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FOREWORD 

lications prepared and distributed by staff 
of the Texas Agricultural Extension 

continue to be very important in com­
ing useful information to Texas citizens. 

prepared publication can be an efficient 
effective means of commun icating timely 
factual information to large numbers of 

sian publications provide a bridge of 
ication from the mind of the writer to the 
reading the material. Each writer must 
both the purpose of the communication 
reader's needs. It is not enough, how­

to write someth ing so that it merely can be 
The degree to which communication oc­
depends upon the degree to which the 

represent the same meaning for the 
as they do for the writer. 
licatians can playa key role in develop ing 

carrying out Extension educational pro-
. Effective printed materials provide 

1II'T_1'n!:lTTOr information to support programs 
other teach ing methods and tech­

. They also provide enduring reference 
of information for staff and clientele 

relevant facts are needed. 

d~/~'~U-
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STEPS IN PREPARIN 
AN EXTENSION PUBLICATI 

The preparation of materials for pu 
an important responsibility of Extension 
matter specialists, as well as other h 
staff members. Experience has shown that 
supporting publications exist in a program 
specialists and county Extension agents are 
ach ieve greater educational impact and to 
more desirable changes in people. 

Because time, effort and funding requ 
produce an Extension publication are sign 
first give careful thought to determining its 
You can do this through: 

• Personal knowledge in your specific 
• Requests from Extension agents and 

clientele; 

• Conferences with your Extension 
leader, administrative supervisor, 
head, co-workers and research cou 

• Review of current publications avail 
avoid duplication of subject-matter 

PROCEDURE FOR OBTAINING APP 
OF NUMBERED PUBLICATIONS 

NEW PUBLICATIONS 
See Section 1, 0-210, Approval Form for 

lishing Materials. Fill in the blank la led 
submitted." (This means the date your 
form and outline or rough draft is submitted 
project leader.) In the blank labeled "Priority 
fill in the priority number that corresponds 
listed for this specific publication on your 
0-503C, Publications Planned. There al 
blank wh ich should indicate the "desired 
date." This date should correspond to that ind 
in the 0-503C, Publications Planned. This 
tion will be helpful to all individuals involved 
approval process. 
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Section 1 of the 0-210 is completed, a 
outline or rough draft of the contents should 

. At this point, you may need to visit 
with your project leader, department head 
applicable) and supervisor concern ing the 
on's purpose, content and target audience, 

as possible approaches in writing and iIIus-

conference with the associate editor-publica­
about editorial assistance and methods of pro­

is encouraged to clarify steps in art and 
production. 

ion authors should always indicate how 
publication cost is to be paid. Blanks 

1 provide space for this information. (For 
Expanded Nutrition Program materials 
from a budget that is allocated specifi­

to this program. The blank labeled "other" 
be used in this instance.) For publications 
out of the publications fund, check the blank 
"TAEX." 

times, authors may want to investigate the 
ityof special grants for underwriting the cost 

ons. This procedure should be cleared 
appropriate supervisor. 

proceeding to Section 2 of the 0-210, 
be working with an assigned communica­

specialist-publications (editor) to mutually 
detailed plans for the manuscript and iIIus­

material. Specific art and printing specifica­
will be confirmed in subsequent steps through 

with the assigned editor, artist 

proposed publications appear likely to in­
an unusually high expenditure, the assigned 
will obtain a "pre-estimate" based on tenta­

lPeCificcltiolns, and forward the 0-210 file to the 
office. The Director's initials in Section 2 

the probability of final approval, based 
specifications and a cost quotation. If 

declines to initial in the designated 
in Section 2, the author and editor will seek 

speCifications to lower the cost or the 
may elect to withdraw h is request. 
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In Section 2 of the 0-210, certain steps 
been taken before signatures are requ 

• The copy will have had editorial 
will have been checked thoroughly 
author and co-workers as deemed n 

• Final plans for illustrative materials, i 
the cover design, will have been m 

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

In Section 3 of the 0-210, the assigned 
tions editor will list specifications and 
printing the publication. Editorial approval 
indicated by the signature of the associate 
publications. Once this section is compl 
manuscript, attached to the set of 0-210's, 
forwarded immediately to your admin 
pervisor. 

Section 4 of the 0-210 must be ""1'11, .... 10. 

fore full authorization can be given to 
plans for reproduction. The signatures 
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 
entire manuscript file will be sent to the 
editor-publications. Publication approval 
recorded in the publications office and the file 
delivered immediately to the assigned 
will be contacted when proofs are available. 
may request both galley proofs and page 

REPRINTS AND REVISIONS 
1. The author will receive four copies of 

Notice of Low Supply of an Extension 
from the publications office when the cu 
is low. 

