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FOKE!IORD

This guide has been prepared to explain the purpose of the Menhattan
District History, and to outline the scope arnd form of presentation de-
sired in order to accomplish thet purpose, and to develop a reasonable
degree of uniformity among the several books and volumes involved. It
slso presents the genersl plan of preparation and establishes the rela-
tive responsibilities of the writers and the editors so that each may
¥now what is expected of him.

It will be noted that the guide itself is written in the same
menner as & volume of the history end it may, therefore, be used es an
example of the form to be followed, particularly irn the matter of
mechanical standerds. The guide should not be considered inflexible
but it should be followed whemever pnssible, consistent with the pre-
sentation of a clear, logically developed picture of the suquct.

As is desired for each volume of the history e sumary of the text
of this zuide is provided just in front of it. The summary is keyed to
the text by underscoring the words in the summary which appear as par;-

graph headinzs in the text and following them with the corresponding

paragraph number.

1 August 1945
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SUMMARY

1. Introduction. - In general (1l-1) this guide has been written

to present the purpose of the Manhattan District History, the broad con-
sideratinns involved, form of arrangement and presentation desired.

The purpose of the history (1-2) is to serve as a source of historical

-

informetion for Var Department officials and other authorized individuals,.
scordingly, the viewnoint (1-3) of the writer (a) should be thed of
Gene£a1 Groves and the 333333.(b) snhould be considered as a laymen

without any specialized ¥nowledge of the subject who may be critical of

the Depe~tment or the project. The subdivisions (1-4) of the history

are successively books, volumes as listed in Appendix Al, sectionc and
paragraphs, The present objective is the preparation (1-5) of a com=
plete first edition by development of first drafts by the organizations
most femiliar with the subjects, review by the Historical Section for
the District Engineer, preperation of a finished draft by the initiating
office, final review by higher authority and preéaration of the first
edition by the initiating office, Later it will be necessary to make

fnuture revisions (1-6) by supplementary stetements or comprehensive re-

visions. Security (1-7) of the work must be protected by appropriate
classifications of the written material and other actions in accordance
with the provisions of AR 380-5.

2, ‘trrangement. - In general (2-1) the arrangement within & volume
is to bes Foreword, Table of Contents, Summary, Text, Aprendices and
Index, as illustrated by this guide. The foreword (2-2) is essentially

an introductional guide to the reader. The table of contents (2-3) is

.

& 1list of the subjects of the volume, The summary (2-4) is a brief,

et
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about 10-15%, but comprehensive condensation of the text, keyed ta it

as illustrated herein. The text (2-5) is in general (&) to be a clear

presentation of the subject, arranged appropriately so as teo give the

reader sufficient introductory meterial (b) te "set the stage" for the

reader; an aceurate, brief but thorough historical acceunt (o) ef the

work, followed by such supplementary information (d) as data on the

organization, personnel, et¢, and aside remarks of reader interest to

relieve the factual preserntation. The text should be supplemented by

\

sufficient appendices (2«6) to insure a clear understanding of the narra-
tive and to enable the obtaining of all pertinent details if necessary.
The text will be followed by & complete alphabetical index (2=7) of all

significant subjects in the text and appendices.

3. Presentation, - In general (3«1) the presentation should be

an orderly, clear and adequate coverags of the history ef the subjeot.

The order (3-2) should be such that the reader can understand the sub-
jeot at all times, The gEzlg_(S-S) should be simple, smooth and grammati-
cal and not so detailed as to lose reader interest., To facilitate future
references, paragraphs (3<4) will generally be titled and numbered.

Complete acouracy (3-5) is fundamental., Controversial matters (3-6)

sheuld not be glossed over but should be given the seme emphasis as
strong points and detéila of significant oriticisms and answers thereto

presented in an eppendix. Full documentation (3=7) is necessary in order

that significant details may be obtained readily. More impertant docu-
ments should be included in the appendices and the remainder listed in

the file roferences, Certain general subjects (3-8) will usually be

necessary in each volume, such as & statement of the purpose (&) of

g N
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the work described, its scope (v), cny specific authorizaetions (c

which ure applicable, a description of the organization (d) of both

the Govermnment and the controcting organization, including charts and

lists of key personncl, and acknowledgnents of assistance (e) of egen-

cies, orgarizations and individuals.

