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Communication of Manuscript Guidelines

Presenters whose abstracts have been accepted, or who have been invited to give talks at the Conference, should receive a copy of the “Instructions for Authors” document (Appendix __ in the “Program Chair” section, pp. __ - __).  several months in advance of the Conference.  A copy of the 1-page “Author Agreement” form (Appendix __-1) should accompany the “Instructions to Authors”.  Beginning in 2006, a 1-page “Manuscript Checklist” will be added to the document in an attempt to improve the authors’ understanding of what is required as well as their compliance with the instructions.  

This document can be mailed hard copy or emailed by the Program Chairperson or by the Editor to each presenter, typically in September or October preceding the Conference (in some past years, it was mailed along with a copy of the Conference’s Preliminary Program).  It is the responsibility of the Editor to revise and update the “Instructions for Authors” document prior to every Conference, as needed.  

Collection of Manuscripts & Disks

Manuscripts (along with disks and the Author Agreement form) are due at the time of the Conference.  It has worked well to have these be collected by the respective session chairs at the time of the session.  The session chairs then pass along the manuscripts, disks, and forms to the Editor at the conclusion of the Conference.  This responsibility should be discussed by the Editor with the Program Chair, so that the session chairs can be reminded of this task prior to the Conference.  Some speakers will request additional time (several weeks, usually) to finalize their papers or to make corrections; this is not a problem, but the sessions chairs need to communicate these requests to the Editor.
Issues of Copyright and Prior/Parallel Publication

The purpose of the Proceedings is to disseminate the information they contain widely to diverse audiences, which includes copying of individual papers for further distribution.  Therefore, the Council has never copyrighted the Proceedings and has, in the past, encouraged the republish​ing of Proceeding articles should anyone inquire, so long as credit is given for the original source of the article. 

Recent changes in copyright law have led the Council, beginning in 2002, to request that the senior author of each article complete and sign the “Author Agreement” form, to be returned with the manuscript.  This allows the Council to make the published paper available in additional formats in the future, while protecting the author’s inherent ownership of the publication.  Most authors are to complete and sign Part A of this agreement, while authors who prepared their paper as part of their job as government employees need complete and sign only Part B.  The Editor should maintain the file of returned Author Agreements for each Proceedings volume in a secure location. 
In past years, the Call for Papers has stated, “Contributed papers should not have been presented, submitted, or published elsewhere.”  With the recent multiplication of appropriate conferences and seminars at which to present papers on human-wildlife conflicts, this instruction has been increasingly ignored by some presenters.  The Council, in recognizing its mission to disseminate sound, scientifically-based information on human-wildlife conflicts and their resolution, has recognized that information presented at The Wildlife Society’s Annual Conference, for example (from which only Abstracts are published), is appropriate for inclusion in the VPC.  However, the Program Chair should make it clear to prospective speakers that a manuscript for the Proceedings is a requirement for their participation.  If they have published on the same topic elsewhere, or plan to, it is their responsibility to provide the Editor with a manuscript that is sufficient different from manuscripts submitted elsewhere that no conflict is created.  Their desire to publish elsewhere is not an adequate excuse for allowing the speaker to make an oral presentation at the VPC and then not submit a manuscript for the Proceedings*. 
*For the 21st VPC Proceedings (2004), two papers were included that had been published elsewhere.  This was done because of the importance of the information to the VPC audience.  One paper had been previously accepted by the Journal of Wildlife Management, appearing in the July issue of the same year as the VPC; permission for reprinting was easily obtained from the author and from JWM.  The other paper had been submitted for the Transactions of the North American Wildlife & Nat. Resources Conference, and appropriate permission for reprinting was obtained from the Wildlife Management Institute’s editor of the Transactions.
Initial Review of Manuscripts

Immediately following the Conference, the Editor checks the manuscripts in hand against the speaker list to determine which papers are missing.  These authors are contacted by mail or email, requesting that they submit their paper by a specific due date (typically 6 weeks following the Conference, unless the speaker has communicated a different expected completion date to the session chair or Editor).  Samples of such letters are provided as Appendix _-2.

The Editor quickly reviews each manuscript, as it becomes available, to determine if it is prepared in the style and manner requested, and if the disk and Author Agreement have been provided.  The disk should be checked to make sure the electronic files, including any files for tables or figures, are in the appropriate format and can be opened.  Typically, the electronic files are copied to the hard disk on the Editor’s computer, and the original disks are stored in a secure location.

