Cenyonlands Nstional Park

Arches end Batural Bridges National Mopuments J§262/7 ‘
¥oab, Uteh 81532 /

A2615
October 19, 1966
Memorandum
Te: District Rengers: Islemd in the Sky, Arches, Neturzl Bridges,

Beedles; Ranger Secretary
From: Acting Superintendent
Suhject: Hoathly Narrative Reports

There sre & muder of procedures te be followed in preparing subjact report
wvhich will help e greet desl in the final compilation of the Superintendent's
Menthly Rarrative: :

1. Plesse phreae your sentences in & manner which will permit clipping
sand direct insertior into the Superintendent's report. Insteed of
writing that "Brown goofed up the generator,” you might use "District
Renger Brown was unsble to start the generator.” 1In writing, ask your-
self the question, "will this be understsndsble to a person unfemilisr
with the sres and the personnel”?

2. Please include a brief summary of travel deta for the month. All

‘that is needed are current menthly end cumulative figures for the yesr,

and the ssme dats for the previous yesr. Percentage of incresase or
decrease is helpful.

3. Under Visitors, plesse list them chromologicaelly snd include the date:

October T Elizabeth Teylor, movie actress
Octcber 8 Frenk Sinstra, singer
October 10 Richard Burton, angry husband

4. Under Personnel do the seme, listing each sction in chronologicel
order, with the individual's title, etc.

Octobher S Jim Smith, Laborer, terminated

October 7 Matthew H. Rysn, District Renger, transferred to
Kational Cepitol Psrks

October 8, Ceorge Jones, District Ranger, E.D.D.




5. Please identify the report st the bottom of each page:
Octcber Monthly Nerrative 5 Yeedles Distriect
6. Put things in the right plece, For example, an observation of a

couger would go under Resesrch and Observations rether than Wildlife
end FPizh Culturel Activities. Cearelessness in this respect impeoses s

hardship cn the pereon trying to organize the Superintendent's report.
Also, follow the correct order of subjects. Concessioners comes betwoen
Maintenance and Complainte snd in no other positicn in the report.

7. Keep your reports short, simple, strong snd sincere. Lengthy
descriptions of the westher may offer en oppeortunity to soear into prose,
but seldom serve any useful purpose. Of course, you den't want to omit
anything which will help future district personnel who resd your files
for background informatien.

8. Pe on time, plesse. If you type your own report, it should be in
this office no lester than the 74h of the following month, If the ranger
secretary does your typing, have the dreft in her hands no lster than the

5th. Use of the mimeogrsphad first page, availeble from the ranger

secratary, will save time for everyone.

Roger J. Contor
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SUPERINTENDENTS' MONTHLY NARRATIVE REPORT

. Frequency: Monthly.

" Due Prom: All parks and offices *(except when closed for the
season) . ¥ ‘

Due in Washington Office: Not later than the 15th of each month.

FPor: Division of Management Analysis, Assistant Director
(Administration). ‘ |

Form: GSee sample form of summary sheet attached.

. - Distribution of Copies: Send original and two copies to Director
o and one copy to regional director. (Regional director may
request additional copy or copies for circulation within the
region.)

Piié Number Symbol: A2823 Reports, Monthly, Superintendents. {
S . ‘ ' ‘ . .
; \;Recorda Disposition Information: Washington Office, permanent /
' (record set); fileld offices, temporary (nonrecord set) dis-
'y ‘pose after 5 years. (Disposition authority: NPS Records  °
.Control Schedule 2, Item 3.) ;

-~

Data Reference: None.

" Instructions and Procedures: Each official in charge of an area
L ~ administered by the National Park Service should prepare and
- . send to the Director a Monthly Narrative Report covering the -

. sctivities of the area under his supervision. "The name of

“'the reporting ares and tle page number shculd be stamped or -7
typed on the bottom of each page, except the letterhesd R

c

‘,‘1  SUMMARY SHEET.--A brief summary of the outstanding ;j
items contained in the report, showing the page numbern/p{'
~_the report where the items may be found, shall be prepared N
4 for each report of more than four pages. If the repfrt is =~ .-

) four pages or less, do NOT prepare a summary sheet./ A copy
of the summary sheet should be attached to the froAt of each
copy of the report. (See sswmple form of summary sheet ’
" attached.) . /

(
s
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Report Directives Part 1
Division of Esgggeuent Analysis NPS(AM)- 4
Superintendents’ Monthly Narrative Report

Page 2

Ingtructions and Procedures (conm.)

