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I 

FOREWORD 

This manual represents the initial efforts to provide comprehensive written 
documentation on the reporting policies and procedures for the Division o f  
Sport Fish. It addresses reporting policies, describes the division's report 
series, outlines roles and responsibilities of participants in the reporting 
process, and provides format and style guidelines. Its primary purpose is to 
clearly state the'expectations of performance in reporting to ensure the 
continued high quality of the division's publications. 

Using Edition 2 of Reporting Policies and Procedures for the Division of 
Commercial Fisheries as a foundation and with input from division staff, Mike 
Mills, Allen Howe, Gwyn Karcz, and Ardys Armstrong developed this manual. It 
will be periodically updated to keep the division current with the reporting 
trends in the fisheries profession and with advances in publication 
technologies. 

Norval Netsch, Director 
Division of Sport Fish 

Date 
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1. MISSION AND POLICIES 

1.1 Mission 

Reports published by the Alaska Department of Fish and Game, Division of Sport 
Fish, are to meet the standards set forth in this manual so that the following 
may be achieved: 

0 Timely dissemination of information significant to furthering fishery 
resource management and scientific knowledge. 

0 Production and archival of information that is technically and 
scientifically sound. 

0 Enhancement of the status and credibility of the division among other 
state and federal agencies, as well as the credibility of staff among 
their professional peers. 

1.2 Policies 

To accomplish the above mission the following specific policies are recognized 
by the division: 

0 Data collected at state expense will be synthesized and reported within a 
reasonable period following collection in one of the divisional statewide 
report series, in a publication outside the department, or will be 
included in an unpublished divisional report. 

0 Each project in which a parameter is estimated or a hypothesis is tested 
will have a written report covering every year that the project is 
budgeted. 

0 Prior to submittal for publication outside the department, the Director or 
his designee will approve manuscripts prepared using state resources. 

0 Authors will comply with the department's ethics guidelines in preparation 
of documents for publication outside the department. 

0 Peer review is required for all manuscripts entering a divisional 
statewide report series. 

0 Electronic files of all reports will be maintained. 

0 Electronic files of all final edited versions of originally recorded data 
used in preparing a report will be maintained. 

0 Guidelines in this manual will be followed. 
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2. REPORT SERIES 

All reports prepared by Division of Sport Fish staff or by other division 
staff for publication in one of the Division of Sport Fish report series shall 
be published in the most appropriate of five series: Fishery Data Series 
(FDS), Fishery Manuscripts (FM), Fishery Management Reports (FMR), 
Professional Papers (PP), or Special Publications (SP). 

2.1 Fisherv Data Series (FDS) 

Fishery Data Series (FDS) reports are technically oriented and present results 
for a single project or a group of closely related projects. The reports 
should be timely, and typically present the results of a single year's work. 
Electronic files containing the final edited version of all originally 
recorded data used to generate statistics presented in the report should be 
submitted with the final report to the Editor for archival. 

In general, FDS reports are intended for fishery and other technically 
oriented professionals. Distribution will be to the State and Local 
Publications Distribution Center, Alaska State Library; interested 
departmental staff, and on request, to other libraries, agencies, and 
individuals. 

FDS reports are to be prepared following the instructions and guidelines 
contained in all sections of this manual and require peer review. 

2.2 Fisherv Manuscripts (FM) 

Fishery Manuscripts (FM) are technically oriented and present results for a 
single project or a group of related projects. The FM report typically 
presents the results of several years' work undertaken on a project to address 
common objectives, provides an overview of work undertaken through multiple 
projects to address a specific research or management goal, or documents new 
and/or highly technical methods. Electronic files containing the final edited 
version of all originally recorded data used to generate statistics presented 
in the report should be submitted with the final report to the Editor for 
archival. 

In general, FM reports are intended for fishery and other technically oriented 
professionals. Distribution will be to the State and Local Publications 
Distribution Center, Alaska State Library; interested departmental staff, and 
on request, to other libraries, agencies, and individuals. 

FM reports are to be prepared following the instructions and guidelines 
contained in all sections of this manual and require peer review. 

2.3 Fisherv Management - Reports (FMR) 

The final requirements for management reports have yet to be determined. 
Described here are the past requirements for this series, which should 
continue to be followed. 

Fishery Management Reports (FMR) should provide an overview of management 
activities or management plans in a stated geographic area during a stated 
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time period. FMRs may present pertinent research results (e.g., harvest 
estimates, fish abundance estimates, catch statistics), but will not provide 
detailed information on how these results were produced. Any new results 
should be well documented or reported elsewhere and cited in the FMR. The 
audience for FMRs will include professionals as well as lay persons, so they 
should be simply written with a minimum of technical terms. 

Distribution will be to the State and Local Publications Distribution Center, 
Alaska State Library; interested departmental staff, and on request, to other 
libraries, agencies, and individuals. 

FMRs should adhere to the same hardware and software standards as provided for 
the FDS and FM reports. Where applicable FMRs should also be prepared 
following the guidelines for FDS and FM reports. FMRs require peer review. 

2 . 4  Professional Papers (PP) 

Professional Papers include all manuscripts that deal with issues of concern 
to the department and are prepared by division personnel for publication in a 
professional journal. The primary audience will be fishery professionals, but 
some papers may be of interest to other disciplines. Distribution will vary 
with the publication. 

The author(s) should prepare professional papers following the guidelines of 
the intended publication. Prior to submission of the manuscript to the 
professional society, journal, or symposium editors, a copy should be 
submitted through the Regional Research Supervisor or Regional Management 
Supervisor to the Division of Sport Fish Editor with a copy of any guidelines 
for authors provided by the professional journal or symposium editors. The 
Editor will arrange for in-house peer review, if requested, and will submit 
the manuscript to the Director for approval. 

Manuscripts or other documents that deal with issues of concern to the 
department and are prepared for publication outside the department should 
follow current departmental policy. The following policy statement taken from 
Standard Operating Procedure 11-040,  page 0 4 0 - 7 ,  was in effect at the time 
this edition was prepared: 

"Employees are encouraged to prepare job-related, general interest, and 
technical papers on official and personal time. Employees may not, 
however, accept any compensation for an article, paper, or photograph 
produced on state time or with state equipment." 

