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FOREWORD

lications prepared and distributed by staff
IS of the Texas Agricultural Extension
B continue to be very important in com-
ing useful information to Texas citizens.
yrepared publication can be an efficient
gctive means of communicating timely
ptual information to large numbers of

hsion publications provide a bridge of
fication from the mind of the writer to the
feading the material. Each writer must
'both the purpose of the communication
leader's needs. It is not enough, how-
write something so that it merely can be
ie degree to which communication oc-
pends upon the degree to which the
epresent the same meaning for the
S they do for the writer.

ications can play a key role in developing
ying out Extension educational pro-
Effective printed materials provide
natter information to support programs
fforce other teaching methods and tech-
‘They also provide enduring reference
Lof information for staff and clientele
levant facts are needed.

L./ e / pa

Daniel C. Pfannstiel
Director



STEPS IN PREPARING
AN EXTENSION PUBLICAT

The preparation of materials for public
an important responsibility of Extension
matter specialists, as well as other headt
staff members. Experience has shown tha
supporting publications exist in a progra
specialists and county Extension agents arg
achieve greater educational impact and &
more desirable changes in people. 1

Because time, effort and funding req
produce an Extension publication are sig
first give careful thought to determining itg
You can do this through:

e Personal knowledge in your specific
e Requests from Extension agents an
clientele; :

e Conferences with your Extension
leader, administrative supervisor, dep:
head, co-workers and research count

e Review of current publications avalil
avoid duplication of subject-matter

PROCEDURE FOR OBTAINING APPF
OF NUMBERED PUBLICATION

NEW PUBLICATIONS

See Section 1, D-210, Approval Form fi
lishing Materials. Fill in the blank labale
submitted.” (This means the date your a
form and outline or rough draft is submitted
project leader.) In the blank labeled “Priori
fill in the priority number that corresponds
listed for this specific publication on your
D-503C, Publications Planned. There alf
blank which should indicate the “desired
date.” This date should correspond to that inf
in the D-503C, Publications Planned. This il
tion will be helpful to all individuals involve
approval process.



Section 1 of the D-210 is completed, a
loutline or rough draft of the contents should
ghed. At this point, you may need to visit
yith your project leader, department head
ipplicable) and supervisor concerning the
lion’s purpose, content and target audience,
88 possible approaches in writing and illus-

nference with the associate editor-publica-
put editorial assistance and methods of pro-
i encouraged to clarify steps in art and
production.

psion authors should always indicate how
psed publication cost is to be paid. Blanks
i 1 provide space for this information. (For
, Expanded Nutrition Program materials
led from a budget that is allocated specifi-
this program. The blank labeled “other”
@ used in this instance.) For publications
It of the publications fund, check the blank
‘TAEX."

nes, authors may want to investigate the
ly of special grants for underwriting the cost
gtions. This procedure should be cleared
appropriate supervisor.

re proceeding to Section 2 of the D-210,
be working with an assigned communica-
ialist-publications (editor) to mutually
Jetailed plans for the manuscript and illus-
aterial. Specific art and printing specifica-
be confirmed in subsequent steps through
lerences with the assigned editor, artist

) proposed publications appear likely to in-
lunusually high expenditure, the assigned
Il obtain a “pre-estimate” based on tenta-
ifications, and forward the D-210 file to the
| office. The Director’s initials in Section 2
ate the probability of final approval, based
le specifications and a cost quotation. If
tor declines to initial in the designated
Section 2, the author and editor will seek
g specifications to lower the cost or the
@y elect to withdraw his request.



In Section 2 of the D-210, certain steps W
been taken before signatures are requestet

e The copy will have had editorial treatm
will have been checked thoroughly®
author and co-workers as deemed neg

e Final plans for illustrative materials, if
the cover design, will have been mat

The necessary approval signatures in Sg
include those of your project leader, dep
head (when applicable), administrative Su
and the assigned editor (to show that editori
has been made).

In Section 3 of the D-210, the assigned
tions editor will list specifications and cg
printing the publication. Editorial approval
indicated by the signature of the associaté
publications. Once this section is comple
manuscript, attached to the set of D-210'§;
forwarded immediately to your administra

pervisor.

Section 4 of the D-210 must be comple
fore full authorization can be given to proce
plans for reproduction. The signatures req
this section are those of your administrative
visor, the director of Extension and the &
director for fiscal affairs.

The next step is the assignment of a
order number in the fiscal office, after wh
entire manuscript file will be sent to the a
editor-publications. Publication approval datg
recorded in the publications office and the filg
delivered immediately to the assigned edit
will be contacted when proofs are availables
may request both galley proofs and page p

REPRINTS AND REVISIONS

1. The author will receive four copies of
Notice of Low Supply of an Extension Pub
from the publications office when the curren
is low.

2. The author should complete immediv
lower part of D-778, indicating recommer
for reprinting, revising or discontinuing.



he author should send a copy of D-778 to his
leader, supervisor and the associate editor-
jons. One copy should be retained for his
mpleted copies of D-778 do not constitute
ation for publishing.

