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» format thatyris apcurate and clear anddthat requires I pinisuns of
- rewriting and editing before publication.- The follouzng*topics gre
ﬂdlscussed the use of reference and copyrighted matérialsy the use of
1llustratzons. the developnent of original material; the prepa: ation.
of anintroduction, headings, study assignments, dgscﬁssion topics,
. ‘and study guides; manuscript style and format; and's teqce an
paragraph construction. The manual includes a checkli aid
w ‘authors in checklng the quallty of their writing,wa 1ist of minimunm
‘ standards for the preparation-‘cf 1n¢;ructzona1 materials, and a
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' reasons

. The information presented in this,manual may seem to add an additional burderr to an already’

. -V
-t . * ﬁ
- ond & .
Ve ) ‘ i \
.’ ! - ‘ .~
’ ; A MANUAL FOR THE PREPARATION; : ‘.
VAN OF EDUCATION MATERIALS : LT
\ -4 : : : ‘
.. Alaska Department of Education - . )

| . PURPOSE OF THE MANUAL s

The purpose of this manual is to enable yOu to b.etter plan, organize and prepare educatxon ma-

terials in a format that is accurate and clear, and one which will requireé a minimum of rewriting

and editing before publication. Reading thls manual befote you start work is important for two

(1) as the author yot will have a better idea of what is expected of you, and (2) you wﬂl .

be able to compé‘te the pro;ect more efﬁcrently and economrcally

As the author you w1ll write or complle matenals, and assume responsibility for their content

ascuraty, and organiZatjon into a presentation or style that is clear readable and ﬁcceptable, You

are responsible for prepdring a complete manqscnpt and submrttmg it in.an approyed format. If 4

neededz the Department of Education can provide information o style or method. . Y .

It is the opinion of the /epartmenot of ucatlon that mate‘nals publlshed under its aegls is the

author's work, and must remain so. Our editor’s _]Ob is toassist the author in saying what the ‘author

wants to say — in the author’s own way, ,Edrtors w1llxhange cobg( only for the purposes of improv-

ing clarity and retaining the author’s style throughont the material. Any substantive changes to

appear in print under the author’s name will have been seen, approved, and accepted by the author ‘

before pubhcatron - ! :
. & -

” 2 . I3

.

difficult task but this is not its purpose, It erl assisflyou’in doing a job that will reflect well on you .
as the author a professional, and meet the hlgh standards of the Department of Education. Follow-
ing these instructions will make possrble a plfblléatlon of whlch you can bg praud, and be of great-

est value to all who use it, o T AN
M \b . "
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AL B K
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c l GENERAL INSTRUCTIONS FOR MATERIAL DEVELOPMENT

-

L

M‘« P .r' < ~, ., - .
. . - 3% AT Y ’f .
Refere e Materials ) ' : ¢ "%A "
It ig the responsibility of the author to insure that only the most relevant and Jatest edition W/ )
referen.ces are used. When the choice’ of reference is left to yaur discretion yq'd' must select b

most suxtable and current.

If - collateral re’fenences\are to be mcluded as part of an instructjonal’

) package, only the ma;enal directly related to the subject is to be used. Supplemental material that
/ could be included, but may not be available locally, needs.to be ann&tated referenced and located
£.8., name of the pubhcatron na.rre of the. pubhsher SMERC ERIC, AIM, ARM etc.
) ) \

/

Useo opyrighted Matenal . . s

Authors sometimes plagiarize by borrowrng passages, drawrngs charts and data from previously
published matenal and tHen passing it off as theu own. Such practrcesmolate copyright protectron
laws, the rules of ethics, and could lead to lawsuits for yourself as well as the State of Alaska.

