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A MANUAL FOR THE PREPARATION')
OF ,EDUCATION MATERIALS (

Alaska Department of Education

PURPOSE OF THE MANIlAL

The purpose of this manual is to enable you to better plan, prganize and prepare educatton.ma-
,.

terials in a format that is accurate and clear, and one which will require a minimum of rewriting
and editing before publication. Readink this manual befole you start work is important for two
reasons. (1) as the author yo'ti will have abetter idea of what is expected of you; end, (2) you will
be able to complete the project moreefficiently and economicallY;

As the author you will write or compile materials, and assume responsibility for their content,
. accuracy, and organ' on into a presentation or style that is clear, readable and icceptable. You

are responsible for pre ring a complete manuscript and submitting it in.an approved format. If
needed, the Department of Education can provide information Orr style or method. .

.

It is the opinion of the jlepeatment of =lion that Materials published under its aegis is the
author's work, artd must remain so. Our editor's job is to`assist the authbr in saying what the 'author
wants to say. in the author's own way..,Editor,s, will.change TN/ only for the purposes ofimprov-
ing clarity and retaining the author's stile throughOut the material. Any substantive changes to
appear in print under the author's name will have been seen, Approved, and accepted by the author
be fo re 'publication. . ,

O
I

0

The information presented in thisanual ma,y seem to add an additional burden to an already
difficult task but this is not its purpose. It Will assispyou'in doing a job that will reflect well on you
as the author, a professional, and meet the high standards of the Dep'irtment of Education. Follow-
ing these instructions will make possible a publidatiOnipt which you can be proud, and be of great-
est value to all who use it .
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GENERAL:INSTRUCTIONS FOR MATERIAL DEVELOPM

Refere Materials
It is the esponsibility of the author to insure that only the most relevant an
references nre used. When the choice of reference is left to.ynur.discretion y
most suitable and current. If collateral referenceskare to be included as part o
package, only the material directly related to the subject is to be used. Supplemen
could be included, but may not be available locally, needs .to be arinetated, referenc

.e.g., name of the publication, narrpe of the, ptiblisher, SMERC, ERIC, AIM, ARM, etc.

ENT

Cratest edition
cj'd must select

f an instructional'
tal material that
ed and located;

e

T...

Usiyoffopyrighted Material ,
4.. . \

A .

Authors sometimes plagiarize by borrowing passages, drawings, charts, and_data from previously
t.

published material and then passing it off as their own. Such practices 'violate copyright protection
o

laws, the rules of ethiCs, and could Plead to lawsuits for yourself as well as the State of Alaska.
Authould present concepts and ideas in their.own language and in terms the ultimate con -
sumer will understand. Sihiplify as much as possible. Avoid paraphrasing or unnecessarily repeating

. c.
previously published material.

\ , , .

If previsouly publisted material is used, jive proper credit, to the Source. -When the material to be
quotei d is more than a sentence. or so, written permission of the authors or copyiight holders must t
be obtained. Submit the letter of permiston to the Departrrfent of Education with the manuscript.,
Written permission must always be requested for the .use of illustrations, photo aphs, drawings,
and the like. Utilize reference techniques and give the source such as the author ame, the exact
title of he document, the n2me of. the publisher;the .place of publication, year published and
the page umber on which the borrowed material was found.. Be sure that the reference sou
choose is consistent throughout your, manuscript. Sources for reference and footnote st

..

found in the" bibliography of this manual. , . -
,,'

) rfr,

..., . 0.

These necessary steps re not intended to discourage authors. Rather, they- are intended to foster
. scholarship and to prtvent the possibility of legal action against the author and the Alaika De
writ of Education. PlcrAssion is,not required to use quotations and illustration's previously pfinted
in Departmerif of Education documents. However, the original .source should be indicated and
prosper credit given. 2 .' t

®2
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NOTICE .'.:N
I. °

.r, 2-4\ ,-,--
' WARNING CONCERNING COPYRIGHT RESTRICTION -.elio . '

THE COPYRIGHT LAW OF THE UNITED STATES (TITLE 17, UNITED SATES CODE)
_GOVERNS THE MAKING .9F PHOTOCOPIES OR DTHER RE'PROD'UCTIONS _OF COPY-

! BIGHTED MATERIAL. .