The Superintendents' Monthly Narrative Report should
furnish the Washington Office and regional office with a
brief, but comprehensive, statement by the official in
charge of the important and interesting events, developments,
conditions, and activities relating to the area covered by
the report for the report month. The monthly report, if
properly prepared, will constitute valuable future historical
source material.

Photographs of new construction, park use, and activ-
ities, and new scenic pictures are important. Good pictures
showing people using a park area are especially valuable,
Where possible,_photographs should be printed on letter-
size "adtype" glossy paper with captions.

. Data submitted to the Washington Office in other re-
ports should not be detailed in the Monthly Narrative Re-
port, but may be briefly mentioned tn complete the report,
as in the case of an accident for which a special report
has been submitted.

Matters, including recommendations, which should be
presented to the Director and the regional director for action
are not to be included in the Monthly Narrative Reports, but
should be made the subjects of separate memoranda.

Reference need not be made to matters which do not
apply to the particular area for which the Monthly Narrative
Report is submitted or on which there is nothing to be re-
ported. In other words, it is not necessary to state ''There
1s nothing to report," or "Routine maintenance work has
been done on road," etc. Repetition should be avoided.

Those matters relating to a particular organizational
function or activity of the Service should be grouped under
a single heading in accordance with the following outline.

SUGGESTED TOPICS

Genergl

Weather Conditions: An outline of general or unusual
conditions which may affect park travel or work is all that

%srzequired. Do not attach copies of Weather Bureau report
orms.

Release No. 1 ' January 1962
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i Report Directives i Part II
Division of Management Analysis NPS(AM) -4
Superintendents' Monthly Narrative Report * Page 3

Instyuctjons and Procedures (con.)

Increagse or Decrease in Travel: Comment on travel trends
and report amounts of admission, entrance, or automobile per-
.mit fees collected during month, {f applicable.

Visjtors: Include influential or important persons.

Special Actjvities: Report on important inspections and
- investigations other than those made by the local staff, trav-
. el by the official in charge, conferences, meetings, etc., not
reportable under other activity headings. '

Miscellaneoust Note unusual and interesting happenings
involving employees and members of their families.

Administration

Management Analysis: Prepare a brief resume on the prog-
ress made on major activities covering the Management Analysis
field, {.e., Management *Appraisals, Surveys,* Directives, Cor-
! respondence, Fcrms, Reports, Files Management, Records Sched-
uling and Disposition, etc.

" Personnel: Report appointments, transfers, promotions,
and other personnel changes affecting permanent positions.
Mention entrance on duty dates of key employees transferring
from other areas, and items of unusual interest such as special
recruiting problems, training activities, etc.

*Safety and Health: Mention accidenta involving visitors,
.8ervice employees, and equipment; health of visitors and em-
‘ployees. Detdils of minor accidents are not desired.*

Conservation, Interpretation and Use

Interpretive Facilities (including museum activities and
exhibits): Report completion and important progress on museum
construction and exhibit plans; installation or revision of
permanent or temporary displays, trailside exhibits, exhibits
in place, and special exhibits.

Interpretive Services: Summarize new information concern~
. ing the services rendered by conducted trips, talks, and at
information stations and museum facilities.

"Amendment No. 2 November 1962
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Superintendents’ Monthly Narrative Report Page 4

Instructions and Procedures (con.)

Regearch and Observations: - Enumerate observations,
events, and important research projects in fields of biology,

archeology, history, etc. Do not include check lists censuses,

or other details that should be submitted in special reports.

Protection: Mention important facts concerned with
protection of the area, its visitors, and its property. Com-
ment regarding public visitation, special events of note,
ranger activities, rescue and search situations, and unusual
law enforcement matters.

Forest Fire Protection: Report fire hazard conditioms
and items of special interest relating to fire prevention,
presuppression,

Insects and Tree Diseases: Report studies and surveys
under way, control operations of importance, special tree
preservation activities, including campground protection
and studies.

Building Fire Protection: Report building fires,
building fire hazard inspections, fire brigade organizations
and training.

‘ Sanitation: Mention important sanitation ftems, in-
cluding water supply. ~

Wildlife and Fish Cultural Activities: Report activ-
ities relating to wildlife management and fish culture.
. ' %
Maintenance: It is not necessary to recite minor or
routine details. "Include soil and moisture activities.

Concessioners: Indicate important changés, trends,
lack of accommodations, new service, and status of conces-
sioners' appproved prafects.

Complaints: Enumerate complaints against the conces-
sioners and National Park Service. State action taken by’
officials in charge to investigate complaints.

-

Release No. 1 January 1965«
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Ingtructjons and Procedures (con.)