Authqrdshou]d present concepts and ideas in their.own fangudge and in terms the ultimate con-’
sumer will understand. S'}nphfy as much as possrble Avoid paraphrasmg or unnecessanly repeatmg

previously pubhshed mate,nal

~»

N

If previsouly published matenal is used give proper credit,to the source. “When the material to be .
quoted is more than a sentence of s0, written permission of the ziuthors or copyfight holders must {
be obtained. Submit the letter of permrssron to the Departnient of Education with the manuscript.
Written permission must always be requested for the. use of 1llustratrons photographs, drawmgs,
and the like. Utilize reference techniques and give the source such as the author'™aame, the exact ..

, title of 'the document, ‘the néme of. the publisher, ‘the place of publication, year pubhshéd and . coc
the page humber on which the borrowed material was found Be sure that the reference st )éyou ’
choose is conmsistent throughout your, manuanpt Sources for reference and footnote stgﬁf are

found in the bibliography of this manual.

£

These necessary steps %e not intended to discourage authors. Rather they are mtendedt
-scholarship and to prevent the possibility of legal action against the author and the Alaska

mgnt of Education. Pﬁtnﬁs
in Department of Education documents.

proper credit given. ir
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sion is not fequired to use quotations and ﬂlustratrons prevxously phnted
However, the ongma} source should be indicated and '
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R - T WARNING CONCERNING C?PYRIGHT RESTRIGTION ‘e
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t

o

~
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THE COPYRIGHT LAW OF THE UNITED STATES (FITLE 17 UNIfED sa‘é’s TES CODE)

GOVERNS THE MAKING "QF PHOTOCOEIES OR OTHER RE'PRODUCTIONS OF COPY-
» RIGHTED MATERIAL.  ~

.UNDER CERTAIN CONDITIONS SPECIFIED IN THE LAW, LIBRARIES AND ARCHIVES

ARE AUTHORIZED TO FURNISH A PHOTOCOPY OR OTHER REPRODUCTION. ONE.OF.

THESE SPECIFIED CONDITIONS IS THAT THE PHQTOCOPY OR OTHER REPRODYETION IS

NOT TO BE D FOR ANY PURPOSE OTHER THAN PRIVATE STNDY, SCHOLARSHIP,

OR RESEARCH.” IF A USER MAKES A REQUEST FOR, OR LATER USES, A RHQTOCOPY

- OR REPRODUCTION FOR PURPOSES IN EXFESS OF “FAIR USE,” THAT J séxg MAY BE

Use of Illustratwns in the Text -
Many types of illustrations can be used to support a written text Illustrations should be selected
Ao clarify or amplify tex,t but{never replace it. Glossy black-and-white’ pl}oto raphic prints or
black ink line drawings on whlte Dpaper are pre ferred, Black and white plcturgg and drawings clipped
oout of brochutes, journals, of books are, sometimes ‘used. However, they generally do qot repro-
duce well. Written permnssnon mus} be obtamed from the eopynght holder or puB‘H§her to Tproduce

suchmatenal T . ) Y ( ‘

2 the final draft of the manuscript, the authof should prepare a list of plan'ne(t
'with a title for each, mdlcatmg by figure number where each nllustratlon is intended

Before sub

to bé placed-in the text: An example is. ‘shown’ helow. T
- 4 t ° \9‘;? U . . l,
[ B 4 ' - c
, . ”, Figure' 1 to be placed here. _ .
' 4 , . . ' . -~ < F:
N - v !

e LY

The illustrations themselves should be located in their. épp;opriate place in the text, or numbered,

arrariged in order, and submitted in a'separate folder. . . o
Ongmal Writing o : ' i

"You fave been Selected as an author on the bdsxs of your expertxse and’ﬁcnbwledge The Depart-
, ment of E% ucation is .depending ypon you to share your experienye and knowledge of methods
iachmques and materials. You have thg responslblhty of communicating through the most appro-
pnz{te medxum and ¥y using pknn s1mple language and being careful and accuratq

LS P . -7

LEABLE FOR COPYRIGHT INFRINGEMENT. S\ .
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develop_ed drscuss it with appropnate program personnel in the Department of Educatlon