° .UNDER CERTAIN CONDITIONS SPECIFIED IN THE LAW, L IBRARIES AND ABCHIVE.S-'
ARE AUTHORIZED TO FURNISH A PHOTOCOPY OR OTHER REPRODUCTION. ONE-OF.
THESE SPECtflEp CONDITIONSIS THAT THE PHOTOCOPY .01i OTHE4t REPRODUCTION IS
NOT TO BEr7ED POB ANY PURPOSE 0771V-THAN PRIVATE STUDY, SCHOLARSHIP,
OR RESEARCH.' IF A USER .MAlaS A REQuEst FOR, OR LATER USES, A T'OCOPY

- OR REPRODUCTION FOR PURPOSES IN EXFESS OF "FAIR USE," THAT SR 4/1AY BE
LIA/13LE FOR COPY RIGHT110BINGEMENT.

r

v

*?'
Use ofIllustrationsin the Text
Many types of illustrations can bj used to support a written tex t., Illustrations should be selected
.4o clarify or amplify test but never replace it. Glossy black-and-white .pliotographic prints or
black ink line drawings on white paper are preferred, Black and white pictures and drawings clippgd
out ,of broclufres, journals, of ligoks are. sometimes 'used. However, they generally do riot reprb-
ditce well. Written permission must be obtained from the copyright holder or pubffgher to eproduce
such material. ,

Before sub
illustratio
to bd

r-,
4

g the final drift of the Manuscript, the authof should prepare a list of planned
witha title .for each, indicating by figure number where each illustration is intended

.in Ike text: An example is -shown 12elow. -

9
0,5°"2

A

Figure I to be placed here.

r

O

4,

+4 4,

, . ,
The illustrations themselves should be located in their, appropriate place in the text, or numbered,
atralfged in order, and submitted in a'separate folder. t

Original Writing
You have been 'selected as an author on the basis of your expertise andinbwledge.

°.
ment of g9cation is upon yoU to share your experience and knowledge

It Vtift

. tpchnicques, and materials. You have tho respontibility of communicating through the
.' prikte medium and.ty using phin, simple language and being ,careful and accurata.

at.

. r r

- 3 -

The Depart-
Of methods,
most appro-
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When Aleveloping,original material you should not tei4erate or paraphrase the contents of material. ...
. ,

already pro:a:ed. Mijor contributions will be,.your ilnique ideas, concepts, media techniques, and
N. intimate first-hand knowledge of a specific subject. You should organize your thoughts into a brief

4 ''.! and orderly outline before writing. Develop each section Of the outlinekin whatever detail you feel
ipproprfatekeeping the text factual and the writing eliar and simple. After the outline has been

, -
deyeloked dis cuss it with appropriate program personnel in 'theDepaitment of Education.

--okk.4-.4 -
, . . . - .. ,,

.
If the Department of Education suggests a specific direction for the product either in terms of

' A . ' t" .

COntent, ign ybu have an obligation to follOw these directions. :,

\

,:- ....

,
.

..,,.. ,,

Organization of Topics
,

'0$' c .SOme topics are self- contained, ansi ()the? times their significance relies on readings, .previdus know- ._

0 ledge, or supplemental study materials :.-.1i )
. ....-, \

i
. c

. Introduction. ,lAn introduction is important in that t will let the reader know at the beginning

.

O

of a topic what is going to be covered. The todtiCifon is useful as you develop the main ideas,
It should introduce the main subject, show fprortrce, andprovide a comprehensive, view. This

.approach is valid whether the terial b gs,.1 w e'ritt-tter(t, slides, film or TV tape. Occasion-
allyit is best.to write' theintr ion h introduction is,written first if should, bet carefully
Checked for accuracy'aher all oth mpleted. ;- ,.