If a paper is incomplete (e.g., missing figures, tables, abstract, literature cited, or other required components) or is unacceptable because its style and preparation differ significantly from that specified, the Editor should immediately communicate with the senior author to explain the problem(s) and request a revision by a specified date.  See sample letters in Appendix _-3.
A master list of all the manuscripts is prepared, typically as an electronic database or spreadsheet.  At this point, it is most efficiently arranged alphabetically by the senior author’s surname.  It is useful to include in this database the exact title of the paper (which may differ from the title used in the Conference Program), the author’s email and mailing addresses, the date the manuscript was received, a check-box to tally receipt of the Author Agreement, and fields to note the peer reviewer’s name and the dates the manuscript was sent to, and received back from, the reviewer.  One hard copy of each manuscript is placed in a file folder, alphabetically by the senior author’s surname.  
Peer-Editing Process

Prior to the Conference, the Editor should query to entire Council to determine which members are willing to serve as peer reviewers for one or more manuscripts.  As soon as possible after the manuscript is received, the second copy submitted by the author should be mailed to a peer reviewer, preferably an individual who is interested in and knowledgeable about the topic of the paper.  A sample cover letter, along with a half-sheet reviewer’s instruction form attached to the front of each manuscript, are provided as Appendix _-4.  The Editor may assign the reviewer a suggested due date for review comments to be returned, typically 4-6 weeks later.  In the event that the specific reviewer is asked to look at 3 or more manuscripts, the return dates may be staggered over the next 4-8 weeks.  For those Council reviewers who are retired or self-employed, it is helpful if the Editor provides stamped return envelopes along with the manuscripts.  The Editor typically has sufficient Council volunteer reviewers that no individual need be sent more than 5 manuscripts.  An exception may be the Conference Chairperson, who will be listed as co-editor of the Proceedings.
Reminders to Tardy Authors, etc.
Authors who did not submit manuscripts during the Conference and who do not provide manuscripts by the due date communicated by the Editor should receive a follow-up email or phone call promptly.  A good strategy is to have the author (who is already feeling guilty, or should be) suggest a due date; the Editor can respond whether that date is acceptable or suggest an alternative date.  In reality, it is beneficial to the Editor for the flow of manuscripts to be spread out over a period of 3-5 months.  Some of this will normally occur simply as a result of peer reviewers’ schedules in returning them.
Acceptance & Rejection Criteria

Most manuscripts will require minor corrections or change for reasons of clarity, format, consistency, or other reasons.  Generally, there are no more than 6 to 10 papers (roughly 10%) per conference that have significant problems.  Manuscripts should be immediately sent back to authors for revision prior to peer editing for one or more of the following reasons:

1. Style significantly different from that requested.

2. Exceptionally long manuscript, without having communicated this to Editor in advance.  In the past, up to 25 double-spaced pages has been accepted, unless the paper was of very poor quality.  Occasionally an author will request advance approval for a longer paper.  If the author is known to prepare highly publishable papers and has good information to present, the inclusion of a longer paper has been approved.  As publishing costs increase, we may have to reconsider this privilege.
3. Excessive number of tables, especially vertical, complex, or excessively large tables (all of which are difficult to manage in a page layout), or tables that are not essential to conveying the content of the paper.

4. Poor-quality figures (e.g., photos that will not reproduce clearly in black-and-white; poor quality line drawings; figures with various multiple shades of gray), or figures submitted in an electronic format that cannot be manipulated by the Editor or layout person’s software (e.g., bar graphs or line graphs submitted as ‘pictures’– *.jpg or *.bmp formats, rather than in Excel).  This area is where most problems occur.  Authors should be immediately requested to re-submit graph created in Excel or a compatible software program, or better-quality photos or scanned images.

5. Figure format unsuitable.  Speakers often prepare visuals of data for projection purposes.  If prepared appropriately for projection to a large audience, they are brief and contain small amounts of important data per slide; however, rarely will these converted visuals be suitable figures for the manuscript.
Samples of rejection letters or letters requesting modifications or replacement figures are provided as Appendix _-5.  Typically, authors should be given 4-6 weeks to make recommended revisions.  

While outright rejection of a manuscript is rare, it should be done if a) the manuscript demonstrates poor experimental design, b) inaccurate data or intentional failure to report essential information needed by the reader, c) inappropriate or inaccurate interpretation of results, or similarly glaring shortcomings.  The peer reviewer’s opinions on such matters may be very helpful to the Editor in this regard, either as additional support for the Editor’s first inclination, or to offer a different perspective on an appropriate resolution of a problem.  Rejection should also be considered by the Editor if the author fails to respond fully or in a timely manner to a request for major revision and re-submission of a manuscript.
Editor’s Review

The Editor should carefully review each manuscript when returned by the peer reviewer, noting any omissions or problems that would require the Editor contact the authors.  If so, such contact should be made in a timely manner.  Often problems found at this point include missing literature citations; incomplete or unclear table or figure captions; or failure to refer to figures, tables, or literature cited at some point within the text.  Sometimes the peer review will offer suggestions that may greatly help to strengthen the manuscript, and the Editor may wish to pass these suggestions along to the author(s) with a request for appropriate revision.  In any case, it is best that the peer review not be mentioned by name to the author(s). 