"To maintain a high professional standard in published reports and papers, 
each division shall provide an in-house review of all such materials. The 
formal referee-review process required of scientific journals and symposia 
may substitute for a divisional review." 

"Policy oriented publications and nontechnical articles not subject t o  
formal referee-review procedures must be approved prior to publication o r  
release at the Regional Supervisor level." 
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2.5 Special Publications (SPL 

Special Publications provide a mechanism for publication and distribution of 
reports that do not fit in other divisional series. Examples of such reports 
include fishery techniques manuals, informational pamphlets, special subject 
reports to the Board of Fisheries or other decision-making bodies, symposia 
and workshop proceedings, application software documentation, in-house course 
materials, and this manual. Publication of these types of documents in this 
series is not mandatory. 

The audience for and distribution of Special Publications will vary widely 
depending on the specific report topic. Reports may be of interest to 
professionals, publication specialists, and lay persons. Distribution will be 
to the State and Local Publications Distribution Center, Alaska State Library; 
interested departmental staff; and, on request, to other libraries, agencies, 
and individuals. 

Special Publications will undergo peer review and review by the division's 
Editor. 

3 .  ROLES AND RESPONSIBILITIES 

3 . 1  Senior or Primary Author 

Senior authorship should be resolved at the onset of project activity. The 
primary or senior author should be that person primarily responsible for 
conceiving, conceptualizing, and planning the project. The senior author may 
not collect the data, but the data are usually collected under the provisions 
he or she conceptualizes or implements. The senior author is also primarily 
responsible for interpretation of results. The senior author may not write 
the manuscript, but should direct the writing and play a key role in 
revisions. Selection of the senior author serves to identify the contact for 
interested readers. 

3 . 2  Coauthors 

Coauthors should be directly and significantly involved in writing the report 
and in planning, conducting and implementing the data gathering, or in the 
data processing or analysis. Other coworkers should be identified in the 
acknowledgments section. The primary author must have approval of a l l  
coauthors before including their names on the title page. 

3 . 3  Biometricians 

Biometricians are to review reports from projects to which they are assigned 
before the report is sent to the Editor. Exceptions may be granted in special 
and unusual circumstances. 

3 . 4  Publication Technicians 

Publication Technicians are primarily responsible for preparing draft and 
final reports following divisional guidelines for each report series. 
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Publication Technicians make final preparation of reports (including tables 
and figures), review reports to ensure compliance with format standards, edit 
verbal and graphical content to correct grammatical errors, contact authors to 
obtain required information for completeness (such as for bibliographies), 
print and prepare final reports, and copy report files onto a microcomputer 
diskette for submission to the Editor. 

3 . 5  Regional Research Supervisors 

The Regional Research Supervisors will coordinate the writing and revision of 
draft and final Fishery Data Series and Fishery Manuscript reports by authors 
and the Regional Publication Technician to ensure deadlines established by the 
Editor for report publication are met. Regional Research Supervisors may also 
coordinate the writing and revision of manuscripts submitted to other 
divisional report series at the discretion of the Regional Supervisor. 

The Regional Research Supervisor will ensure that the peer reviewer's(s') and 
technical editor's(s') significant comments are addressed per the guidelines 
established in this document. 

3 . 6  RePional Management Supervisors 

The Regional Management Supervisors will coordinate the writing and revision 
of draft and final Fishery Management Reports by authors and the Regional 
Publication Technician to ensure deadlines established by the Editor for 
report publication are met. Regional Management Supervisors may also 
coordinate the writing and revision of manuscripts submitted to other 
divisional report series at the discretion of the Regional Supervisor. 

The Regional Management Supervisor will ensure that the peer reviewer's(s') 
and technical editor's(s') significant comments are addressed per the 
guidelines established in this document. 

3.7 Reviewers 

The Editor may send a report to anyone in the division for peer or technical 
review. 

Reviewers should review a report primarily for content, and secondarily for 
style, format, and grammar. 

3 . 8  Editor 

The Editor is responsible for determining when manuscripts are ready for peer 
review and publication, for coordinating and refereeing peer review, and for 
publication and distribution of final reports. Discretionary questions of 
style and usage or issues of publication unresolvable by this manual will be 
decided by the Editor. The Editor is the Research and Technical Services 
Supervisor or his designee. 
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4 .  SCHEDULE 

The following schedule outlines targets for completion of federal aid reports 
in time to meet contractual reporting obligations. 

0 Regional Research Supervisors or Regional Management Supervisors will 
provide the Editor with two copies of each draft report no later than the 
last week of July. 

0 Reviewers will return all reports to the Editor with their comments 
following the schedule established by the Editor. The target for 
completion of the peer review process is no later than the third week of 
August . 

0 The Editor will return all reviewer's(s') comments to the Regional 
Research Supervisors or Regional Management Supervisors no later than the 
last week of August. 

0 Each Regional Research Supervisor or Regional Management Supervisor will 
provide all final reports to the Editor, as completed, but no later than 
the second week of September. The Editor should be immediately informed 
of each report that will not meet this schedule. 

Non-federal-aid reports will be scheduled by mutual agreement of the Regional 
Research Supervisor or Regional Management Supervisor and the Editor. Reports 
will normally be published two weeks after receipt of the final draft by the 
Editor. 

5. GENERAL GUIDELINES 

Development and revision of the division's reporting policies and procedures 
is a dynamic process. Changes to any section of this manual will be made as 
deemed necessary. The manual will be revised and republished periodically. 

Manuscripts submitted for publication as a Division of Sport Fish Fishery Data 
Series report, Fishery Manuscript, Fishery Management Report, or Special 
Publication are to be prepared following instructions and guidelines contained 
in this manual. Manuscripts submitted for publication outside the department 
are to be prepared following the guidelines in section 2 . 4 .  

Draft reports are to be submitted to the Editor through the Regional Research 
Supervisor or Regional Management Supervisor. The Regional Research 
Supervisor or Regional Management Supervisor will submit a memorandum with the 
draft report that outlines who has reviewed the report and, if it is a federal 
aid report, the federal aid project number, job number(s), and objective(s) 
being addressed. A specific peer reviewer may be requested. The Editor will 
assign the report to a reviewer with a deadline for completion of the review. 