, . .
. N . ' . >

/\When developmg original material you should net r‘eiiera-te or paraphrase the contents of matenal

already produéed Major contributions will be. -your unique ideas, concepts, med1a techniques, and

intimate ﬁrst-hand knowledge of a specific subject "You should organize your thoughts into a bqef
*and orderly outline before writing. Develop each sectign of - the outlinesin whatever detail you feel

appropnate,,l@eepmg the text factual and the wntmg clear and simple. After the outline has been

i -
‘. o

O
If the Dep»argment of Educatxon suggests a spec1f“1c direction for the product e1ther m terms qf

conient g.rﬁeislgn ybu have an obligatjon to follow these dlrectlons ; .
. .. v L - R . buo s
- . - ﬁ%{ TP T ek
Organrzatlon of Topics ' . LT AN o ‘ 3
" .8Sme topics are self -contained, ang other times therr srgruﬁcance relles o readings, prekus know- ,

> ledge, or supplemental study matenals : . - b .
: Tl |

\ -— ~ - - - N
. Introductzon J An introduction is 1mportant in that it wrll let the reader know at the begmnmg
of a topic what is going to be covered. The i roff ﬁon Iis uSeful as you de\wlop the main ideas,

It should 1ntroduce the mam subject show

checked for accuracy after all oth e : ': atgepmpleted. §~ . L.

Text. A Written text is c@nstruc W’f )
heddjngs wed by their supporting parz raphs An’ example of the main headrng can be found
on pa GENERAL. INSTRUC’I‘IONS FOR MATERIAL DEVELOPMENT; a side heading,
Org nrzaéa\of Top,tcs runsin headmgs, Intrpductwn and Text are found on thlsyage )

' *
- .,

vff you constmct your toplcs using thls format you should be succesIsful Headings should be used

liberally. They help to ‘divide the larger, subject rnfdf,'qmaller parts that are .more easlly and quickly

read, making it easier for the reader to analyze and comprehend your ideas. If an idea is very

aompley sometimes an 1llustratron or table can be used‘,to cﬁn )' your statement or idea." A suit-
" able dras(vxng of photograph can be used to supplement an idea or statement reheve the ‘monotony

of reading; sohd complex matenal ‘and arouse interest.

Length of reading matenal may vary dependmg updn the complexrty of the subject being covered

-the an'tount of pertment readmg matenals m the references and texts, and reading lexel of the .
-~

»

consumer ‘ ' N . ’ - . P

N 9 ’
‘)
’ I ¥ -

/, andprov1de a comprehensive view. This ,' .
slofigsdp a wm slldes film or TV tape. Occasion- Jm

S

AL

\' Study assrgnment Text’ materiat in the topic.is typrcalLy followed by a study assrgnmem

oonsrstmg of additional readmgs Only those pages that specrﬁcally apply to the topic or major
_headrngs should be assigned. Ip general, study” assrgnments that relate to more than one major
eadmg shpuld be avoided. However, the o caslonal repeatlng of a readfng assrgnment may be

4 necessary or desirable for review purposes:+

Topics fbr discussion, It is desirable to develop top1cs, problem! or questions for dlSCUS-
sion in "the classroom. When this 1mmed1ately follows the study assrgnmenk it provides for valu-

. able d1§* Ussion of the most unportant ideas and principles. Interesting and pertment subjects

/A

o °

v
-




should be selected from your experiences. A hypothetical situation .may be partrcularly thought-
provokmg Such situations followed by .a carefully deslgned questlons can be ,very useful to the
instructor in leading digcussions, Generally, one to six problems or questions are sufficrent

e Studx guide. 1If a study guide is to be written it shotlld ¢ontain self- help exercises to help '
the reader determine whether or not the topic and dssigned reading are understood All questrons o
uséd’in the study guide must be based aqn the material in the topic or on assigned readrng

1t is suggested that the stu{l‘y guide section always begin on a fresh nght-hand page. Dependmg
upon the length and complexrty of th& topic and reading ass1gnments, 10 to 30 questions or pro-
blems should be ‘prepared. These questions’ can be of the “fill-in” type, with no more ‘than two
or three fill-in termg § per problem or statement.