Jublication is to be reprinted or revised, the
hould prepare the manuscript and submit
ies with five copies of D-210. A copy of the
ent issue of the publication should be at-
Dthe D-210's. For reprints only, the project
id supervisor may elect to sign the D-210's
ns 1 and 2 and 4 at the same time. A his-
e reprint or revision will be provided by the

NUMBERED MATERIALS

i unnumbered materials require approval
mmediate supervisor and by your project
Sections 1 and 2 of the D-210. A copy of
jal must accompany the D-210 form.

lowing are examples of unnumbered ma-
ich require D-210 approval:

"‘production of letterheads and newsletter

thes by individuals other than Extension
Ders

gedings, programs, tickets, name tags,
stration materials for workshops, seminars,
nferences, etc.

, flip charts, maps

m-made covers for in-shop produced ms-
m-made binders for looseleaf materials
ionnaires and surveys

puts or mailouts for short-term use (not
teaching plans or examples of teaching

jals for organizations and groups outside
Agricultural Extension Service.



If further approval is needed because ¢
funding, editorial assistance or specificati
require production assistance outside Ext
reproduction and distribution facility, conta
lications editor.

SCHEDULING PUBLICATIC “

Normally, it requires about 3 months f
scripts to be produced in final form, ready
ery. The complexity of each proposed p
and unavoidable delays along the way mi
possible to set definite benchmarks for:
Refer to your copy of D-503C, Pub
Planned, for the estimated dates in colum
F. Unplanned publications or materials ma
receive lower priority, depending upon the
of the need and the situation.

To correctly fill in D-503C, please refer
Supplement (Instructions for Complel
D-503C for State Planning Units in Prep
19__-__ Annual Plan of Work), a copy of¥
companies the Plan of Work form when it
out.

JOINT AND CO-AUTHORED
PUBLICATIONS

1. If a manuscript is to be published
two or more services, approval from Exie
its participation must be obtained by folle
same steps as for an Extension publicatig

2. The cost will be borne proportionat
services involved, according to the n
copies purchased by each.

3. Co-authorship in manuscript prep
encouraged where it strengthens and expé
tension publications.

4. Appropriate acknowledgments of
tions to Extension publications will be

5. While research provides the bas
tent, rarely does an Extension publicat



e specific research effort. Courteous con-
bn of fellow professional workers should de-
acknowledgment other than co-authorship.

HASE OF OUTSIDE PUBLICATIONS

nsion staff members desiring to purchase in
'a publication produced by another Exten-

lir project leader, department heads and
ors. The publications office can assist in
ting appropriate copy for franking privilege,
pplicable, and giving editorial instructions
urce of the publication. For the purchase of
publications, a D-754, Request for Equip-
Expendable Supplies, should accompany
10 and copy. A purchase order will be is-
the fiscal office of Extension following ap-
i the proposed publication by the Director.

INSTRUCTIONS FOR TYPING
" MANUSCRIPT COPY

lways type double-space on one side of an
finch sheet of paper.

low at least 1 inch for margins on all sides.
opy for cutlines should appear on a sepa-
et of paper, with numbers corresponding
penciled lightly on the reverse side of the
ins. Sketches for art should be on separate
fpaper rather than placed within the copy.
opy for each table should appear on a sepa-
X 11-inch sheet of paper.

0 not attempt to arrange illustrations in the
anuscript. The publications editor will work
Fauthor concerning placement of art and
ayout.

ie Department of Agricultural Communica-
lows primarily the style of writing in the
lernment Printing Office Style Manual.



A TEST FOR YOUR PUBLICATION

Make It Useful

Write to fit a reader’s need; to answer his qu

tions; to inspire his imagination. '
Be accurate in your statement.
Be reliable with your information.
Write in readable style.

Make It Beautiful

Keep your copy balanced as to length.
Provide clear, sharp photographs.
Offer clever ideas as to art work.
Keep to one style throughout.

Make It Keepable

Design your publication to
file in a notebook
or
place on a bookshelf
or
hold in the hand
or
attach to equipment
or
remain on a desk.

Make it durable, both as to content and

(Adapted from a release by Lorin F. Wheelwri
1957, American Association of Agricultural
lege Editors convention consultant on pub
tions.)

10



b

b Paragraph

Meaning

- Capital letter

Paragraph

~ Lower case

Delete letter

] »fTranspme words

- Transpose letters

Set in type, though
marked out

- No paragraph

How used

E COPY EDITING SYMBOLS

Result in Print

Proper use of

reamns’q?.\lml
farmers prefer

reasons. l Most

farmers prefer
Rows Should be

. .’\
this lnl/llult‘
=

lminu(r this |
this ntﬂnc

o 2N
this fa rmer
~

@

(<
Classes begin

o[

Results:

j 5 attended
6 called

Results:
5 attended
6 called

11

PROPER USE of

reasons.

Most farmers prefer

reasons.

Most farmers prefer

Rows should be
this minute

this minute

this minute

this farmer

5 quarts

5 qt.

this very minute

soon. Classes begin

Total

Results:
5 attended
6 called

Results:
5 attended
6 called



Educational programs conducted by the Texas Agricul
tension Service serve people of all ages regardless of
economic level, race, color, sex, religion or national origi

Cooperative Extension Work in Agriculture and Hom
nomics, The Texas A&M University System and thell
States Department of Agriculture cooperating. Distributeg
therance of the Acts of Congress of May 8, 1914, as a
and June 30, 1914.
700—2-77, Revised
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