The Editor will review the peer reviewer's(s') comments and prepare a 
memorandum to the Regional Research Supervisor or Regional Management 
Supervisor. The memorandum will identify whether there are major technical 
problems and will be accompanied by the reviewer's(s') comments. 
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The Regional Research Supervisor or Regional Management Supervisor, author, 
and Publication Technician will follow the guidelines in this manual for 
addressing the reviewer's(s') comments and preparing a final draft report, and 
the Regional Research supervisor or Regional Management Supervisor will route 
a hard copy and electronic copy of the report and an electronic copy of all 
final edited versions of originally recorded data used in preparation of the 
report (see sections 9.2 and 9 . 3 )  to the Editor. The reviewer's(s') marked-up 
copy(ies) of the draft report should also be returned, if it accompanied the 
reviewer's(s') comments. 

The Editor will review the final draft report to determine if it meets 
division standards and to determine if the reviewer's(s') comments have been 
addressed in an acceptable manner. 

The Editor will oversee publication and distribution of acceptable final 
reports. Each Regional Research Supervisor or Regional Management Supervisor 
will provide the Editor the number of copies of each report to prepare for the 
regional office, primary authors, secondary authors, and the appropriate area 
office. 

6 .  HARDWARE, SOFTWARE, AND PRINTING 

Hewlett Packard laserjet printers (series 11, IID, 111, IIID or compatible 
series) are the only acceptable printers. Font cartridges (or soft fonts) 
manufactured by Hewlett Packard are recommended. 

Microsoft Word versions 4 . 0 ,  5.0, or 5.5; and Wordperfect versions 5.0 or 5.1 
are the only acceptable word processing packages. Report tables and figures 
may be printed using other software packages. 

Prestige 10 point is the standard portrait and landscape font with Math7 or 
Math8 10 point being used for special mathematical characters. The 7 point 
size of the above fonts may be used for compressed print. The PrestigeLegal 
font should not be used, unless a character available only in the legal 
character set is desired. 

Use of style sheets or nonstandard printer drivers is acceptable. If used, an 
electronic copy of the style sheet and nonstandard printer driver must be 
included with the electronic copy of the final report submitted to the Editor. 

7. HEADINGS, PAGINATION, AND MARGINS 

7.1 Margins - 

In the text leave a l-inch margin all the way around (top and bottom, and left 
and right). Table and figure margins should never be less than 1 inch on each 
side. Tables and figures may be centered on a page, if it results in a more 
visually pleasing layout. Photo-reduction of tables to conform to margin 
requirements should be avoided, if possible. 
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7.2 Page Numbering 

Authors or Publication Technicians will assemble the final tables and figures 
within the report, number all pages, and add appropriate page numbers to the 
table of contents and lists of figures, tables, and appendices. 

Use lower-case Roman numerals beginning with the first page of the table of 
contents and ending one page before the abstract. The first Roman numeral to 
appear will be - i - " on the table of contents. The abstract will be numbered 
I' - 1- I' and all following pages will be numbered sequentially, including 
appendices. Count and number blank pages; number the cover page of each 
appendix. When viewed in portrait, page numbers should appear in the 
horizontal center of the bottom margin 0.5-inch from the bottom paper edge. 

7.3 Headings 

Appendix I provides example report sections with correct heading format and 
required spacing between the text and the headings. 

Standards for character formatting for first-, second-, third-, and fourth- 
order headings are listed below. No provision is made for fifth-order 
headings, and the use of fourth-order headings is discouraged. 

0 First-order headings: Capitalize each letter in all words and center 
the heading on the page. First-order headings should be separated 
from preceding text by two blank lines and followed by one blank line. 

0 Second-order headings: Capitalize the first letter of each word, left 
justify, underline. Second-order headings should be preceded and 
followed by one blank line. 

0 Third-order headings: Capitalize the first letter of each word, left 
justify, follow by a colon. Third-order headings should be preceded 
and followed by one blank line. 

0 Fourth-order headings: Capitalize the first letter of each word, left 
justify and place at the start of the text paragraph (same line as t h e  
text), and set off from text by a period followed by two spaces. 

Within any given heading order, if there are to be subordinate-order headings, 
there must be at least two of each subordinate-order. Up to two headings may 
occur together without text separating them. 

8 .  FOOTNOTES 

Text footnotes should be used sparingly. Use superscript Prestige 7 point 
Arabic numerals for text footnotes. Text footnotes are numbered sequentiallv 
throughout the main body of the report. Use lower-case Prestige 7 point alpha 
superscript identifiers for table and appendix footnotes. The table footnote 
sequence starts with a for each new table. Table titles may be footnoted, b u t  
a second sentence in the title is preferable in most cases. In appendices 
restart the footnote sequence for each appendix exhibit. Two correct 1.; 
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formatted text footnotes are shown on this page.l Note that a two-inch-long 
solid line separates the footnote from text within the document.2 

Additional details on format and placement of footnotes are included in 
Appendix H. 

9. CHECKLIST OF REQUIREMENTS 

9.1 First Drafts 

First draft manuscripts submitted to the Editor should adhere to the following 
rules. 

Submit two letter-quality drafts of the report printed single-sided on a 
laserj et printer. 

Print all text except footnotes double-spaced on 8.5-inch by ll-inch 
paper. The literature cited, lists of tables, figures, appendices, the 
table of contents, table and appendix titles, and figure captions should 
be single-spaced. 

Include all sections in the proper order for the report series in which 
you wish to publish. 

Include all cited tables, figures, and appendices in the draft. Tables, 
figures, and appendices (in that order) may be placed behind the text of 
the report or prepared as described in section 9.2 for final reports. 

Either number pages as described for final reports or number all pages 
(pencil is acceptable) consecutively with Arabic numerals beginning with 
1'1'1 for the title page and ending with the last page of the last appendix. 

For all reports include a cover memorandum that identifies: 

1) Whether or not an enclosed report is a federal aid report. 

2) The series in which you seek to publish. 

3 )  All persons who have already reviewed the report. 

For federal aid reports, also state the federal aid project and j o b  
number(s) and objective(s) being addressed by the report. 

Do not send original figures or electronic files with the first draft. 

This is a sample footnote showing placement and format. Notice that text 
footnotes use a superscript Prestige 7 point numeric identifier, but that 
footnote text is in Prestige 10 point. 
This is the second footnote. Note that the spacing between footnotes is 
set to 0.5 lines. 
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Manuscripts not conforming to the above requirements or incompatible with the 
conventions of this manual may be returned at the discretion of the Editor for 
redraft prior to peer review. 