The Editor should carefully read the manuscript returned by the peer reviewer, accepting or rejecting suggested changes.  Typically, the Editor will be the person responsible for consistency of style among papers.  A listing of common problems found in manuscripts is included as Appendix _-6.  The Editor may choose to mark the same copy as the peer reviewer, using a different color of ink.  This edited manuscript can then be given to the typist / layout assist for appropriate corrections and for formatting.
Formatting for Printing
It is most helpful if the Editor and the layout assist agree in advance on the consistent style and appearance that will be applied to all papers.  Factors to be considered include font, font size, font style, spacing, size of margins, indents, style of headings and subheadings, etc.  It may be helpful to create a sample layout on which these choices are marked (see Appendix _-7 for example of style and format used for the 21st Proceedings).
Editorship
For many years, the Conference Chairperson was listed as senior Editor of the Proceedings, with the managing editor listed as junior Editor.  For the 20th and 21st Proceedings, this was reversed as a result of mutual agreement between the Chairperson and Editor.  (see ‘Historical Perspectives and Notes’ below for more on this topic)
Individual Papers
Each individual manuscript will be corrected, using the author’s submitted Microsoft Word file as the starting point.  In recent years, layout has been accomplished in a recent version of Microsoft Word, which allows insertion of objects such as Excel graphs, pictures, etc.  Once the corrected text and text layout are accomplished, then figures and tables can be inserted in appropriate locations (it is desirable to insert these following the first location where they are mentioned within the text; in some cases, insertion will need to occur on the following page). 
Typically, the Editor will then review a “first draft” format prepared by the layout assistant and mark any changes or corrections that need to be made.  It becomes easier to spot inconsistencies in layout or style once the entire volume is assembled and can be viewed at once.  This can be conveniently accomplished by placing “second draft” layout pages in a 3-ring binder, where they can be reviewed by the Editor and any other assistants serving as proofreaders.  It is very helpful, in the later stages of preparation of the camera-ready manuscripts, if someone with a “fresh set of eyes” (e.g., the Conference Chair) can step in to assist in a final proofreading.
Table of Contents

While the Table of Contents cannot be completed until all page numbers are assigned, it can be drafted as a means of grouping the papers of similar topics into groups under general headings.  There is no set pattern to the order of these categories, with the exception that the opening remarks and keynote paper are always listed first.  The closing remarks are, naturally, listed last, followed by the Author Index and then the Key Word/Subject Index (the indices were first added in the 20th Proceedings 2002).  The list of conference participants and their addresses, which had typically followed the closing remarks, was omitted beginning with the 21st Proceedings as a result of Council’s concern about privacy regulations.
Author and Key Word/Subject Indexes 

Numbering all pages is required before the Author Index or the Key Word/Subject Index can be generated.  The Author Index is intended to give page numbers for the first page of each paper on which a person may be an author or co-author.  In generating this index, the Editor may discover inconsistencies in an author’s name that appears on more than one paper (e.g., full name on one, but only initials on another; middle initial present or missing, etc.).  For the sake of consistency, corrections can be made to these.  

The Key Word/Subject Index uses the key words provided with each manuscript as a starting point.  However, inconsistencies between papers treating similar topics will become apparent, and it is helpful if the Editor can elaborate or modify the key words to provide greater consistency throughout the volume.  While the authors may wish to include such general key words or phrases as “wildlife damage” on an individual paper (and they should be left in place), there is little point in indexing such general terms in this type of Proceedings, or in adding this phrase to almost every other paper it contains.  See the Key Word / Subject Index in the 21st Proceedings as an example.
Title Pages, Acknowledgements, etc.
Typically, the first 4 to 6 pages are devoted to the title page, listing of Conference committee chairpersons and assistants, Council members, and others involved in the Conference or the production of the Proceedings.  Double-check with the Program Chair and the Arrangements Chair to make sure that the session chairpersons, audio-visual and lighting technicians, and others are accurately named (the names as printed in the final program may be incomplete).
In the past few volumes, we have resumed the practice of listing the entire history of VP Conferences by number, dates, city, and conference chair.

