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NOTE.

The first pamphlet containing suggestions to aunthors for the
preparation of manuscript intended for publication by the Geological
-Burvey waa published in fanusry, 1888. This pamphlet was revised
and reprinted in 1892, In 1904 the Survey published suggestions
for the preparation of geologic folioe, and in 1906 suggestions for the
preparation of reporte on mining distriets. All matter of present
value that was included in thess publications, with much additional
material, has been incorporated in the pamphlet here presented, The
first edition of thiz pamphlet was published in 1908. The edition
now published eontaine some new material and diseusses in greater
detail several auggestions that were made in the firet edition. In the
compilation of hoth aditions valuabla aid has been rendered by Mr.
Bernard II. T.ane, nssistant editor.

. M. W.
JuLy, 1913,
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SUGGESTIONS TO AUTHORS.

CLASSES OF PUBLICATIONS.

The publications of the Geological Survey consist, besides topo-
graphic maps and miscellaneons cirenlars and pamphlets, of (@) annual
reports, relating chiefly to adminisirative affaire; (J) monographs,
exhaustive treatises on restricted or special subjects; (c) professional
papers, mainly of a technieal character, adapted to larger illustra-
tions than can be conveniently put into bulletine; {d) bulletins, the
most numercus class; comptising sl! papers not assigned to one of the
other classes; () water-supply papers; (f) annual statistical volutnes
on mineral resources; and {g) geologic folios. If it seems doubiful
whether & particular paper should be published in one or another of
these classes, the author may make s recommendation, and the chicf
of branch, when ha transmita a paper, will state the class in which it
should be published.

COTRSE OF MANUSCRIPTS.

Every paper shonld be transmitted to the Direetor by the chief of
the branch in which it originated, whose recommendation for publi-
cation will be regerded as an approval of the paper from a scientific or
technical point of view. If a paper originating in one branch, say the
water resources, containg matier pertaining to the work of another
branch, say the geclogic, the chief under whom the paper originated
should, before transmitting it to the Director, refer it to the chief of
the other branch for approval (after revision if necessary) of the por-
tion germane to the work of his braach.

When s mavuseript is received it will be referred to the editor,
who, after giving it a preliminary examinstion and ascertaining that
it is complete in form and ready for his action, will lay it before the
Direetor for his personal consideration. ‘When the Director approves
the paper for publication he will retum it to the editor for critical
examination and preparation for printing.

The final editorial work is largely literary snd typographic in
character, It includes suggestions to the suthor concerning the
correction of faults or errore in grammar or rhetorie, in paragraphing,
or in arrangement of matter—in short, suggestions affecting correct-
ness, clearness, and conciseness of expression. It eomprizes also the
examination of many other details, such as the eharacter and grada-
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i1 AUGGESTIONE TO ATTHORS.

tion of headings, the form of footnotes, the use of geographic and
geologic names, the form of tables and seetions, and the warious
minutis of printing, including sizes and styles of type, capitalization,
punctuation, epelling, and other features of typographic style. The
determination of many of these details is made in accordance with
prescribed rules, such as those of the Government Printing Office
Style Book, or mandatory decisions, such as those of the United States
Geographic Board or of the Survey's committes on geologic names,

After editorial revision the manuseript will be returned to the
author whencver practicable, in crder that he may examine the
puggestions or corrections made. If any of the editorial changes
seem to him to be inadvisable, he should eonfer or correspond with
the editor and endeavor to reach an aprecment without delay. If
the edited manuseript is neceptable to the author, he nead only write
his initials and tha date on the back of the title-page.

FORM AND FEATURES OF MANUSCRIPT.
METHGD OF WRITING,

It is bad practice, especially for young writers, to dietate offhand
from field notes, with the intention of rearranging and polishing
the typewritten material thua obfained to form a final report. Re-
ports prepared in this way slmwost inveriably bear indications of
slovenly work, As far as possible, the final writing should be pre-
ceded by a complate study of materia!. This study should include
examinations of specimens and samples collected and the prepara-
tion of maps, sketches, and photographs for illustrations, . During
this preliminary study notes and memoranda should be made in such
form that they can be soried and clussified under the different sub-
ject heads adopted. '

LE

THE BEST PRINTER'S ‘‘CoPpyY.”

The best ‘“‘copy™ for the printer s typewritten matter on letter
paper (sheeta about 8 by 104 inches) of ordinary thickness. Thin
“manifold” paper should not be used. If two copies of the manu-
peript are made, the original (not the carbon) should be transmitted,
All the sheets should be of uniform size and the typewriting should
be on only onc side of the paper, in lines rather widely spaced, not
“solid.” The practice of pasting sheets together to form a sheet or
strip that ia longer than letter paper and then folding it to letter size
is objectionable. It is not important that every sheet should be
completely filled with writing. Reom for wide tables can be obtained
by pasting additional shests at the side only, but this plan should
not be employed for additions to the text. Copy for tables should
not be crowded, and it is not necessary that the whole of & table




BUGOEBTIONB TO AUTHORE, 7

ghould appear on one sheet. Matter for bibliographies or other
similar works may be written on cards, and in some papers large
sheots bearing tables or geologic columns will be accepted as copy.

Just before the manuseript is transmitted, after all inserts and
additions have been made, the pages should be numbered consecu-
tively from beginning to end. Manuseript should not be folded or
rolled, but should be kept *‘ flat.”* and transmitted in & secure envelope
or cover. Drawings or photographs that are intended for use as
illustrations should ba kept distinet from the manuseript, not inserted
in it, but should generally be transmitted at the same time.

GENERAL FORM.

Before preparing s paper for publication an author should, by
examining the Survey's printed reports, familiarize himself with
the details of their form, many of which are set forth herein. He
ghould at the outset carefully consider the arrangement or order of
presentation of the matter of his paper. Special suggestions as to
the preparation of geologie folics and of reports on mining districts
are presented on pages 20-41 and will be sarviceable in indieating
the proper treatment in meny papers of other kinds. They are, of
course, only supplemental to the sugpestions given in the first part of
this pamphlet, which apply to all Survey publications.

The title of & paper should be brief—as brief ss it can be made—
and, with the name of the suthor, should appear not only on the
title-page, but at the top of the first page of the text.

Each paper should include & preface by the chief of the division or
saction in which it originated, & summeary of its important results or
gonclusions, and a short bibliography of the subject discussed,

CONCIBENEBS OF BTATEMENT.

The author should express his meaning clearly and coneisely and
should avoid unnecessary repetition. Ddireet, simple statement of
facts is more to be desired than rounded perfods, rhetorical flour-
ishes, or studied originslity of expression. An author ean svoid
unnecessary repetition only by logically subdividing his material
under proper heads before commencing the final writing.

On the other hand, a eertain kind of repetition is permissible and
even desirable. Thus each chapter or major subdivision of a report
ghould be fairly complete within itself—that is, il neecessary, it
should contain very brief statemenis of the main ¢onclusions reached
in other chapters, so that the reader may, if he desires, be able to read
that chapter understandingly without reference to other chapters.
Therefore, instead of saying that * this point is explained in another
part of the report,” it is better to state briefly the explanation, which