9 . 2  Final Drafts 

Follow the standards below for final drafts submitted to the Editor. Refer to 
section 9 . 3  for instructions concerning submission of final data files. 

Submit with the final draft all original figures and an electronic file of 
the report prepared following guidelines in Appendix H. The diskette ( s )  
will be maintained in Research and Technical Services. 

Submit one clean, single-sided original of the report to the Editor; print 
all final drafts on a laserjet printer. 

Print all text single-spaced on 8.5- by 11-inch paper. Print final 
reports single-sided. 

For federal aid reports type the correct project number and job number(s) 
on the title page. 

For federal aid reports.include the correct O.E.O. statement. 

Include the correct report series description. 

The single-sided reports will be duplicated to produce double-sided 
copies. To ensure correct page numbering, submit final drafts with all 
necessary blank pages included to conform with the right-facing page 
conventions (see Appendix H). Count and number blank pages. 

Insert a page break between the abstract and the introduction. Do not 
insert page breaks between other main report sections (introduction 
through literature cited) unless required to conform with page numbering 
conventions, right-facing page conventions, or to prevent a break between 
the heading and text. 

Address all reviewer's(s') questions or suggested additions and revisions 
identified as "significant" by the Editor by either: 

1) making the appropriate change in the text, or 

2 )  providing a brief written rebuttal in a cover memorandum to the Editor 
that explains why the comments were not appropriate. 

Insert tables and figures immediately following the text page on which the 
table or figure is first referenced and place appendices after the 
literature cited. 

Number pages following these guidelines: Lower-case Roman numeral 
numbering will begin with the first page of the table of contents and end 
one page before the abstract. Therefore the first Roman numeral to appear 
will be Il-i-" on the table of contents. The abstract will be numbered 
l'-l-'t and all following pages will be numbered sequentially, including 
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appendices. When viewed in portrait page numbers should appear in the 
horizontal center of the bottom margin 0.5-inch from the bottom paper 
edge. Also, put page numbers in the table of contents, list of tables, 
list of figures, and list of appendices. Count and number blank pages; 
number the cover page of each appendix. 

9.3 Data Files 

Submit with the final drafts of Fishery Manuscripts and Fishery Data Series 
reports an electronic copy of the final edited version of all originally 
recorded data used in preparation of the report following the guidelines 
provided below. The data will be added to the central archives in Research 
and Technical Services. Appendix H further describes the format standards for 
electronic files. 

Include a file called DATA.DOC (or .WPF for Wordperfect) that generally 
describes the contents of each data file used to produce the estimates in the 
report. An example of two file descriptions follows: 

File name Description 

Q0030CA9.DTA Buskin River creel survey angler count data, 1989 

Q0030BA9.DTA Buskin River immigrant coho salmon length-at-age data, 1989. 

Some authors have included the above data file descriptions in the final 
report as a Data Files Appendix. While that does not exempt them from this 
requirement, it should make compliance simple. 

Do not combine data files for more than one report on the data diskette(s) 
submitted with a final report. 

Do not combine data files and report files on the same diskette. 

9.3.1 Mark Sense Data Files: 

Final electronic data files in one of the standard mark sense formats may be 
submitted to the Editor with no further explanation of file format. 

The data type name is always ".DTA" for mark sense data files. If several 
batches of mark sense data have been combined in one data file, change the 
seventh character in the primary filename (batch identifier) to an underscore 
prior to submitting the electronic files to the Editor. 

If one or more of the option fields have been used, or if one of the defined 
fields has been used in a nonstandard way, submit to the Editor with the 
electronic files a completed Field Specifications Form that describes the 
usage of these fields . 

9.3.2 Other Data Files: 

Final data files that are not in mark sense format require that additional 
documentation be submitted to the Editor with the electronic data files. 
Include the following in a file named MYDATA.DOC (or .WPF for Wordperfect): 

-11- 



The year, project name, contact person, geographic description of the data 
set(s), and species involved. 

The primary file name should be assigned following the file naming 
conventions used for creating mark sense data set primary file names. If 
several batches of data have been combined in one data file, follow the 
instruction in section 9 . 3 . 1  for altering the primary file name. The data 
type name should be I t .  DBF" for Dbase format files, 'I .DAT" for ASCII data, 
or f8.WK#11 for Lotus spreadsheets (where # is dependent on the release of 
Lotus used). 

For each field in each data set, describe the variable name, position in 
the record, variable type, and a brief explanation of the data represented 
by this variable. 

10. PRELIMINARY PAGES 

Examples of the title page, O.E.O. and report description page, table of 
contents, list of tables, list of figures, and list of appendices are 
presented in the sample report sections in Appendix I. 

10.1 Title Page - 

The report series and title should be in capitals. One blank line separates 
the report series from the title. Center the report series and title within a 
4-inch wide by 2-inch high area the top and left edges of which are 2.375 
inches from the top and binding edges of the page. The remaining items on the 
title page should be in mixed case. Separate "by" from the author's or last 
coauthor's name by one blank line. Single space the list of authors. 

0 At the bottom of the title page always use Anchorage as the location of 
publication (see Appendix I). Do not include a zip code. 

0 Do not start the title with a year in numeric form (i.e., 1987 Catch 
and.. . ) .  Avoid use of scientific names of common species in the title 
unless a common name does not exist for a species. 

0 Include a footnote pertaining to the funding source(s) in the title (see 
Appendix I for the appropriate footnote wording). Designate the footnote 
with a superscript Prestige 7 point numeral For federal aid reports 
check to ensure the project and job numbers are correct. 

0 Research and Technical Services staff will alter the date to the date 
published prior to publication and add the appropriate report number for 
the series. 

10.2 O.E.O. Statement and Report DescriDtion 

The following are the correct O.E.O. statement and descriptions for FDS, FM, 
FMR, and SP reports to include on the second page of  the final report. 
Include the O.E.O. statement in reports of federally funded projects. For all 
reports include only the description for the series in which the report will 
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be published. During publication this page will be reproduced on the reverse 
side of the title page. Placement on the page should provide for 1-inch 
margins on all sides. Refer to Appendix I for a correctly formatted example. 