4. MNechanical Stendards. - The paragraphs (4-1) will be titled -

end nuinered as illustrated in this guide. The pages (4-2) of &' x 103"
peper will also be numberod as illustrated herein and the typing - 4-3)
will be doublc spaced, one side only. The cxhibité (4-5) should

generally be paze sizo sheets or multiples thercof but preferab’= ksep-
irg the stondrrsd vertical dimension. Index tabs (4-4) are to be uro-
vided for casc of refcrence on all major subdivisicas. Four criinz

(4~3) vriil bc prepared, two to go to Washington, ons for the Dic-iict -
Enzineer and one for the preoparing office. For prescrvation, apnropriate

biniing (4-7) in an Acco or similar binder will be necessary.
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MATILATTAL DIoILIST HISTOoNY “blay, Usi
OE‘LY
Fulfi II% 3UINE

SECTIONN 1 = INFCOUCTION

1-1. Genorel. = This 5Suide nas been rrepared to rreseut for the
information of the various individusls involved iin the rreraretion of
the Murlhathtar Jistricd distory the rurposce for which the history is
beinr vritten, some of ths broudsr considerstions invelved, uhe poneral
srrangerent and marnor of nresonieiion fesirad, and the details f &
machanics] procedures alspted for unirarmi*p.  Thero heve also been in-

cludcd cersain surgestiang vhicrh wey be helrful to writers and editnrs.

1-2. Furpose of the distory. = The vurrose oL the history is

-ia

primerils to serve as a sdurcs o7 Ristoriesl irfarmation on the work

o

Lor

aer
¥

of the Dissrict “er Devariment orficials snd ultinrtely for other
auvihorized intiviluels. 42 sush, 15 15 tn iresert es clzerly and con-
cisely 28 wossible the history 2 211 sizailicen® operctions of the
Distsicte It shoyvld be & reosniells gmoosh sid intoresting running

-

sccount of cveits, mchiors, ~ut., with axslanchions ol whrt they were,
why the s osctrred, whyr somethinrs «1lse vrs rot aoue, ete.

1-3, Yievmoints.
A ——————————

e. viriter. - All rarts of the lLiistory are to be writicn

P

from tha broad viewrnint of leisr Genercl L. IL. Iroves. The actions
of tas Disvrict Oftficc, frea Nifices, °nd cortractors as componerts
nf +he YEpasttep liistriet, ere %o to iitezrsted and rresented es the
corrrensnsive action of the Disirict as a.whole. For ¢xampls, the
rigid security restrictions of the rroject in mnny ceses necessitated
the adopntion of unusual meesures in the attainmort of a local objsctive
. _J

1.1
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but the meintenance of scourity nas Leri recoznized throughout as an
absolute necessity. Conseguently, insteed of a statement such as,

"This work was impeded by the rigid security regulations of the District,”
a statemert such as, "The necessity of guardinag the security of *he
project rsguired Shat the operations be carried on in =-= cte.," would

ba more accurato. This vievpoint will necessitate some research worx

on tue nDert of certain writers to develop the actions tekon on a sub-

ject prior S0 the establishment of the arsa or division now handling

it, and on thc part of other writers to determine the reasons leading

up to tae decisions of higher autioritiss.

b. Reader. = wWhile the history is beirng prrepared for the
& - I

use oI high War Department officiels, it should be borne in mind that

it may also be seen and studied by persons wno are arlagonistic or
eritictl of the Deperiment or the project. Coriain readers may be per-
sons who have no special aciantific or %echnicel training of an kind.
Taus, thz nistory should be writicn so as to be undersiandiable to the
lay reader, should cresent the reasons for actiors teken in sufficient
dotall to serve as a basis for rcylies %o inguiries of antagonistic
readers, and should be supplemuntcod by sufricient aprended material and
documcrtod with sufficiont file references to permit the obtaining of &ll
details or any subject if nccessary.