The title page should contain the ISSN listing for this Proceedings, as follows:


ISSN: 0507-6773

This is an International Standard Serial Number that applies to all the Proceedings in our series, allowing libraries and booksellers to more easily identify our publication.
Artwork and Cover

To make the Proceedings more interesting we have, over the last decade or more, added appropriate drawings, usually of pest animals, at the end of some articles where there is blank space.  Most of the artwork used has been original pen-and-ink drawings done by a UCD student artist.  Our collection of original artwork is currently maintained at the UCD campus by Paul Gorenzel.  Care must be taken not to use artwork which is copyrighted elsewhere and for which we do not have permission to use.
The Editor should choose appropriate artwork for the cover of the Proceedings, as well as the color of the cover, in consultation with the Conference Chair.  If new artwork must be prepared, there is often some time delay involved, so don’t this put off until the very end.  The color of the cover must be selected using standard commercial printing nomenclature for Pantone ink colors.  The safest bet is to look at a Pantone color chart for coated papers at a commercial print shop; however, an initial idea of color choices can be obtained by looking at a Pantone chart on the web at: http://www.janway.com/pantone-chart.htm.  Whitehall allows 2 colors of ink to be used on the cover without additional cost; typically, one color is the background color, and the second color is black ink for the lettering and for the line drawing artwork used.  However, for the 20th Proceedings we chose to use the white cover stock without an additional color, using black for the lettering and brown for the line drawing of horses.
The lettering for the spine must be included as part of the cover layout.  It is helpful to make a “dummy” mock-up of the entire cover and send it to Whitehall along with the camera-ready originals for the cover.
Preparation for Printing & Printing Logistics

To date, we have followed the practice of providing the print shop with camera-ready original pages.  In recent years, these have been generated using a Laser printer, printed on high-quality white laser printer paper (e.g., Hammermill LaserPrint, brightness 94) that allows high contrast for photos text.  For blank pages within the body of the volume, insert blank pages labeled with a removable ‘Post-it’ note that says “intentionally blank”.
Since the 14th Proceedings (1990), we have used Whitehall Printing Co. of Naples, Florida as our printer, primarily because of their price, quality, and speed.  They print in 16-page blocks, which requires that the number of pages in the volume be divisible by 16.  In some case, that results in having extra blank pages, which are most appropriately placed at the end of the volume.  Full instructions and guidelines, as well as helpful hints in manuscript preparation, can be found at Whitehall’s web site at: http://www.whitehallprinting.com.  Specifications for a recent printing job (21st Proceedings) are included as Appendix _ -8.
The weight of the paper selected for the Proceedings will have a bearing on printing costs and also the thickness of the volume.  50# paper is commonly used for Proceedings, but the 60# paper option makes printing from the opposite side of the paper less likely to shadow through, as it is slightly heavier—and somewhat more expensive.  The 1990 Proceedings was printed on 60# paper, and the 1992 was printed on 50# paper.  The lighter weight paper may also save some mailing costs, depending on whether the weight of the volume crosses the next threshold in weight for U.S. Postal Service “Media Mail” charts.
The Editor should discuss printing volume and costs with the VPC Business Manager in advance of finalizing the printing order.  There may be relatively little, if any, price savings per-book by printing 600 copies rather than 500, for example. 

With Whitehall, typically allow a turn-around time of 4 - 6 weeks from sending camera-ready pages to receiving printed books shipped to California.  The schedule of events associated with printing is as follows:

· Once page count is established, get estimate from Whitehall (you can specify estimate and submit it via their website)

· Have VPC Business Manager send Whitehall initial deposit check for print job (usually 50% of cost of print job plus entire estimated cost of shipping)

· FedEx camera-ready pages to Whitehall shop in Florida
· Whitehall with acknowledge receipt of print job and contact Editor with any concerns (e.g., missing pages, unclear instructions, poor quality figures) within 1-3 days

· Whitehall will send cover proof for Editor’s approval or changes, typically within 1 week of submission of job

· FedEx cover proof with sign-off sheet back to Whitehall

· Whitehall will send blue-line page proofs for Editor’s approval or changes, typically within 10 days of submission of job.  Editor should take care to check proofs to make sure photos or other figures with shades of gray are reproducing adequately, and that pages are all in order with no glitches or broken type or other flaws.
· FedEx page proofs with sign-off sheet (and any corrected pages) back to Whitehall.  [Page changes will require a delay of a few days while they are incorporated, and corrected page proofs are once again sent to Editor for approval.]

· Printing, binding, packaging, and shipping usually occur within 5-7 days of Whitehall’s receipt of sign-off on proofs requiring no corrections.