O.E.O. Statement: 

The Alaska Department of Fish and Game operates all of its public programs and 
activities free from discrimination on the basis of race, religion, color, 
national origin, age, sex, or handicap. Because the department receives 
federal funding, any person who believes he or she has been discriminated 
against should write to: 

O.E.O. 
U.S. Department of the Interior 
Washington, D.C. 20240 

Fishery Data Series: 

The Fishery Data Series was established in 1987 for the publication o f  
technically oriented results for a single project or group of closely related 
projects. Fishery Data Series reports are intended for fishery and other 
technical professionals. Distribution is to state and local publication 
distribution centers, libraries and individuals and, on request, to other 
libraries, agencies, and individuals. This publication has undergone 
editorial and peer review. 

Fishery Manuscripts: 

The Fishery Manuscripts series was established in 1987 for the publication o f  
technically oriented results of several years' work undertaken on a project to 
address common objectives, provide an overview of work undertaken through 
multiple projects to address specific research or management goal(s), or new 
and/or highly technical methods. Fishery Manuscripts are intended for fishery 
and other technical professionals. Distribution is to state and local 
publication distribution centers, libraries and individuals and, on request, 
to other libraries, agencies, and individuals. This publication has undergone 
editorial and peer review. 

Fishery Management Reports: 

The Fishery Management Reports series was established in 1989 for the 
publication of an overview of Division of Sport Fish management activities or 
management goals in a specific geographic area. Fishery Management Reports 
are intended for fishery and other technical professionals, as well as l a y  
persons. Distribution is to state and local publication distribution centers, 
libraries and individuals and, on request, to other libraries, agencies, and 
individuals. This publication has undergone editorial and peer review. 

Special Publications 

The Special Publications series was established in 1991  for the publication of 
techniques and procedures manuals, informational pamphlets, 'symposia a n d  
workshop proceedings, application software documentation, in-house lectures. 
special subject reports to decision-making bodies, and other documents that do 
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not fit in another publication series of the Division of Sport Fish. Special 
Publications are intended for fishery and other technical professionals and 
lay persons. Distribution is to state and local publication distribution 
centers, libraries and individuals and, on request, to other libraries, 
agencies, and individuals. This publication has undergone editorial and peer 
review. 

10.3 Table of Contents and List of Tables, Figures, and Appendices 

0 Closely follow the format examples shown in Appendix I. 

0 Format continuation pages for the table of contents and lists as in the 
Table of Contents for this manual. Note that the first letter of 
"Continued" is capitalized. 

0 Precede each appendix by a single page on which the appendix heading will 
be centered horizontally in the upper third of the page. The heading may 
simply be "Appendix A", or it may include additional description of the 
contents of the appendix. 

0 Do not include the word "table" or "figure" when referencing an appendix; 
i.e., do not use "Appendix Table A3." Use instead "Appendix A3." 

0 Number pages for all appendices sequentially from the body of the report 

1 0 . 4  Abstract 

As a general rule, limit abstract length to one page 

Write in past tense. 

Symbols found on a standard keyboard, abbreviations presented in the 
standard references listed in section 22 of these guidelines, P used as an 
abbreviation for probability, SE used as an abbreviation for standard 
error, and the symbols I (less than or equal to), and 2 (greater than or 
equal to) may be used in the abstract without definition. Other symbols 
or abbreviations should not be used in the abstract. 

Provide a brief background statement, if pertinent. 

Highlight the significant findings. Avoid stating only the types o f  
results presented. 

Separate the abstract from the keywords with one blank line (see Appendix 
1) * 

If a major group of species are addressed in your work, list only the 
generic or group name rather than all the species individually. 
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11. INTRODUCTION SECTION 

The introduction may include a mix of tenses, as appropriate, and should serve 
the following : 

0 Provide the reader with a clear understanding of the reason for the study, 
its objectives, the purpose or problem addressed by the work and how 
results would be useful to the division. 

o For federal aid reports, include a statement of contract objectives 
addressed. 

o Orient the reader with background information that assists in 
understanding the context and circumstances surrounding the work. 

0 Include literature in the introduction if it is necessary to demonstrate 
the author's(s') knowledge of related findings or to orient the reader. 
In some cases, it may be more appropriate and acceptable to examine the 
literature partially or entirely within the discussion section. 

12. METHODS SECTION 

The methods section should clearly and thoroughly explain what the 
investigator did to achieve the results. Data collection and data analysis 
methods are required, but data reduction methods are optional. Methods should 
not be presented in appendices. 

The following guidelines may be helpful in preparing the methods section: 

0 Write in past tense. 

0 Although previously published methods or procedures may be cited, provide 
the reader with enough summary information to preclude their having to go 
to that source to understand the study. 

0 Equation subscripts should be unique identifiers. Do not use ''i" to 
designate "fish" in one formula and to designate "set" in another formula. 

0 Explain the significance of measurements (e.g., length was measured to the 
nearest 1 mm). 

0 Write for a reader unfamiliar with the project. 

0 Be precise, but thorough. 

1 3 .  RESULTS SECTION 

The combination of text, tables, figures , and appendices present the results 
achieved. Generally, tables should be used to document numeric values, while 
figures may be useful in depicting general trends or relationships in the 
data. The text is used to lead the reader through the results, to document 
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information that does not lend itself to tables and figures, and to highlight 
the major findings. The following additional guidelines may prove helpful: 

o Write in past tense. 

o Avoid the presentation of data that are not directly applicable to the 
purpose and objectives of your investigations, but do include pertinent 
negative results. 

o Some text description of tables and figures is required so that the reader 
understands the major findings presented in the tables or figures. Use 
the tables to present most numbers and the text to describe inferences and 
relationships. When numbers must be used in the text that are presented 
in the tables, do not round the table value in the text, but have them 
match exactly. 

0 Be specific and precise. Avoid terms and phrases that can be loosely 
interpreted; e.g., the most recent 10-year average (use the 1975 to 1984 
mean). 

0 Explain your findings thoroughly; do not force the reader to use tables 
and figures to understand and interpret the results. 

0 Discussion may sometimes be included in a results and discussion section, 
especially when the discussion is very brief. 

14. DISCUSSION SECTION 

A good discussion avoids restatement of results and previously discussed 
literature. Instead it interprets findings; relates the findings to previous 
studies or other ongoing investigations; and explains how the findings should 
be applied, to what extent objectives were obtained, and how the work should 
influence further investigations. 