°

4

For review purposes (and to also be included in the teacher’s answer manu'al) you should provide S
the fill-in answers for each study guide statement or questlons Indicate tb,e t1tle and page number . *
of the refenence-where the correct ‘answer can' be féund. L .

-
- .

Sometlmes exercises of a type other than fill-in can be used. The chorce of type is dependent to

some extent on the subject being treated and 1ts techmcalrtres Among these have been true/

false and written problem-solving exercrses arithmetical ca,]éulatlons, or sketcfung However, the .
. fill-in type is preferred . . .

? ) I ) o

Tests tend towards a more standardized fMt than those of review questions. They generally are .

made up of objective type questions, most often the mult1ple-chorce type. Typically, tests will . B
* have 10 to 15 multrplechorce questions for each top1c depending upon its length and complexity.

The objective type question is used mainly because it is Uelieved by some educators that they are ., -
* more easy to grade. _ , . '

Dependlng upon the nature and complexity of the toprc materia], diagrams arld sketches\can be
reproduced and then several mult1ple-chorce questions can be based upon the drawings. The writer
, must 1dent1fy the correct answer for each question in, a teachers answer manual if one is to be

provided as a condition of contract. . T . ¢
. o .
Indicate the reference and page number where the mformatlon for the questron and answercanbe . .
located. : X 1
. . - L .

Test questions, no matter what type must be based upon information contained in the text or in
"the study assrgrﬁrents A student will become very discouraged after Having studied lessons well
encounter difficult test questions that are not based upon the text readmg or the assigned study
material, ' . v
'Mannscnpt Style and Format

The manuscnpt must be_typed double-spaced, using a smgle s1de of an 8% x ll-1nch sheet of good /-
quality typing paper. At least one inch of margin should be allowed on all sides of the page. Typing ,
should be ) gi/bl,efand writing clear enough so that an editor can determine your intent. Be sure to
nimber the pages, indicaté the points at which the tables or figures are to be inserted (see, page 3

of this manual) and provide a numbered list of the tables and figures. If you wish; you might paste

»
L d
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_textual ‘references.
'submit them pasted

: Department of Education . . . ’

. sentence should come first. Sentenccs that give detail or make explanation follow. You%.n make

L4 . < ! - N

the tables.in the text/at the pomts where they best fit. Tables and figures should always refer to

1 illustrations should be marked withjan identifying number. If possible,
r-taped to an 8% x 1l-inch sheet ofj paper, with numbers and titles. All
illustrations and phofographs must have a title in addition to the identifying number. The credit
- line for borrow., ﬂlustr}aons should‘ be taped at the bottom of the page on which they appear.
* The written permxssion .to use them should be mcluded with the manuscnpt when it is sent to the

’ ! ' ¢
Headings for Written Publications
To some extent final headings are deve10ped by the editor However the author should divide the
matenal adequately and should shqw organization through the use of pertment or suggested head-

\

’ !

¥

Senténce and Paragraph Construction o . \/
Seatences should be relatively short simple in constructlon and clear in meaning If the writer gs
not really skillful at constrycting complex sentences, it will be.better to communicate with fairly
short, simple sentences. Students generally are accustomed to simple, uncomplicated writing.
The subject-verb-object word order is preferred, with iodifiers being placed as closely as ‘possible
to the word or words that they modify " .

£

Effectlve paragraphs are made up from the type of sentences discussed. The “t0p1c or main”

paragraphs more effective by insuring that sentences are acrequaély connected with co tions
and conj'unctive adverbs that show relationshlp and logical connection. L A
. . A 1y

s \

ADDI’T@NAL SUGGESTIONS FOR-THE AUTHOR

.-
. b +

No matter how talented or experienced, authors must admit.that writing is not an easy task but