1-4. Subdivisions. = The history as & whole is to be divided into
several books, each covering & major division ol the project and these
tooks in turn, ere to be subdividcd into volumes, each devoted to a
significant subject or the major division. A listing of the subjects

involved as prosenfly contamplated is shown in Appendix Al. Vhile this

o
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listing is subjoct to chenze, it is 2iven here primarily to inform indi-

vidual writers of +he relat’onshin of thelr prescentations to thy rast
of tho aistory and in order that thoy may be able to maks references

to otiisr booxs and volumes when necesssry. Individusl volumcs ere to

te subdivided by sectinns, cach covering one phase of the subject. Sec-
tions sre o be snubdivided by paragrachs comgrising the narrative account

of the history.

1-5, Preparation. - Tho prusent cffort is directed towerd the

precparetion of the first edition of the history of the District as of &
comparatively recont date; cemplate ard in satisfectory form. The zeneral
rlan is %o prapere the history or individual subjects in draft form first,
review those drafts in detail to insurc proper integration of the wvarious
subjscts and conformity with astebdblished policies and rrocedures, pre-
rare a finisked draft oz final revicw on a broad besis and thexn complets
the Iirs% edition ir finished form. Preparetion will be by the organiza-
tional unit most intimately concorred with the subject involved and
reviows will be by successiwvselr higher echelons in the erzanization.
Review and editing for the District Engineer will be performed by the

Fistoricsl 3ectien. Upor revicw of the first drart, it will be returned

Yy

to tho preparing office for neccssery revisions and preparation in
firished d;aft form. Tho finished draft will ba forwarded te Vashing-
ton for {inal review, Upon complotion of the Iinsl review the write=up
will be returned to the preparing offic: for freparation as the first
edition. The foresoing procedurs has been designcd for generel eppli-

cation but it is recornized that certein derartures therefrom are

necessary, particularly in the case of somec ol the broader subjects,

ggﬂvno 1* waw ."{'
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and in fr.ct, some of the finichud dralis are now being prepared in the
Hisewicnl Scction. However, it is planrned that final preparation shall
in all casss be done by the initisting offices so that they can check
any modilicctions made during the editing and correct any erroneous
entries which ney be made iradvertently during revicw as & result »f
nisintcrpretation of the original statements.

1-6. Future Revisions. = Althoush the immediate objective is to

comrlete the first edition of the history of the District up to a reeent
date, it is recognized that opcrations on most of the subjects covered
in this history are continuing; After the first edition or a subject
has besn comploted and approved it will be necessary to supplement it
when sisnificant developmonts occur and revise it comprehensively from
time to time in the future. One copy of the first edition will be re-

tair-d bv the zreraring office and us2d os the basis for such future
. Ky o

1-7. Sscurity. = The colloetion anl compilation of data or %he

o)

activitias of troe Distriet must nreassaril;” be done with grect cars to
avoid jcorpardizing the security o1 the project. All work shects, Jdrafts,
etc. as »1l as the [inal write-up ill therefore, be classified apyro-
pristely <ad handled in accordance with the provisions of AR 380-5.

Claossific-d or unclassified docum=nts ussd as exhibits, however, will
) 1 ]

rotein their orizinal classification or romain unclassified as the case

TS i s ouir
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SECTICI 2 = ARRANGEMERT

2-1, Gensral. = As explaincd in Parcgraph l=-%, the history as a
whole is to bc divid.d broadly into books nrnd they, subdivided inte
volumcs, 4 standard errencement, as outlired herecin, has been acoptod
for the material in each volume. This arrungement has been based in
gencral, on common practics in the preparation of relerence works but
in addi%tion, involwves cortain features designod to facilitatc locating
specific subjects as well as furtiier datails on such subjects if neces;
sary. It also includes a sumnary to cneble a roader to obtain guickly
a resums of the history of a subject if neccessary. The soquence of
arrangement within any volume is: (1) Foreword, (2) Table of Conterts,
(3) Summery, (4) Text, (5) Apperdicus, (€) Index. This sequence is illus-
trated by the form of this guide and thc individual components are dis-
cussad in detzil in the followinsg paragrephs.