This section is required for FM reports. PP reports should follow the 
guidelines for the journal in which the author wishes to publish. Brief 
discussions may be appropriately combined in a results and discussion section. 

15. CONCLUSIONS AND RECOMMENDATIONS SECTIONS 

The conclusions section is optional for all report series. Complicated 
reports with numerous findings may need a conclusions section. If used, the 
individual conclusions should be succinctly stated without discussion. 
Individual conclusions are usually numbered if there are more than one. 
Conclusions need not be limited to the current investigation but may represent 
a synthesis of work with other cited publications. 

Sometimes a list of recommendations is broken into a separate section from the 
discussion, especially if they are numerous, complicated, or deserve special 
emphasis. This section can also be combined with conclusions. 
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16. LITERATURE CITED SECTION 

All references mentioned in the text, tables, figures, and appendices must be 
listed in the literature cited section. The example literature cited section 
in Appendix A was assembled to cover most types of literature encountered in 
fisheries work. A few of the more specialized rules are mentioned below. 

0 Include the state or appropriate country at the end of a citation address 
only when needed to locate the city. 

0 Use agency acronyms and abbreviations in place of authorless reports, but 
include the full name beside it in parentheses. "Anonymous, It while 
sometimes used, is less informative than the former and will be acceptable 
only when an agency cannot be identified. 

0 Use " I n  p r e p "  (italicized) in place of a date if the cited document is 
approved for publication yet is still in the preparation and editorial 
review process. 

0 Use " I n  p r e s s "  (italicized) in place of a date if the cited document is in 
final form, has been accepted for publication, and is in the printing 
process. 

0 If the cited document is not destined for publication use " U n p u b l i s h e d "  
(italicized) in place of a date, not " I n  p r e p "  or " I n  p r e s s . "  Official 
ADFK memoranda or other documents that have been published as 
departmental reports may be cited. Other correspondence should be 
included parenthetically as personal communications in the text. Do not 
include personal communications in the literature cited. 

0 Remember that proceedings may take two forms: periodical publications, or 
single meetings and symposiums. Each has a different citation format as 
shown in Appendix A (see group 1 versus 3 ) .  

0 Do not list inclusive pages for books (except chapters by separate authors 
- see first example in group 3 of Appendix A), dissertations and theses, 
or government reports. 

0 When the literature cited contains more than one work by the same 
author(s), replace the author's(s') name(s) with six underline characters 
followed by a period (e.g., .) in all entries after the first. List 
multiple works by the same author(s) chronologically by year of 
publication. 

0 When there is no clearly identifiable author, but only an editor, cite the 
editor's(s') name(s) in place of the author followed by "editor" (e.g., 
Jones, D. V., editor. 1981 . . . ) .  

0 For undated documents, use " U n d a t e d "  (italicized) in place of the date. 
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1 7 .  LITERATURE CITATIONS IN TEXT 

All literature listed in the literature cited section must be mentioned at 
least once in the text using one of the following options and examples. Rules 
concerning when to use several of the approaches are discussed in section 16. 

0 I t . .  .According to NMFS ( 1 9 7 9 ) .  . . ' I  In a text citation use agency 
abbreviation or acronym without first introducing the full agency name; 
you will do that in the literature cited section. 

0 "...Jones and Bones (1984)  reported higher . . . "  Use this approach for 
citing documents with two or fewer coauthors. 

0 "...indicating a dynamic interrelationship (White 1 9 6 9 ,  1 9 7 0 ,  1975;  Bones 
et al. 1 9 7 3 ,  1 9 7 5 ;  Jones 1 9 8 6 ) . "  Use et al. when there are more than two 
coauthors and cite the oldest source first within several or more citation 
groups. 

0 I I . .  .Smith ( I n  p r e p )  concluded.. . "  Use In  p r e p  to cite reports or papers 
that have been accepted for publication, but not finalized. 

0 "...Johnson ( I n  p r e s s )  stated . . . "  Use In  p r e s s  for reports or papers that 
are approved for publication, in final form, and in the printing process. 

0 "...Smith (Unpublished) described an approach . . . "  Use Unpublished for 
reports or papers that are not destined for publication. 

0 I f . .  . Jessen (1978,  equation 5 . 8 ,  page 128)  presents an approximate formula 
for the variance of a ratio of random variates . . . "  If the reference is to 
a very specific section of a lengthy book or other document, note the 
pertinent page or pages. 

Personal communications should be included parenthetically only within the 
text (not included within the literature cited section), as shown in the 
following example: 

0 * I . .  .demonstrated no support for this hypothesis (R. W. Smith, Alaska 
Department of Fish and Game, Anchorage, personal communication)." 
Personal communications should be used for information gained through 
conversation or through correspondence such as letters or memorandums. 

1 8 .  TABLES, FIGURES, AND APPENDICES 

Tables, figures, and appendices in the first draft report should be in final 
format. The Editor may grant exceptions if this guideline would result in 
significant delays in submission of the draft report for technical review. 
The content of the first-draft tables, figures, and appendices and their 
titles or captions must always be in final form. Precise formatting will be 
required in the final draft. 

Cite or reference all tables, figures, and appendices at least'once in tht. 
text. In the draft report tables and figures may be grouped together at tht .  
end of the text or inserted after the text page on which the figure or table. 
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is first referenced. In the final draft tables and figures must be inserted 
within or after the text page on which the table or figure is first 
referenced. 

18.1 Tables 

Appendix I presents example table formats. Follow the table title, 
capitalization, and spacing format shown in the examples and described in 
Appendix H. In addition, note the following: 

Use table footnotes to identify source(s) for the information contained in 
a table. Source footnotes should precede any other table footnotes. 
Include all table citations in the literature cited. 

Justify table titles and footnotes. 
extend beyond the left or right edges of the table. 

Table titles and footnotes should not 

For continued tables the complete table title should appear on the first 
page only. The continued pages use the following type of title: "Table N. 
(Page X of Y) . I ( ,  where N is the table number, X is the continuation page 
number, and Y is the total number of pages for the continued table. 

Table titles and footnote text should be Prestige 10 point, even if the 
body of the table is in a different point size. 