Text. -.1,itten text is cOnstruc d center or main headiAgs, side headings, and run -in'
raphs. An'example of the main heading can be found
FOR MATERIAL DEVELOPMENT; a side heading,

rpduetion and Text, are found on thisisage..

heddingi lowed by their supporting.pa
on pa , GENERAL INSTRUCTIONS
Org niza. Of Togi'cs; run4n headings, Int

. , .

vhf you constant your topic's using this format, you should be succistful. Headings should be used
libeially. They help to divide the larger, subject inter"'' maller parts that are more easily and quickly
read, making it easier for the reader to analyze and comprehend your :ideas. If an idea is very
complex sometimes an illustration or table can be usedlo cllrity your statement or idea.: A suh-
able drawing or photograph can be used to supplement an idea or_ statement, relieve themonotony

,,-
of reading solid, complex matePrial:and arouse interest. . . .

. .

Length of reading material may vary depending updn the complexity of the subject being covered,
the anfouret of pertineqt reading materials in the reTerences and texts, and reading level of the ,

consuiner. ...;', - i.
4:-1/40 o

' .
.

Study assignment. Text' material in the tOptC.is typically followed hy a study assignment:
, consisting of additional readings. Only those pages that specifically, apply to the topic or major

headings should .be assigned. n general, study' assignments that relate to more than one major
eading should be avoided. However, the o Cakionaf repeating of a reading assignment may be-, -.

necessary or desirable for review purposes:.
.

Topics pr discussion, It is desirable to develop° topics, problem? Or questions for discus-.
.. .. .

\ sion in 'the classroom. When this immediately follows the study assignmen it provides for valu- ..

\ablelliictission of 'the most' important ideas and principles. Interesting and pertinent subjqcts

I 7
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should be selected from your experiences. A hypothetical situation .may be paiticularly thtught7
provoking. Such Situations followed by .a carefully designed questions can be ,very useful to the
instructor in leading discussions, Generally, one to six problems or questions are sufficient.

e Stud guide. If a study guide is to be written it shodld Lontpin self-help exercises to help
the reader determine whether or not the topic and assigned reading ate understood. ,All.questions
used'in the,study guide must be based on the material in the topic or on assigned reading.. .

It is suggested that the stuiY 'guide section always begin on a fresh right-hand page. Depending
upon the length and complexity of t1 topic and reading assignments, 10 to 30 qudstions or pro-
blems should be 'prepared. These queitioni can be of the "fill-in" type, with no more than two
or three fill-in terms per problem or statement,

For review purposes (and to also be included in the teacher's answer manual) you...should provide
the fill-in .answers for each study guide statement or questions. Indicate tke title and page number
Of the reference:W6re the correcfanswei cad be found.

.

'SSmetiines exercises 9f a type other than fill-in can be used. The choice of type is dependen0o
some extent on the subject being treated and its technicalities. Among these have been true/
false and written problem-solving exercises, arithmetical caltulitions, or Sketching. However, the
fill-in type is preferred.

Tests tend towards a more standardized, fcit than those of review questions. They generally are
made up Of objective type questions, most often the multiple-choke type. Typically, tests will

o have 10 to 15 multiple-choice questions for each, topic, depending upon its length and comAxity.
The objective type question is used mainly because it is relieved by some educators that they are
more easy to grade.

.

Depending upon the nature and complexity of the topic material, diagrams and sketches can be
reproduced and then several multiple-choice questions can be based upon the drawings. The writer
must identify the correct answer for each question in a teacher's answer manual if one is to be
provided as a condition of contract.

Indicate the reference and page number where the information for the question and answer can be
lobated.

Test questions, no matter what type, must be based upon information contained in the text or in
the study assignments. A student will be-come very discouraged after having studied lessons well
encounter difficult test questions that are not based upon the text reading or the assigned study
material.

Manuscript Style and Format .