2=2. Foreword. = The foreword is easentially an introduction to
the 7olume itself and should ir general, cresexnt any explanations, in-
structions to the reader, etec. which might otherwise require & memorandum
or letter to be furnished each readsr. It shou:” e written after com-
rletion of all succeeding rearts of a volume ani =il be dated. Explana-
tory items such as the following may properly bs included although all
of them rmay never be rejuired.

a. The reasons for writing this part of the history.

b. The manner of writing, i.e., any necessary explanatory
corments as to style, arrangement, etc.

¢. Any explanatory description of the relation of this

part to other parts of the history.,

OFFICIAL ysg ONLT

12265719



VEFICIAL usa oMLY

ds The geuneral sources of the materiul, dete, etecs on
which the writing has been Tased.

€. The date &s ol wnich this part of the history has been
sritten and why it wns selected,

f. The mechanics of reference, such as the manner of re~ .
ferring from the summary to the main text (see Par, 2-4) and the main
text to the appendices and‘files, the manner of desjignating references,
6%cC. |

E. Any abhrewiations used throughout the history.

2=3. Teble of Couteuts. = The table of contents is a listing by
title, numbder and page of each section, paragraph, sub-paregraph, and
lesser subdivision of the volums,

2=4, Summary. = 7he sumary is a condensation of the text itself
and is to be provided in order that the reader may get a condernsed but
compreheiisive ricture of the sutject maftter if desired, without reading
the entire text. It is rot an introduction tec the Zext but is a conden-
sation of it. Therefore, nc matserisl should zpreer irn the summary which
is not covered, usually in greater detail, in +'.» toxt. The size of
the summery may vary widely in the different -raciies but generally)
it should be about 10-15% of the length of the text swummarized. Thus,
it shouls be possible to cover are section of thc text in one paragraph
of the swmary. Numbers and titles of sections of +he text will corrés:
pond to numbers and titles of paragrarhs in the sumary., Paragraphs
-and gub-paragraphs in the text will be kered to the summary by under-
scoring the title word and following it with the paragraph number as

illustrated in the summary of this guide. Refersnces will be omitted

»
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in the summary. The swme:? 3asulli be rritten only efter completion of
the text,

2=5, Text.

8. Gensral. -~ The tex:t is %o be a carefully arranged,

clsar yresentation of the history of the subject under consideration.

I+ should tell what has been done andé why, how, when, where, by whon,
ani at whet cost. I is to be subdivided by sections, each devoied to

& major subdivision of the subject. While the variety of subjects being
covered in the listory nresludes the establishment of rules which would
nold trus ror the complete preparation of all toxtis, there are certein
general considerations which will usually be epplicatle and tney are
preserted herein. In general, the most logical order of arrangement

is, (1) the introductory meaterial, which is presented in one or more
sections a* *the beginring; (2) the historical account, presented in one
or mores sections *o constitute the bulk of the text: and (3) surple-

mentary informetion which, thoush iliaporiant, is auxiliary to the subject,
he tex® reed not be a dry recitatior of fueis and figures but it can

and should be as interesting an account of the work as possible.

b. Introductory iafterial. = The introductory mcterial is

to> "set the stage" for the reader. It is Yo coniain sufficient general

aad baczsrourd information te enable nim to undzrstand the historicel
account to follow. This material will consist of the information fur-
rished under some or all of the following headingss and under other
appropriate headings of similar nature applicable to certain presenta-
tions: "Purpose," "Authorications," “ipplieable Laws and Reculatiors,"

“*Special Considerations," "Goneral Theory," "General Description,"

=
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WEffects of Security Progru:,” "Local Corlitions," ete. It will be
faasible in certairn Jdiscussions to presont all of such matcerial in ths
firss sectisn undar the title "Iatroducvissz,” bub generally, the infor-
masion ou such subiects as "General Theory," "General Descriptioxn,” etec.
will require individuel sections. The introductory material should not _
be unduly rspetitious of information contaired in other volumes. Refer-
encs should be made to such volures for de=ails, However, each volume
should be cormplete in itself in so fur =s its owz rastricted subject

mattsr is concerned.