The "-continued-" on continued tables should always be Prestige 10 point. 
Separate "-continued-" from the table by one blank line. Do not 
capitalize "-continued-". 

Symbols found on a standard keyboard, abbreviations presented in the 
standard references listed in section 22 of these guidelines, P used as an 
abbreviation for probability, SE used as an abbreviation for standard 
error, and the symbols I (less than or equal to) and 2 (greater than or 
equal to) may be used in tables without definition. Identify all 
nonstandard symbols and abbreviations used in tables via footnotes or in 
titles. More than one sentence in the title is acceptable to accomplish 
this. 

Do not put units of measurement in the title if they can be included with 
column or line headings. 

Present only significant digits. 

Use superscript 7 point Prestige lower-case alpha characters to identify 
table footnotes (" through 2 ) .  Start with a for each new table. 
Footnotes for multiple page tables should be placed on the last page of 
the table. Leave one blank line between the table and the first footnote. 

As a general rule, use only single, solid, horizontal dividing lines in 
tables; do not use vertical lines, boxes, or shading. 

In special or unusual circumstances (e.g., information cannot be presented 
in an understandable manner in a table without vertical lines, boxes, and 
shading; the software used to print tables does not allow the user to 
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prevent the incorporation of vertical lines, boxes, and shading), the 
Editor will allow exceptions to the general rule concerning vertical 
lines, boxes, and shading in tables. 

o If the value for the cell is zero use "0." If there are no data for a 
cell, leave it blank. 

1 8 . 2  Figures 

o The source(s) of information presented in figures should be identified. 
Use "From...", if the figure was taken unchanged from the source; 
"Redrawn.. . I1 ,  if the figure was modified from that presented in the 
sources; or "Data from...", if data in the figure were taken from the 
source. Include in the literature cited complete citations for all 
sources noted in figure captions or text. 

0 Justify figure captions, within margin requirements, and start on the left 
margin of the figure and extend to the right edge of the figure. More 
than one sentence in the caption is acceptable. Continued figures should 
follow the same caption format and page layout as used for continued 
tables (see Appendix H). 

0 Make figures clean and with high resolution. Figures output on a Hewlett 
Packard laserjet must be at 300 dots per inch. 

0 Symbols found on a standard keyboard, abbreviations presented in the 
standard references listed in section 22 of these guidelines, P used as an 
abbreviation for probability, SE used as an abbreviation for standard 
error, and the symbols I (less than or equal to) and 2 (greater than or 
equal to) may be used in figures without definition. Identify in legends 
or captions the axes, the elements of the data and any nonstandard 
abbreviations so that the figure is easily interpreted. 

0 Site maps should include a map inset to show location relative to the 
State of Alaska, a symbol indicating north, and a metric scale. An 
English unit scale is optional. 

1 8 . 3  ADDendices 

Data or information contained in appendices should not be central to the 
discussion or analysis of findings. 

0 Appendices follow the same rules as those for tables and figures, but are 
identified in the title as an appendix rather than either of the former 
(see Appendix I). 

0 The first appendix should be titled "Appendix A." Do not refer to an 
appendix exhibit as "Appendix Table" or "Appendix Figure" ; instead use 
"Appendix A1 . I' 
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19. SECTIONS REQUIRED 

The required and optional section headings and order for FDS and FM reports 
are : 

Title page 
Report series description and O.E.O. statement 
Table of Contents 
List of Tables (if any tables are included) 
List of Figures (if any figures are included) 
List of Appendices (if there are any appendices) 
Abstract 
Introduction 
Methods 
Results 
Discussion (required for FM reports, may be combined with Results) 
Conclusions (optional) 
Recommendations (optional, may be combined with Conclusions) 
Acknowledgment (optional) 
Literature Cited (if any references are cited) 
Data Files Appendix (optional). 

The required (and some optional) sections headings and order for FMR and SP 
reports are: 

Title page 
Rep or t series description 
Table of Contents 
List of Tables (if any tables are included) 
List of Figures (if any figures are included) 
Acknowledgment (optional) 
Literature Cited (if any references are cited). 

PP report sections should follow the guidelines provided for the journals in 
which the author wishes to publish. 

20. CLERICAL PREPARATION - STANDARDS AND CONVENTIONS 

20.1 Nomenclature 

0 Use common species names throughout, but include scientific names after 
the first common name usage in both the text and the abstract. The 
scientific name should not be enclosed in parentheses, but should be 
italicized (e.g., "...sockeye salmon Oncorhynchus nerka were sampled..."). 
Following a genus do not use ttsp.I' or "spp." (plural) unless the species 
name is unknown; include the species nomenclature instead, or only the 
generic name if referring to the entire genera or several or more 
unspecified species (e.g., "three species of Oncorhynchus . . . " ) .  

0 Use "salmon" after the common name when used as a noun (e.g., coho salmon 
were caught), but you may drop "salmon" when used as an adjective (e.g. , 

- 2 1 -  



coho catches), except in the title. This applies to other finfish and 
shellfish as well where it is natural to use the shortened form. 

20.2 Abbreviations 

0 The abbreviation for the Alaska Department of Fish and Game is ADFW. 

0 For your reference a list of standard abbreviations and symbols is 
provided as Appendix B. It is not necessary to define on first usage 
symbols found on a standard keyboard, abbreviations presented in the 
standard references listed in section 22 of these guidelines, P used as an 
abbreviation for probability, SE used as an abbreviation for standard 
error, and the symbols I (less than or equal to) and 2 (greater than or 
equal to). Otherwise define each abbreviation or symbol on first usage 
in the report. Abbreviations may be used for tables or figures following 
the above guidelines. 

0 In the abstract, symbols found on a standard keyboard, abbreviations 
presented in the standard references listed in section 22 of these 
guidelines, P used as an abbreviation for probability, SE used as an 
abbreviation for standard error, and the symbols I (less than or equal to) 
and 2 (greater than or equal to) may be used without definition. Other 
symbols or abbreviations should not be used in the abstract. . 

0 Agency abbreviations and acronyms may be used in the text but must be 
defined upon the first usage. However, use the abbreviation and acronym 
without first defining it if citing literature in the text. 

20.3 Italics 

0 Italicize only: scientific names, text mention of books or other 
publications; variables and lettered constants or statistical expressions; 
"in, " I n  p r e s s ,  I1 "In p r e p ,  "Unpublished, "Undated; and wherever 
occasional emphasis is appropriate. 