Resource Planning

- *Status of Private Lands: Include ONLY IMPORTANT changes
-or negotiations concerning private lands within the park
boundaries.*

Boundary Adjustmentg: Mention any field studies, report
preparation, engineering surveys, conferences with other agen-
cies, or other pertinent actions relating to proposed boundary
changes.

Proposed Park Areas: Mention any discussions with other
agencies or individuals, and newspaper and other comments on
proposed park or recreation area located near the reporting
area.

Cooperation with Other Federal, State, or Local Agencies:
Mention consultative and advisory assistance furnished, to other
Federal, State, county, metrapolitan, or municipal agencies
concerning their recreation areas, facilities, and programs,
and cooperative services rendered by other agencies.

Cooperating Non-Government Agencies: Mention work done
by or for private organizations, associations, or societies.
Include donations and accessions, OTHER THAN MUSEUM MATERIAL.
Only items of major importance should be mentioned.

State, County, or Municipal Legislation: Resolutions,
‘memorials to Congress, etc., passed by State Legislatures or
other local actions taken affecting the reporting area.

Public Affairs

General Publicity: Important local press items relating
to the area should be mentioned. Do not include copies of
press releases and nature notes already sent to the Director
or the regional director.

Public Relations: Cover activities specifically intended
to retain or create friendly and favorable .attitudes toward
area or Service, '

Amendment No. 2 November 1962
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Instructions and Procedures ‘(con.)

Design and Construction
(Start on Separate Page)

Plans, Maps, and Surveys: Report activities of tech-
nical personnel, resident or assigned, relating to PCP's
Master Plans, road, boundary, or other surveys, including
progress on projects.

New Construction: Report progress on all projects. A
realistic statement of work to date should be made, {.a.,
foundation for bridge completed, right-of-way cleared, cul-
verts in place, and first three miles of grading completed,
Account for any unusual delays. Include forecast of whether
all funds allotted to a project will be obligatad before the
end of the fiscal year or whether carryover balances may be
anticipated. Establish & completion date and state whether
the project will be completed within the established com-
pletion date. If no construction is in progress or pro-
grammed, so indicate. If the work is to be done by coatract
and not under way, indicate the date bids will be circulated
and opened. The above information on new construction should
include concessioners' construction projects. :

Utilicies: Include statment (where applicable) as to
action taken and current status of negotiations for obtain-
ing more adequate utility services such as telephone, radio,
electric power, etc., on a leased service basis from commer-
cial companies. “

Conference and Meetings: When attendance at confer-
ences or meetings relating to Design and Construction
activities is reported, include names and titles of those f
in attendance, purpose of conference, recommendations made,
and conclusions or action taken.

*One copy of the Design and Construction portion of ‘ ¢
the Superintendent's Monthly Narrative Report, including the .
Form 10-771, should be mailed direct to the appropriate
field design office. Also, one copy of this portion of the
report, in additien to the original, should be mailed to the
Washington Office, marked for the attention of the Office of
Program Coordination.* , .

Amendment No. 5 , July 1963
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Ingtryctions snd Procedures (con.)
Summary of the Pebruary 1962 Monthly Narrative Report
for

SHENANDOAH RATIONAL PARK

GENERAL: Page
Wegther: Springlike conditions replace by
heavy snowfall. 1
Travel: 2,458 cars carrying 7,234 passen- ;
gers (totals are estimated). 1
Visitors: State Foresters Dean and Quinn of
_ State Game and Inland Fisheriss. 1
Special - Meeting of all cooperating agencies
Activities: .. on fire prevention and suppression. -~ 1
Miscgllgneous:  Miss Katherine Smith married Harry ‘,
0 - Wilson on February 16. 2
ADMINISTRATION: . - William High promoted to Chief Clerk;
E . ... Blevins promoted to Fiscal Clerk;
© " per diems hired. , 2
CONSERVATION, e 'l.'h& museum exhibit plan for the

INTERPRETATION & USE:  visitor center vas reviewed and

. recommended for approval and

- _sent to regional ditnctor,b

' RESOURCE PLANNING: ~ A copy of the Memorandum of Agreemant
. - . between the NPS, BIA, and the Navajo
Tribe was finally obtained from BIA. 4

PUBLIC AFFAIRS:

;Sﬁpéfiﬁﬁéndent addressed local Kiwanis
Club. , 4

' DESIGN & CONSTRUCTION: Ranger Station and thtee house
. S Trailers completed for Seasonal
Employees. 5

-

-

Release Ko. 1

January 1962
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