Ce Tistoricel Account. = The historiesl account will rel:te

the development of the work from its incepmion to the ~ffective date of
the presentztisn. Inasmuch as the history as a whole is broken down by
major subjects, the history of any one sibject likewise is to be orsanized
by its sizzificant comporenits, sach trentel in proper relation o the
other. In o historiecsl presents=ion of this sort the discussion of tne
ristorvy I any oune componunt cein gercrnll; be given most clearly on a
chronoloriczl basis, tut the roader shoull te kept acquainted by rofer-
ences or by exyplanatory comments a3 %o ihe rslationskip between the
devolopm:s under discussion enu otner ok

ses of the

W

program. The

D)

account shoald be sufficienzly lengtiy to give the resder a clear under-
erding of the history of the subject but it should not be so detailed

as to be Soring. The significarni dcﬁ&ils on the various subjects should

be covered by references to appended or filed material. Generelly,

the results sccomzlished, or at least the inmmediate results, should be

presented in conjunchion with the historical eccount of each phase of

the subject so &s to complste the reader's understanding of that phasc;

S

2.4
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but it will usuelly be necissary To intsgrate those results at the con-
clusion of *he volume either in narrative, graphiecal, or tebular form,
or a combination of such forms.

de  Supplementary Information.

(1) Gemerel. - Foliowinc the actount of the history
of %he work itself, *here Should be presented in one or more sections
such surplementary information as is significent to the history of the
work. Ouch subjects as "Orpanizatior," "Persornel,"™ "Acknowledgnents

of fissistance® =tec., should be covered here.

(2) "Aside Reomarks." - If "aside remarks" occur to the

vriter, such as statements of unusual human or gsnersl interest, or
humornus statenments, which may be pertinent but not suitable for inclu-
siog.in tho volume, the writer is %o record them seneara+tsly with proper
eference to the pvaze of the volume to which they ma; be most applicable.

They will be included in an aprendix where they mey be referred to if
desired, for oral discussions or spe~chsas or the subject,

¢-8, sprondices. -~ There should be cppended as axhibits to the
text, all materiel recessary to a clear understanding of the narrative.
In edaition, thure will be includad as »ne of the appendices a complote
list of material in the files to which refirence may be necessary in
order to dewwlop significant details on ths sutjeet. Dependine on the
ruabcr of documents so appendel, onc or more appandicus should be pro-
videde They may be bound elthel with *he histéry itsel? or separately,
as thc size mey indicate, 1If a numwu?® of apperdices are used they may

be broken down into appropriste classifications such as the following:

"lllll!!!!!!l:!.lllllll'
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A = lurs E - Special Subjects

B - Crawings, Charts F - rhotographs
or Greras

G - Glossary of Technical
C = Tabuletions Terms

D - Documents H - File References
In the %ex%, the appendices vill be refsrred to by letter and the item
by runber., TFor exemple: "(See Apy. Fi)" would refsr the reader to the
fourth vhotoprarh in ippendlx "F?, Eech apperdix will be preceded by a

1ist tabulatin~ the numher and title cf each item conteined therein.

2=-7. Index. = The taxt will be followed by a detailed index er-

renged in alphabetical order to facilibate refererces, In thnse volunes
whore the arvendices are howmd wifi the teoxt the index should follow the
aprendices. Sirnifisant ilews in e azrendicns as well es those ir the
text shoult ba listed ip the index Sub raferercss to the foreworl or
swmary should not be incluzad., The inder is rob merzly a reerrengemert

of ths table nl contents, which 13 w 113417 oi subjects, but is to
- 8 2 .

inelude namnes, rlacss, material:, ste. &3 wzll,
¥ ’

Cross references should
be includzd where epprocriute. .bbreviaztions used in the index to save
spaco should be expleined at the beginning. To reduce the number of
rages, the index may be erranzed irn two columns es shown in the indsx

of this ~uide, Iz general, the entries in the index should includs the

reze rafererce to every occurrence in the mair text of each of the fol-

lowiny zxcopt such as occur 3o frequently in the text that every refer-

ence vmuld be ebsurd.