" involves conscientious congentrated effort over a relat1vely 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 agthor’s objectives, and it may not
be the most unportant one. Production can be.measured easily in terms of quantity, but, perhaps
the most 1mportant 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 is the ragg individual who
can produce an acceptable manuscripf qn the first draft. Therefore, any writer will need to rewrite
(perhaps Several times), proof, correct, edit, and do a final reading of the manuscnpt before achiev-
i good quality e s ,‘

- [

©

. Writers should be critical of their own writing. It is also ﬁelpful to share thie draft manuscnpt w1th
colleagues for critical comments. Writers and critics should 3sk themselves these questions

1. Have'[said whatl wanted;td say? . :
2. Should I have added more information? - 0 . ' .
. S |

.
S
3 . - » .
. e ) ‘
- -
. . R .
N Saeot R . .
. . .

-




o 3. _Are all my statements factual and are they verifiable as facts"'
4,.~ Areé my terms consistent? . . ) . ..
5. 'Have I written with simplicity and clarity? ' . _ L
o 6. Have I written on the level of the potentral reader? ° ' . .
7 I need 1llustratrons to clanfy or amplrfy drfﬁcult points or concepts‘h : . . ) |
8. Have I checked ‘the spelling of all words of which T ain not 100 percent certain? "W
f . L 2 . - ‘
. Other'important questions could be aske,d,and perhaps some will occur as you analyze yo'ur viio“rk‘
objectively. Perfection in the final manuscript is,certainly not expected, but honesty and effort is
. . expected. Such éfforts girould bring fairly good quality, especially if this manual is followed. ~
‘ S - o
The writer shéuld not,be overly concerned with such composition mechamcs as *punctuatron and
capitalization. Rather, the writer should be concerned mainly with getting the mferwon.down in
v Qmple, clﬁr»and concise language. A good rule to fol[o\v is “State the idea so that it cannot be
misunderstood.” = - s o ' '

« -
AN < N
' -
1 A ° -
5 N
- N e & .

v & , .
STANDARDS FOR PREPARATION OF INSTRUCT/ TONAL MATERIAES )

.The following minimum standards mPA't be used by authors in the preparation of manuscript
: " 4 %

* tmatérigl.’ | . Y S ‘ ‘,
N /e . ; - : ~—r ‘ Lo \
e ) 1. Outhne of the manuscript content. ’ ! ' SRR '
, / w 3. Use only the latest editions of referenced textbooks pamplets, and dther source materials.  « :
oo 3. Insure‘that the manuscript material 3 accurate and consistent with what is said in the r
s/ reference and other source materials, ~ ' . T
e 4. Type all material (double spaced) to make easier evaluatron and editrng possrble R

5. 'If illustrations are to be used subm\rt glossy 5" x 7" prints or larger, “clear inked sketches, : -
or clear pencrled sketches. Lrst the illustrations by humber and title indicating where in
the manuscript they are to be u,sed Originals of drawings and photos can be reduced or '_ 1
enlarged before going to print. ™ -
6. Give. specific directions for material that may need special treatmentin the final document
.+ 7. If copyrighted or borrowed material (including illustrations) is used, obtain the wntten
¢ permission of the c0pyr1ght holder and submit the original of the letter with the
’ seript. If this is not possible, at least provrde the exact source of the material. Infnnge-
ment of federal copyright laws can bring severe penalrtres upon you, the wrrter and the
’ Alaska Department of Education. ' s
S 8. Submit a complete bibliography identifying matesials from whrch assrgnments have been
made. Also iiclude references that should be kept'in the library. "Each bibliographical
] item must include the &uthoi’s complete name, book title, publisher’s name, place of
- publication, edition, date, ahd address of publisher.. Be. ‘3ure that brbhographrcal style
is consistant throughout. / - 4 . 5
9. Check reading assignments and references for relevancy andaccuracy.
10. Base all multiple-choice questions on the text or the aSS1gned readmg matenal The

number of questrons must- be adequate to cover the material in the topic. ; ’
_ oL 11. Indjcate correct answers te exercises and questions, mcludmé sources wrth exact page 7 .
' 1\ numbers where the answers can be found, - . . ) .. Toe )
) 12"& Validate study gurde and questrons agamst the assrgned study materials. "~ = - i -