20.4 Dates, Time, and Units of Measurement 

0 Dates: use the European (25 June 1983) or non-European (June 25, 1983), 
but use only one form consistently throughout your report. 

0 Clock: use the 24-hour or military clock (e.g., 0530 to 1730 hours, not 
5:30 am to 5:30 pm) . The word "hours" should not be abbreviated when 
using the 24-hour clock. 

0 Measurements: metric units should be used throughout the report. Metric 
units may be followed by English equivalents in parentheses. 

20.5 Numbers and Formulas 

0 Include formulas used, except for those that are commonly encountered and 
are not ambiguous (e.g., chi-square, Student's t, standard deviation and 
variance for simple random sampling). Number formulas sequentially by 
placing a number in parentheses to the right of the formula and aligned 
with the right margin. 
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Report only significant digits. 

The basic rule is to spell out all numbers used to start a sentence and 
numbers less than ten not enumerating a standard unit of measurement 
(e.g., 9 ft but nine fish; 5%). Otherwise, do not spell out (e.g., 12 
fish). 

In general spell out all ordinal numbers that can be expressed in one or 
two words (e. g. , twenty-first century, but 10IJt  birthday). In dates use 
ordinal words when the day precedes the month (e.g., third of June), but 
cardinal figures when the day follows the month (e.g., June 3). 

In both the text and tables and figures use commas to subdivide whole 
numbers greater than three digits. Try to avoid using text strings of 
individual numbers that are separated by commas or semicolons as it can 
create confusion. 

Place a zero (0) in front of all decimals less than one (1.0) used in text 
or tables and figures (e.g., 0.5). 

Consult the standard references listed in section 22 for number rules 
applicable to other situations. 

20.6 Age ReDorting Standards 

0 Report salmon ages in European notation (e.g., an age-1.3 sockeye salmon). 
The first digit is the freshwater age not including the year spent in the 
gravel; the second digit is the ocean age. 

0 Report smolt ages in Roman numerals or with the European system (e.g., age 
I sockeye salmon smolts or age-1. sockeye salmon smolts), but use only one 
form in a given report. 

0 Follow the methods presented in Narvar and Withler (1977) for steelhead 
age reporting3. 

0 Use Arabic numerals for other finfish and shellfish age reporting (e.g. , 
age - 4 herring) . 

0 See Appendix F for more detail on reporting of fish ages. 

20.7 Statistical Findings 

0 Include reference to the statistical method used and the significance 
level for all relationships explained and validated in the results section 
through a statistical process. When reporting the results of statistical 
tests state the test statistic and associated probability [ e. g. , ' I .  . . fish 
were significantly larger later in the season (Student's t = 2.50, P < 
0.05, df = 17)"]. 

Narvar, R.A. and F.C. Withler. 1977. Age and size of stee,lhead trout. 
Salmo gairdneri, in angler catches from Vancouver Island, British Columbia. 
streams. Fisheries Research Board of Canada. Circular 91:l-26. 
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Be consistent in presentation of significance levels. Do not present 
probabilities (such as P = 0 . 0 2 4 8 ) ,  which may sometimes be output by 
statistical software packages, along with inequalities (such as P < 0 . 0 2 5 )  
commonly published levels in Critical Value tables (e.g., 0.25 ,  0.10, 
0.05, 0.025, 0.01) in the same report. 

2 0 . 8  CoDvright Permission 

0 Permission of authors other than U.S. Government and ADF&G staff is 
necessary before reprinting copyrighted tables or figures in your report. 
Most reports, other than U.S. Government publications, are copyrighted to 
authors (authors technically may be the agency the author works for). If 
you are uncertain how to proceed contact the Editor for instructions. 
Letters of permission should be sent to the Editor with the final copy of 
your report. 

20.9 Using Terms Developed bv Others 

0 Special terms or names for special mathematical expressions as used or 
coined by an author should be cited, and the terminology used should be 
the same as the term originally used by the author, unless variations are 
clearly defined and explained. For example: 

"We estimated potential fish production using Ryder's (1965) morphoedaphic 
index of yield where.. . I 1  

2 0 . 1 0  SDecialized Word Usage - Standards 

A series of appendices have been prepared to assist authors with difficult 
word forms and combinations, most being unique to fisheries reports. The 
appendices were developed from the references mentioned in the Standard 
References section below. These appendices include: 

0 Appendix B - lists standard abbreviations. 

0 Appendix C - examines special compound words commonly encountered in 
fisheries work. 

0 Appendix D - provides guidance on special terms that should be 
capitalized and situations when they should not. 

0 Appendix E - lists singular and plural forms of words that sometimes are 
troublesome for fishery workers. 

0 Appendix F - examines number-word combinations that are often confusing 

0 Appendix G - provides word usage examples that frequently cause problems 
in reporting. 

Sections 1 through 11 in the Gregg Reference Manual provide additional 
examples that authors may find helpful. 
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21. CLERICAL INSTRUCTIONS 

Appendix I provides example report sections. 
been summarized in Appendix H. 

Other clerical instructions have 

22. STANDARD REFERENCES 

0 Standard references for word definition and spelling are Webster’s Third 
New International Dictionary and The American Heritage Dictionary of the 
English Language. 

0 The Gregg Reference Manual, Sixth Edition (McGraw-Hill Book Co.) , edited 
by William Sabin, is the standard for style, usage, and grammar (the most 
current edition should always be used). 

0 A List of Common and Scientific Names of Fishes from the United States and 
Canada, Special Publication No. 12 of the American Fisheries Society, will 
be followed for both scientific and vernacular names of fishes. Taxonomic 
changes, as presented in the Transactions of the American Fisheries 
Society (e.g., Volume 117, No. 4 ,  July 1988 concerning taxonomic changes 
in North American Trout Names), will be followed. 

0 The Council of Biological Editors Style Manual (CBE Manual) contains 
useful manuscript preparation information. 

2 3 .  ACKNOWLEDGMENTS 

Much of this manual was taken verbatim from the document entitled Reporting 
Policies and Procedures for the Division of Commercial Fisheries, Edition 2. 
Some sections were modified to conform to the Division of Sport Fish report 
series, report format standards, and word processing software and hardware. 
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