1. Xemes of persons, sgencies, corrorations, rirms, ete.

n

2. Nanes of imrortant rlaces, and other important geographical

rames.

2.5 \v’f’b.&.b_:‘.&— [Py Vi)
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Specific designations of important subjects, activities,
materials, praéesses, buildings, systems, utilities, pieces
of equipment, etec.

General subjects (as for example those which form tle titls

of sections, paragraphs, sub-paragraphs, and appeniices).

-

SR,
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SECTION 3 - PRESENTATION SE onLY

3=1. General. - The presentation of the subject should reflect the
general purposes for which the history is being written, i.e. to serve
as a referernce work on the history of that phase of tue District program
for autorized officials, some of whom may be entirely unfamiliar with
the werik. EFEach presentation should be an orderly, clear, and adcquate i
covarage of the history of that subject. Although many technic:1 sub-
jects are involvod, the toxt is to be primarily a historical account
of the work of the District rather than a t;chnical treastise on indi-
vidual processes or procedures. Such trestises are berond the scope of
the hicunty aad while appropriate references thereto shouid be n=de, the
inforration therein should be touched on in the text of the hisiory only
in enourh detail to enable the reader to get a broad understasnding of
the "hows" and "'whys"™ of the history of the subject.

3=-2. Orier. = The order of presentation should be such that the
reader, if he follows that order, will have sufiicient background infor-
mation &t ell times to understand the narrative he is reading. This
applies to all subdivisions from bocks to paragraphs; that is, the vol-
umes of & bool, the sectinns of a voiume, the paragraphs of a section,
and the narrative material which constitutes the paragraphs, should be
arranged to present first things first., Appropriate cross references
should be made witnin the volume and betwsen volumes Dor further details
on verious subjects. When a comprehensive outline has been prepared to
enable an orderly presentation, a copy of the outline and estimated
schedule of completion is to be sent to the Historical Section to facili-
tate coordination of the wvarious parts of the history and to afford an

"%
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interim check to assure that the preposed centext will be adequate, will
not duplicate unnecessarily material presented elsewhere and will conform
generally to the standard form of presentatien, The outline will eventu-
ally become the table of contents for the volume and should serve as an
excellent work sheet for jotting dewn thoughts which may eccur to the
author on phases of the subject other than the one which he may be writing
at the time.

3-3, Style, - The history should be written ir a ampoth-flewing,
simple grammatical narrative style unencumbered by excessive quotations,
detailed descriptions, ete. which may interrupt the train ef thought. 1In
general, the emphasis should be en the actions taken rather than sn the
meeting or letter which led up to that decision or actien, For example,
in describing a specifip act, rether than begigning with the description
of the meeting or letter fram which the decision to perferm that act
evelved, it is generally desirable to describe the act first and then
explain, sometimes by mere reference, the authority under which it was
perfarmed. Hewever, in certain ocases, quotations frem important decu-
ments which have a direct bearing on the subject and which fit inte the
narretive may be inserted. The fact that the writing is intended as a
record should be submerged since the record is actually found in the
original documents, etcs te which the history refers.

3=4, Paragraphing. - In general, paragraphs, sub-paragraphs, and

further subdivisions are to be sultably labeled and kept reasonably
short to facilitate references in the future, It will be easier to find
material on a specific phase of a subject under & suitably labeled sub-

paragraph than it will i1f it is necessary to scan through a rather lengthy
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3=-5. Accuracy. - Complote scecuracy throughout the history is a
fundamental requirement in its preparstion. All facts and figures are to

be carcfully checked by the writers at the sourcz. During review and

editing stetements of policy, procedure and fact are to be confirmed er

.

caorrected.