. ’ DEPARTMENT OF EDUGATION ,
3 . ‘A-REVIEW PROCESS FOR‘ INSTRUCTIONAL MATERIALS
~ ot ’ o -
: © " Public Information Section ‘ ST ' -
' : 3 : ' . » s v : . -
) 1 Copy edxtmg the manuscnpt The purpose of &by edrtmg is to prepare the manuscnpt h
- - 50 ‘that the printer copies it exactly the way the author and the Department of Education
wishes the pubhcation to appear m print. The -functions of capy edttlng are as. f'ollows. B
. a. 'Legxlxlzty .Every letter of every word must not only b\;eadable but so %ulekly and .
* easrly read that' the printer ,can concentrate entrrely upon the technlcal job of type- C
setting without worrying about what the author meant, to write.s 1f too many correc-
. tiofis and insertions have to be made in the draft manuscript’ those portlons of the manu- )
: scnpt should be rety}ﬁ in 4hie clean copy form. If the manuscript isin a h eless L
condition when it is first received. by the Department the author/shoul resubfnit the
manuscript in better form. The requlrement of leglbxhty applies also to not®s of mstrge- o
e ¢ . . . /
’tlon to th pnnter o . . (""‘
. b, Consistency. The Depar?ment of Education uses the Associated Press ‘Style Book as -
{ ‘ a guide for style. ~The capy editor is responsiple for seeing that the manuscript has '
. consistancy from beginning to end. The followmg areas are partrcularly susceptible to \
errors:  Spelling, trahshteratlon punctuation, abbreviations, alternate forms, uniform -
. style for auxrhary material sgch as tables, footnotes, mathematical, chemical formulas, . -
. *  legends under illustratiops, et cetera, capltahzatlon compoundlng words, syllable division, L

. ' andtheuseofltahcs . . . . . ,,b -

. - . >
. \

s ) N . -
¢. Grammar. One of the copy editor’s’major responsibilities is to make suge that'the
. - : - grammar is eorrect in the manuscript before it finally goes to,the printér. T
d Clarity’ &znd style The delicacy of the copy editpr’s job in dealing with grammar is .
s shght compared w1th what mast be done to make the author’s meaning clear when the .
authpr has not done that Job properly If there is nothing actually incorrect in what
the manuscnpt says e author may be 1nd1gnant about any changes unless the reason for T«
- T change is patrently explained. Authors are more sensitive to the style of writing. ‘Authors |
tend to feml that style is*a- basic' part of the author’s work. Some authors feel‘that a B o
manuscnpt should not be accepted unless the wntmg style can be accepted w1th 1t
e. Factual Accuracy. Thls part of the copy editor’s job is another one of those for which =~ |
| ' it }s most difficult to draw rules. The copy editor does not have, the time to check every ) =
fact in the book but a good copy editor. needs to develop a “sinth sense” that would
- " lead towards the check of statements which appear suspicious., If the copy editor finds
! \ excessrve errors in the manuscript or initial preduction draft, it is the responsrb),llty of
F’ the copy editor to determine that the manuscript is so_unsound that it must be sent” - .
back to the author or handed over to a- specrallst for a complete revision. ) o,

4
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, Program Unit Igesponsibilities S X L

IS LI

T f Legalzty and propnety Many of the questions about legahty and propmety of a mang
script w1ll have to be- cOnsrdered and answered before a manuscnpt is fmally accepted
for pubhcatlon It is the copy editor’s responsrblhty to the Departnienj of Educatiop
to watch m detall- for anythingin the manuscript that might be 'contrary to. decency
and propnety, the laws of the State, and policies- ¢ ef the Department of Educatlon*

‘g, Productzon and detdzls

manuscnpt is really 10Q percent complete for productlon This includes title page;’
table of Qntents preface, footnotes; 1llustrat10ns, legends for 1llustratlons, maps or
" charts; . chapter headings; ' bibliographys . glossary; tables; et cetera. It is also on€ of*
the copy edrtors-rmportant jobsto prov1de appropriate instructions to the pnnter regard-
.ing size and kind of typ , length of type line, spacmg between lines, and other matters,
~of product desrgn.’ ; ) . .