The manuscript mutt be.typed double-spaced, using a single side of an 81/2 x 11-inch sheet of good
quality typing paper.. At least one inch of margin should be allowed on all sides of the page. Typing
shoulffbe.31*Vand writing clear enough so that an editor can determine your intent. Be sure to
iiiimber the pages, indicate the points at which the tables or figures are to be inserted (see45-age3
of this,manual) and provide a numbered list of the tables and figures. If you wish; you might paste

-5-

,
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the takles,in the text at the points where they best fit. Tables and figures should always refer to
textual Irferences. I illustrations should be marked with] an identifying number. If .possible,
submit them pasted r- taped to an 81/2 is 11-inch sheet orpaper, with numbers and titles. All
illustrations and ph ()graphs must have a title in addition to the identifying number. The credit
line for boric) illustrpions should' be taped at the bottom of the page_on which the; appear.
The written permission.to use them should be included with the manuscript when it is sent to the

4

pepirtinent of Education.

Headings for Written PublicatiOns
To some extent final headings are developed by the editor. However,the authof should divide the
material adequately and should shqw organization through the use of pertinent or suggested head-
ings.

. ,. .

, . \_,
Sentence and Paragraph Construction c - , Ir

Sentences should be relatively short, simple in construction and clear in meaning. If the writer 4s
not 'really, skillful at constructing complex sentences, it Will beibettef to conimunicate with fairly
short, Simple sentences. Students generally are accustomed to ,simple, uncomplicated writing.
The subject-verb:Object word order is preferred, with Modifiers being placed as closely as'possible

.

to the word or words that they modify.

Effective paragraphs are made up froth the type of sentences discussed. The `:topic" or mairr
sentence should come first. Sentences that give detail or make explanation follow. You rs make
paragraphs more effective by insuring that sentences are adequately connected with co junctions
and conjUnctive adverbs that show relationship and logical connection.

ADDITIONAL SUGGESTIONS FOkTHE A&THOR

No matter how talented or experienced, authors must admit .that writing is not an easy task but
involves conscientious, concentrated effort over a relatively long .periOd of time. Writers will find
that they must produce a determined amount of work in a given length of time if deadlines are to
be met. However, steady production of work is only one of the author's objectives, and it may not
be the most important one. Production can be.measured easily in terms of quantity, but, perhaps
the most important is the quality of the writing. If a writer produces a high. volume of work but
so low in quality that it cannot be accepted, nothing has, been accomplished. To be successful a
a writer, a person must, therefore, place the highest value on quality. It 0 the mu individual who

s.

can produce an acceptable manuscript on the first draft. Therefore, any writer will need to rewrite.
(perhaps kveral times), proof, correct, edit, and do a final reading of the manuscript before achlev-

, 4 -
m.g9od quality. -.------- I

.4
.

.. . .

Writers should he critical of their own writing. It is also helpful to share the draft manuscript with
colleagues for critical comments. Writers and critics should isk themselves these questions.

. -

1. Have ,I said what I wanted,t6 say?
.

2.. Should I have added more information? .
- 6
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.
a .

3. Are all my statements factual and are theyverifiable as facts?'

.4,. Are my terms consistent?
..

-' Ila've I written with simplicity and clarity?
6. Have I written on the level of the potential reader? ..

..

7. No need illuStrations toclarify or amplify difficult points or concepts?:
8. Have I checked The spelling of all Worda of which I am not 100 percent certain?

.
l * .

t f willOther , irnportanequestions could be asked, and perhaps some will occur as you analyze yOur Work.
objectively. Perfection in the final manuscript is.certainly not expected, but honesty and effort is

. . expeCted. Such efforts should bring fairly good quality, especially if this manual is followed.
-,. ,.,

a

. .
The writer shOuld not ,be overly concerned with such composition mechanics as punctuation and
capitalization. Rather, the writer should be concerned mainly with getting the infottegon.down
dimple, cler -and Concise language, A good rule to follo\v is "State the idea so that it cannot be
misunderstood."

a tic

,
, 0 ..

A

.
STANDARDS FOR PREPARATION OF INSTRUCTIONALMATfRIA.LS

.. / )
. . .,,.....-1--
The 'following minimum standards m t be used by authors in the preparation of manuscript,-,,c

`maternal.: . ,,'

, .
3 ' k

1. Outline of the manuscript content. , -,

r
-. I. Use only the latest editions of referenced textbooks, pamplets, and Other source materials.

i ta. Insure 'that the manuscript material' accurate and consistent with whait is said in the

I reference and other sourcematerials,. .
, ...