-

3--6. Controversial Matters. - Matters in which the position of the

Tisr Department or the District may be thought weak or open to crinicism
should be given the semse emphasis as strong points. Adcquate explanatiens
to defond the actions taken should be given, but undue repetition of
either strong or wcak points is to be avoided. In ceses where criticism
has already becn veiced, particularly by influsntial agencies or inii-
viduals, a scparatc appendix should be included containing a full state-
ment ot the charges and a complete explanation in defense. Such state-
ments either of aécusation or robuttal should not be detailed in the text.
3=, Documentation. - Obviously, the magnitude of the project is
such that 211 details cannot be covored in e histery of a readabie
length, and it is necessary that the text be fully documented by refer-
ences to appcnded c¢xhibits or filed matarial in order thet full informe-
tion on nny one subject reported on in the history can be obtained if
necossary. Likewise, it is necessary that a2ll statements of fact,
figures, cte. contoined in the text be capable of support by basic docu-
mentary cvidence, The morc sigrificart of such evidence should be ap-
pended to the text as exhibits and the description and location of
documents giving detailed information should be included in a list of

file referenccs. The question of what items to include as exhibits and

S

| ' 3.3
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what to include merely by reference must depend largely on the subject
under presentation. The following examples are given to indicate the

sort of material which may be included in the two categories. Maps,

floor or layout plans, flew sheets, organization charts, photographs,
graphs and tabulations essential to a clear understanding ef the subject .
should normally be included as exhibits. Exhibits may alse include docu-
ments supporting decisions made in important matters, letters indicating
concurrence in the District!s actions by outside agencies, and forms,
c¢ircular letters, etc, typical of routine instructions er procedures.

The list of references should contain the description and location of all
documents referred ts in the tex% which are not included as exhibits.
These may include public laws; Presidential executive orders; instructions
regulations and authorizations by higher authorities; letters, memoranda,
etc. giving cemplete details on subjects mentioned in the text, and;
documents, drawings, reports, books, tabulations, etc. tos bulky to be
included as exhibits. The location of public documents such as Congression-
al Acts, Executive Orders, etc. need not be given but the locstion and
file numbers of other documents should be given in sufficient detail to
assure their being readily found at any time in the future,

3-8, General Subjects. = While the various subjects involved in

the history differ widely, there are a few which will generally be in-
cludedxin each volume and comments on each of these are given below as
a guide to the writer as to just what presentation thereon is desired.
a, Purpose. = A brief presentation of the purpose of the
subject of the volume is desired at the outset in order that the reader

-

may get an early pictufe of . the relationship of the work therein

- o

3.4
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described to the other operations of the District.

b. Scope. = Generally, a brief definition of the scope of
the operations reported on is desirable, particularly since many of the
operations of the Manhattan District are so comélex that it is difficult
for the uninitiated to formulate a clear picture without a specific deli-
nition as to just where oné activity ends énd another Eegins.

C. Authorizations. - The broad authorizations applisable

to the District will be covered in Book I, but those authorizaticns
which apply specifically to the subject being presented are to be listed
in the volume covering that subject.

d. Orgarization. - A broad description of the District organ-
lzation will be presented in Book I, but a more detailed explaﬁahion or
outline of the orgenization handling a specific subject should be included
in the presentation of that subject. The discussion should include é
general description of the growth of the organization, supplemented by
a series of charts to show that growth and its relation to the organiea=-
tion of the District as a whole. The description of the organization
need not include nemes of persons or need they be included on the organiza-
tieon charts, but they can be listed separately. The charts should show
the broad subdivisions of the District, including the contractcrs!
organizations, up toand including the District Engineer. The list of
personnel should be limited to such persons as occupied positicns of
responsibility and should in general, not be extended below section heads.
Such persons should be listed by name and title and the approximate dates

by month and year that they held their positions.

e. Acknowledgments of Assistance. - Acknowledgments of

~S
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assistance should also be included, both of organizations and indi-
viduals., The neme of the organization or individual should be given
as well as a reference to the phase of the work on which the help was

rendered.