-

- N e . re.

: \’ R . . . . » .
. .

‘e
1. Ongmate and approve an idea for publication, determine What the pubhcatlon »ﬁll be by °
deciding upon the purpase of the work, the audjefice to which it will be, dlrected and-its

M
~

Itgis the copy editor’s major respon51b111ty to msure that the _.

SCOpE... + » ~ .

T al
terial "bntent and media approach "

\ . f

¢ Ral

>

L4

* N
A -

g .

Appoirit an educatlonal advisory commitfee to rewewathe\contractor s proposal, ma-

. .
<

e [

Firss (eadmg Appmnt sbmeone in “or outsrde of the Department of Educatroh .for
'samphng and. ove rview, the purpose of which is to decide whggher the Dgpartment ef
Edu%tron should sendusly consrder the material prepare When an outmdz reader is .
_ appointed the reader, should be a sp idlist in the subJ/e‘ct matter bemg presented, an

-selection of a re}der is, onq_nof the program unit’s- most 1mportantJobs when it has

. cOntracted with 'an md _1dua1 or agency for the development of matenal to ba re-

leased to the,genera blic ovér the name of the»Department of Education.

" careful selection”f der is uséful in two ways: 1) it provrdes special“talents the

. v ‘Department does not have on its own sta£f and 2) is provides other; points of view
to torrect or confirm opinions of‘Department,staff ) .

oA -

2. Providevad;;quate _budget for material deVelopme_nt, publication and distribution. _ ¢

- 4

LY

a.

3. Determme who W111 prepare the ﬁnaLmanuscnpt author or edltor "

v

Prepare appropnate contracts and agreements.

Y

~ ® -

»

.4 Determine early whether the finished mateual W1ll be s

the division dlrector mformed of progr:ess

v
‘"

»
.9

- £ -~ '.'
L | . . 12

——

uBml ed for pubhcatlon inform-
irig the Department of Education’s Pubb,c {nformatlon Sect1 of this decision, and keepmg

%,

2 - ‘ . e v ¢
B f

_ authority on publicatjon styie, or having some*other special quahﬁcatlons Careful

A

»




. . 5 Provide the drvrslon du‘ector ‘with sufficient 1nformatlon to makeé a Judgment on the
R ST ﬁnancral feasrbihty of the publication. . e - v ‘e

‘. - . ‘3
Ce " 6. Make cerfam the manuscnpt submitted is as..complete as possible and. free from sexlst .
-« ! language. . - ! N T Lo

.. .
¢ " N - . - -
N . Iy

, .a. Submlt\he draft manust:npt for review and- comrﬂent to the program manager respon-
RN : sible for ehmmatmg Sex bras/sterotypmg . D ‘.

= N . .
v 1 s . ' N

* » N o /
~7." Permit ‘the Publrc Informatg)n Sectron to~ exercrse the normal edrtmg and copy-editing
: . responsrbrhtles ofa pubhsher o7 - T - :

‘
M ®
- LI
. Q

. B a. Insure that appropriateé copyright releases have been obtained.

» “
+ - <

¢ A

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

”~ . -

. A . . ‘
.

. .

9. Answer queries of the editors raised in the editorial process and read proof ona timely.

basis. . .

> -

: .
-

.‘ " ‘ _‘ 10. Make provisions for‘the preparation of an index for any pl_lblication that requires one.

> K . - . .
* 11, Avoid premature announcements agou,t pu_bhcatlons publlcatlon dates, quaptrty, dis-
A tnbutlon etc. PR . o '

) 3
v . B
. - | '

" - 12. Assist in the distribution of materials. ) < B e o
. - . i. . e o P 4K Lo
. ’ . o . o .
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v
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