synonyms. G. and C. Merriam Co. 

Roget, Peter M. Thesaurus of English words and phrases. Various publishers and editions. (Some find it highly useful in "finding words"; others not at all.) 

Channels of publication for articles by members of the Forest Service. Editorial section, I&E Washington. 1943. 
(Information on 192 publications.) 

Robinson, James Harvey. The humanizing of knowledge. (The Humanizing of Knowledge Series.) Ed. 2. Doubleday, Doran.. 1926. 
(Stimulating 90 -page discussion on problems of getting 
scientific information before the public.) 

Flesch, Rudolf. The art of plain talk. Ed. 3. Harper. 1946. 
(More Useful than his Marks of readable style, Bureau of 
Publications, Teachers College, Columbia University. 1943.) 

Fowler, H. W. A dictionary of modern English usage. Oxford University Press. 1944. 
(Concise, vigorous definitions, points well illustrated. Readers can allow for Briticisms, as they also must be in the king's English.) 

, and F. G. The king's English. Ed. 3. Oxford University Press. 1940. 
(Chapters on vocabulary, syntax, style, punctuation, etc. Many examples of the errors discussed. Concentrates on rules most often broken.) 

Graves, Robert, and Hodge, A. The reader over your shoulder; a handbook for writers of English prose. Macmillan. 1944. 
(Skip chapters V through IX in part I.) 

Haynkawa, S. I. Language in action; a guide to accurate thinking, reading, and writing. Harcourt, Brace. 1945. 
(Brief, simple, and entertaining exposition of the semantic approach to improving thinking and writing.) 

2117 

Perrin, Porter G. Writer's guide and index to English. Scott, Foresman. 1942. 

(Index discusses debatable questions of style, punctuation, grammar, organization, etc. 1939 edition, containing only Index, will do nicely; the Writer's Guide is dispensable.) 
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Woolley,. Edwin C. and Scott, College handbook of composition. 

Heath. Ed..4. 1944. 

(This old standby is an excellent general handbook. Fine' 

index. Any number of volumes have a similar aim; most of those 

from established publishers are reliable.) 

The folloWing short pamphlets, most of them. mimeographed, should 
be in 

your Station library. 

1. Dale, Tom. How does your writing read? Education and Publi- 

cations Section, Soil Conservation Service. Revised November 

1945. 
(Serves same purpose as item 8) 

2. Harding,..T. Swan:. They understand not one another's speech., 

Available from author, USDA Office of Information, Washington. 

(Reprinted' fsmom item 7) 

3. Translating agricultural research into 

readable newswriting. Available from author. 

4. Pryor, William C. guide to writing fqr Soil Conservation. 

Service 'writers. _Education and Publications Section, SCS. 

Revised November 1945. 

5. Preparation of Forest Service charts and drawings. Editorial 

section,' I &E, Washington. 

6. The preparation of reports. Editorial section, IF&F, Washington. 

7. Transactions American Association of Cereal Chemists. Special 

reprint comprising writing symposium reports. Vol. III, 

January, 1945. Free to Association members, otherwise 

50 cents. Write to Managing Editor of the Association, 

University Farm, St. Paul -8, Minnesota. 
(Six papers, including Harding's item #2 above, on 

preparing technical papers.) 

3. Forest Service Self -Helps (No. 1). Simple writing. Personnel 

Training Section. Washington. 1945. 

9. Writing effective USDA reports. Division of Training, Office 

of Personnel, USDA. Washington. 1941. 

- 27- 
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Forest Service members have found the following texts somewhat helpful, 
though all will disappoint because they were written mostly for engineers. 
Parts of each are also replaced by the GbP.0. Style Manual. G. M. Wood 
is recommended. 

Baker, Ray Palmer, and Howell, A. C. The preparation of reports. 
Ronald Press Co., N. Y. Revised edition, 1938. 

(See chapters 3 and 17 -21.) 

Guam, Carl G., Graves, H. F., and Hoffman, L.S.S. Report writing. 
Prentice -Hall. Revised edition, 1942. 

Nelson, J. R. Writing the technical report. McGraw -Hill. 1940. 

Oliver, Leslie M. Technical exposition. McGraw -Hill. 1940. 

Park, Clyde W. English applied in technical writing. Crofts. 1932. 

Rhodes, Fred H. Technical report writing. _(Chemical Engineering 
Series) 

Trelease, S. F., and Yule, E. S. Preparation of scientific.and 
technical papers, Ed. 3. Williams and Wilkins Company. 
Baltimore. 1937. 

(First 31 pages of some use.) 

Wood, George McLane. Suggestions to authors. Ed. 4 rev. and enl. 
U. S. Government Printing Office. 1935. (20 cents) 

UNIVERSITY OF WASHINGTON LIBRARIES 
All overdue materials are subject to fines. 

Due date may be changed if needed by others. 

DATE DUE 

Lib. 65 Rev. 01/02 1 -84 -2500 
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