4. Type all material (double spaced) to make easier evaluation and editing possible. ; 4

5. if illustrations are to be used, submit glossy 5" x 7" prints or larger,`'clear inked sketches,

or clear penciled sketches. List the illustrations by number and title indicating where In
the manuscript they are to be used. Originals of drawings and photos can be reduced or

.-...

enlarged before going to print. -
.:-

...

6. Give. specific directions for material that may need special treatment in the final document.
, 7. If copyrighted or borrowed material (including illustrations) is used, obtain, the written

permission of the copyright holder and submit the original of the letter with the/1411u-
script. If this is not possible, at least provide the exact source of the material. Infringe-
ment of federal copyright laws can bring severe penaliiies upon you, the writer and the
Alaska Department of Education. .

8. Submit a complete bibliography identifying materials from which assignments have been
made. Also include references that should be kept'in the library. "'Each bibliographical
item must include the author's -complete nanie, bobk title, publisher's name, place of
publication, edition, date, and address of publisher :, BeltIre that bibliographical style
is consistant throghout. :1 )

9. Check reading assignments and references for relevancy and4accuracy,
10. Base all multiple-choice questions on the text or the assigned reading material. The

number of questions must be adequate to cover the material in the topic. .

11. Indicate correct answers to exercises and questions, includink sourceswith exact page
, \ %, numbers where the answers can be found., - ,- .

2 Z., Validate study guide and questions against the assigned study materials.
,

-7-
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' DEPARTMENT OF EDUCATION
-4111.4EVIEW PROCESS MR° INSTRUCTIONAL MATERIALS

,

-

Public Informition section

O

V

4 _ !I. Copy editing the manuscript. The purpose of cy editing is to prepare the manuscript
so 'that the printer copies it exactly the way the author and till Department of Education
wishes the publication to appear in print. The functiont of copy editing are as follows;

a. Legaility. ,Every letter of every word must not only b(eailable but so` inickly and
$

easily read that' the printer scan concentrate entirely upon the technical job Of type-'
setting without worrying about what the author meant,to write., If to many correc-
tions and insertions have to be made in the draft manusciipethose portions of the maim-.

script should be retyie in Alie Clean copy form. If the manuscript is in a h9peless
condition when it, is first received .by the Department the author/shoul resubinit the
manuscript in better form. The requirement of legibility applies also to not Of Instruct

.
tionto the printer.

*
b. Consistency. The DepaAment of Education uses the Associated Press .Style Book as

a guide for style. 'The copy editor is responsible for seeing that the manuscript has
consistancy from beginning to end. The following areas are particularly susceptible to
errors: Spelling, transliteration, punctuation:* abbreviations, alternate foims, uniform
style for auxiliary material such as tables, footnotes, mathematical, chemical formulas-,
legends under illustrationstet cetera, capitalization, compounding words, syllable division,,,
and the use of italics..

_ c. Grammar. One of the copy editor's'major responsibilities is to make sure thaf the
- grammar is Correct in the manuscript before it finally goes to,the printer.

.. , -
, f ' . 0

. d. Claritykind .style. The delicacy of the copy editor's job in dealing with gramrnar is
1/4.

4 slight compared with what must be done to make the author's meaning clear when the
author has not done that job properly. If there is .nothing actually incorrect in what
the manuscript says tike author may be indignant about any changes unless the reason for

4change is patiently explained. Authors are more sensitive to the style of writing. Authors ,

tend to fet1 that style is'a- basic part of the author's work. Some authors feel that a
. :- .
manuscript should not be accepted unless the writing style can he accepted with it.