2. The author should complete immed' 
lower part of 0-778, indicating r'Ql"rlmn,orv! 
for reprinting, revising or discontinuing. 
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The author should send a copy of 0-778 to his 
leader, supervisor and the associate editor­

ns. One copy should be retained for his 
Completed copies of 0-778 do not constitute 

tion for publishing. 

a publication is to be reprinted or revised, the 
should prepare the manuscript and submit 
les with five copies of 0-210. A copy of the 

issue of the publication should be at­
to the 0-21 O's. For reprints only, the project 
and supervisor may elect to sign the 0-21 O's 

1 and 2 and 4 at the same time. A his­
the reprint or revision will be provided by the 

editor. 

APPROVAL PROCEDURE FOR 
UNNUMBERED MATERIALS 

unnumbered materials require approval 
immediate supervisor and by your project 

In Sections 1 and 2 of the 0-210. A copy of 
ial must accompany the 0-210 form. 

following are examples of unnumbered ma­
which require 0-210 approval: 

lal production of letterheads and newsletter 

es by individuals other than Extension 

.. ..."n,rrl_rn",r,n covers for in-shop produced mfl-

IlIIO:Tnm_rn~ rlQ binders for looseleaf materials 

naires and surveys 
ts or mailouts for short-term use (not 

teaching plans or examples of teaching 

'als for organizations and groups outside 
Agricultural Extension Service. 
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If further approval is needed because of 
funding, editorial assistance or specif 
require production assistance outside 
reproduction and distribution facility, 
licaUons editor. 

SCHEDULING PUBLICATI 

Normally, it requires about 3 months 
scripts to be produced in final form, ready 
ery. The complexity of each proposed 
and unavoidable delays along the way 
possible to set definite benchmarks for 
Refer to your copy of 0- 503C, Pu 
Planned, for the estimated dates in colu 
F. Unplanned publications or materials 
receive lower priority, depending upon the 
of the need and the situation. 

To correctly fill in D-503C, please refer 
Supplement (Instructions for Comp 
0-503C for State Planning Units in 
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 
its participation must be obtained by 
same steps as tor an Extension publ 

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

3. Co-authorsh ip in manuscript 
encouraged where it strengthens and 
tension publications. 

4. Appropriate acknowledgments of 
tions to Extension publications will be 

5. Wh ile research provides the 
tent, rarely does an Extension publi 
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specific research effort. Courteous con­
of fellow professional workers should de­

edgment other than co-authorship. 

E OF OUTSIDE PUBLICATIONS 

ion staff members desiring to purchase in 
a publication produced by another Exten­

or institution should discuss the matter 
project leader, department heads and 

The publications office can assist in 
appropriate copy for franking privilege, 

icable, and giving editorial instructions 
of the publication. For the purchase of 

ications, a 0-754, Request for Equip­
dab/e Supplies, should accompany 

o and copy. A purchase order will be is­
the fiscal office of Extension following ap­
the proposed publication by the Director. 

RUCTIONS FOR TYPING 
MANUSCRIPT COpy 

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

at least 1 inch for margins on all sides. 
for cutlines should appear on a sepa-

of paper, with numbers corresponding 
led lightly on the reverse side of the 

Sketches for art shou Id be on separate 
paper rather than placed within the copy. 

for each table should appear on a sepa-
11-inch sheet of paper. 

not attempt to arrange illustrations in the 
'pt. The publications editor will work 

author concerning placement of art and 

Department of Agricultural Communica­
primarily the style of writing in the 

nt Printing Office Style Manual. 
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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 equ ipment 

or 
remain on a desk. 

Make it durable, both as to content and 

(Adapted from a release by Lorin F. Wh 
1957, American Association of Agricultural 
lege Editors convention consultant on publ 
tions.) 
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SOME COpy EDITING SYMBOLS 

Capital lelt{'r 

ParagTaph 

lOl\er ca~e 

Delete letter 

Trampo\e "ord., 

Trampo~e leller, 

(Io\e lip space 

Spell Oul 

Proper me of 

reasonsiP'fo\t 
Carmen prefer 

reason~. I :\lost 
Carmen prefer 

'7'\ 

this mfllute 
\.:; 

I minute Ithis I 
thi .. 1T~.He 

this rDmer 
"'-/ 

PROPER USE of 

f{'"sons. 
:\fo~t farmen prefer 

reasons. 
:\lost farmers prefer 

Rows should be 

this minute 

this minute 

this minute 

Ihis farmer 

5 quarts 

Abbrc\ iale 5~art0 5 qt. 

St't in t}pe, though thi~~ this 'ery minule 
mar!.t'd out 

• 0 paragraph 'a?a soon. Classes begin 
Classes begin 

Center ]Total[ Total 

Indent right Results: Resuhs: 
] 5 allended 5 allended 

6 called 6 called 

Indent left Results: Results: 
5 attended [ 5 allended 
6 called 6 called 
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Educational programs conducted by the Texas 
tension Service serve people of al/ ages ,.or,:;,,.,"/I,,,., .. 
economic level, race , color, sex, 

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