“ee
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SECTION 4 - MECHANICAL STANDARDS

4-1, Paragraphs. = Paragraphs will be titled and numbered, Each
number will consist of two parts separated by a dash, the first part
being the number of the section containing the paragraph and the second
part the number of the paragraph 1n that section. For example, the -
third paragraph of the fourth section of any volume will be numbered
"4-3." Sub-paragraphs and further subdivisions will be titled and
identified‘by letters or numerals in accordance with the Government
Correspondence Manual, and as illustrated herein. Lengthy paragraphs
should be subdivided as mentioned in Paragraph 3=}k

4=2, Pages. - Pages will be 8" x 103" and page numbers of the text
will also be composed of two parts serarated by a decimal point, the first
part being the number of the section and the second part the number of
the page in that section, thus, the fifth page of Section 3 in any volume
will be numbered "3.5." Page numbers of the Table of Contents will be
designated serially thus, i, ii, 1ii, iv. Page numbers of the Foreword
will be designated F1, F2, etc.; the Summary 81, S2, etc.; and the Index
11, 12, etc.

4-3.  Typing. - The volume will be typed double space on one side
of the paper only. Margins of 1" or 6 spaces will be maintained at top
and bottom, 11" or 15 Spaces at the left, 3/4" or 7 spaces at the right,

4-4. Exhibits.

a. Size, - Exhibits in appendices should preferably be
"page size" sheets. If it is necessary to use larger sizes the "vertical"
dimension should if possible be kept to the standard height of a page

and the "horizontal" dimension some multiple of a standard page width,
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be Special Binding Edze. - Exhibits which are referred to

frequently in the text may sometimes.be bound with & page size binding
edse to permit them to be entirely outside the binding cover when unfolded.
c. Photographs. - The captions of photographs should pref-
erably appear on the same sheet as the vhotograph. If this is net prac-
ticable the caption will be typed on a separate page facing the photozraph.

4--5. Index Tabts. - The summsary, the sections of the text, the

several apperdices and the index should be marked with index tabs for
ease of reference,
4-6, Cories.

a. Numbar., - Four copies will be prepared, two on bcnd
paper, and two on white tissue. The secend bond copy will be tyved as

the third carbon corpy.

b. Distribution. - Three copies, two bond and one +tissue,

will be sent to the Historical Section. The twd bond copies will then
be forvarded to Washington anﬁ one tissue copy will be retained ia the
District QOffice. One tissue copy will he retgined by the origirating
office to be used as a work copy for revision.

4-7.  Binding. - The reports, apperdices and exhibits will be
bound suitably but not elaborately, for preservatibn. A simple binding
similar to Acco will be used. Binding will generally be on the left
side, but special documents such as cost reports, etc. which may have
been prepared previously and bound in a different manner and are used
as exnibits appended %o the report, will be used in their present form.

. Bulky appendices may be bound separately from the text.
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MANHATTAN DISTRICT HISTORY

PREPARATION GUIDE

APPENDIX "A"
" DOCUMENTS
No. Title
1 Manhattan District History

(List of Titles)
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MANHATTAN DISTRICT HISTORY

PREPARATION GUIDE

APPENDIX "“B"
REFERENCES
Hg. Descrigtion Location
1 BExecutive Order No. 9139

18 Zpril 1942

2 Public Law 354 - 77th Congress
Chapter 593 - lst Session,
Approved 18 December 1541
("First Wer Powers ict, 1941%)

3 Manhattan Distriet Circular District Office
Letter (Labor Relations 45-9) Files
10 January 1945, Subject: Man. 230,23
"Reemployment of Previous (Gen.)

Employees," EIDMP-3

(Note: The above documents are not referred to in the text of the Guide
but are shown here to indicate the form in which references are to be
listed in the history.)

OFFI1CIAL USE ONLY

iy,
122659