.. AO

..

e. Factual Ai.curacy. This part of the copy editor's job is another one of those for which
/ it is most difficult to drai, rules. The copy editor does" not havethe time to check every

# .. -
fact m the book but a good copy editor, needs to develop a `tsixtir'sense" that would

. lead towards the check of statements which appear suspicious If the copy editor finds
\ excessive errors in the manuscript or initial produCtion draft, it is the responsibility of

r the copy editor to determine that the manuscript is so. unsound thit it ernristbe sent-
back to the author or handed over tpa.specialist for a complete revision.

., .f

*F.



,'
. .

C . f Legality and propriety. Manyof the questions about legality and piopriety of a ihan4'-

script will have to be- considered and answered before a manuscript's fmally accepted
4 - ' for publication . It fs the copy editor's.resknsiliility to the Departnient of Education

to Watch in detill for anything i11 the manuscript that might be -contrary to, decency
and propriety, the laws of the State, and policies. sif the Department of Education:

.
, . . .

. . . .

g-. Production and detiti14. Ititis the copy editor's major responsibility to insure that the
manuscript is really 10Q percent complete for production. This includes title page;
table of contents, preface; footnotes; illustration's; legends for illustrations, maps or
charts; . chapter headings; 'bibliography; glossary; tables; .et cetera. leis alsti one of.*
the copy editoraimportant jobs to proVide appropriate instruttions to the-printer regard-",

4
ing ,size and .kind of typ , lezigth of type line; spacing between lines, and otthei Matteis,

of product design.
. ,

. I 1

. I

Program Unit Responsibilities
., .

. . 4 r

# 1: Originate.andapprove an idea fat publication, determine whit the publication %fill be by

deciding upon the purpose of the work, the audience to which it will besdirected; and its .

scope.- . .

*--
..

. . $, . .. ; , ,- - - . --
.a. Appoirtt an educational advisory committee to review...tht-contrattor's proposal,

.
ma-.

teriall'ontent; and media approach. '. . .
VP

\ )-. . .
a . . .

b. First, heading:. AppOint sbmeone in or outside of the DepaTtmenf of Education for
'sampling and.p4erv#4/, the purpose of which is to decide whther the Dpartment of
Edutionshould Seridusly consider the material prepareg. When an outsid reader is .:

appointed the readei should be a sptialist in the subject matter being prelented, an
1.- / r,

. 0 . authority on publication style, or having some other special qualifications. Careful
selection.pf a rejder is, oneLof the program unit's- most importantjobs whenit hai
contracted with 'aLic,ind idual or, agency for the development of nratqrial to bt re- /
leased to the, genera He ovtir the name of the tlepartment..of EducatiOn. A ----
careful selection of der is useful in two ways: 1) it provides speciaf-talents the

. Department does not have on its own .staff; and 2) is provides other points of view
. to Correct or confirm opinitnsof*Department.staff. ..

1-.
7

I /
2. Providoadpquate budget for material development, publication and distribution.

a. Prepare appropriate contracts and agreements.

' 3. Determine who will 'prepare ttie finabnaniiscript, author or editor:,
- ,

.4., Determine early whetherthe finished material Will be submi ed for publication inform-
- . .

irig the Department of Education's Public kIformation Secti of this decision, and keeping..
,

the division director informed of progress. .
. ,.: ,

,. , . . 4
.' .
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.. .
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I

SI Provide the division director with sufficient information to make a judgment on the
finanCial feasibility of the publication. I

. -

. ..
6. Make ceriain the manuscript submitted is as...,co'mplete as possible and, free From sexist
language. .. -

.a. SubmaIrdraft manuscript for rekview andconuttent to the program, manager respon-
sible for eliminating kx,fiasisterotyping. =

Permit 'the Public Information Section tirexercise the normal "editing and copy-editing
responsibilities of a publisher.

a. Insure that appropriate copyright releases have been obtained,.

8. Allow a reasonable length of time for publication. (Plan, develop, and submit the manu-
script accordingly.)

9. Answer queries of the editors raised in the editorial process and read proof on a timely,
basis.

10. Make provisions for the preparation of an index fof any publication that requires one.

Avoid premature announcements aoit.t pqblications, publication dates, quantity, dis..
tribution, etc:

12. Assist in the distribution of materials.
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