· Whitehall will ship by truck to specified address.  Expect 8-12 days en route from Florida to California.

· Whitehall will provide final billing to Editor; Editor should submit invoice to VPC Business Manager ASAP for final payment.

Distribution of Proceedings and Publicity
It is helpful if there is a loading dock or forklift available to unload the shipment of books, once they arrive.  A shipment of 500 copies weighs about 1,250 lbs and is comprised of about 28 cartons, which will occupy a storage space of about 30 cubic feet, or an area about 2 ft. wide × 3.5 ft. deep × 4 ft. high.

While the book job is at the print shop, the Editor or his assistants can prepare gummed mailing labels for each Conference participants, based on the list of registered or complimentary attendees that is provided by the Registration Chair.  It is helpful to separate out mailing labels for overseas participants, as these will need to be packed more sturdily for shipment (e.g., in cardboard enclosures*, rather than loose in padded mailing envelopes) and these will need to have postage applied separately depending on their country of destination.  Remember to include mailing labels for all Council members including life members (current as of the Conference, as well as any new Council members added since the Conference) who may not have attended.
*Appropriate cardboard mailing enclosures used in the past are as follows:

Vendor: Paper Mart  (www.papermart.com)

Item #07160 Vari Depth Literature folder box, 11¼  x 8 ¾ x  ½-2”

Cost approx $0.45 ea in quantity, plus shipping and tax from Los Angeles

The individual copies are most economically sent at “Media Mail” rate; each envelope should be stamped “Media Mail” on the front.  The return address used should be the VPC Business Manager’s address, or whoever else typically handles Proceedings sales.  

When the new Proceedings are available for sale and distribution, this information should be posted to the VPC’s web page, along with the Table of Contents of the new volume.  Publicity can be gained by noting the availability of this new volume on web bulletin boards (e.g., “WDAMAGE” and others) and by including this information in the next “Call for Papers” prepared for the subsequent Conference. 

Archiving Proceedings in Electronic Format

All the correspondence concerning the Proceedings is retained for at least 1 year, just in case questions arise or complaints are received.  The original camera-ready pages, which are returned by Whitehall with the blue-line proofs, are retained for 2 years and then discarded if there is no reason to believe a second printing would be needed  (but a second printing has not been necessary for at least the last 16 Proceedings).  
The electronic version of the manuscripts, i.e., the Word files used to generate the camera-ready pages, as corrected, should be saved to a CD-R disk or other appropriate long-terms storage media, for the eventuality that the Council will wish to make the volume available electronically via disk reproduction and distribution or via posting to our web site.  A copy of this disk should be maintained in a secure location by the Editor, with a second copy maintained by the Business Manager.

Historical Perspectives and Notes  (by Rex Marsh)
I am convinced that some of our foreign colleagues who submit 1 or 2 titles for presentation know at the start that they will not attend the Conference.  I feel this approach is used in the expecta​tion that a paper will be published, even though they will later cancel their attendance.  In the past we have sometimes accepted these manuscripts for publication.  Unfortunately, some of these foreign submissions are often the most poorly prepared and therefore require 3 to 4 times more effort to put in reasonable order for publication.  In the future, I suggest that we be highly selective in accepting foreign papers that are not presented.

I suggest that a policy be adopted to let Council members have the first opportunity to pub​lish their unpresented works in the Proceedings.  Although not presented, a few select other papers may be solicited from time to time for the Proceedings.  In the past, solicited papers were generally new subjects or subjects for which little published information was available.

In 1992, the publishing of the Proceedings was farmed out to AGaccess (a publishing company in Davis, no longer in business).  The reason for this was that we wanted to determine if this task could be hired out, relieving the managing editor of such a large work load [and looking forward to Rex’ retirement!].  As it turned out, this workload was not lessened and, in fact, more time was spent m overseeing the typesetter who was not highly experienced.  Inconsistent typesetting also required about 50% more proofreading time, because some papers had to be completely proofread 2 or 3 times to be certain the corrections were made and made properly.  It cost about $3,000 dollars more to hire it out than it would have cost to do it ourselves.  While the exercise of hiring it out gave us the knowledge that it was a possible alternative, at this time I strongly support the belief that the Council should continue to assemble the proceedings in-house rather than use an outside firm.

Prior to the 4th Vertebrate Pest Conference, the Proceedings had no designated editor.  This often led to problems in citing the Proceedings, so it was decided an editor would be named.  From the 4th Conference on, the Chair of the Conference was automatically the Editor whether or not the Chair was involved in assembling the Proceedings.  This continued through the 12th Conference.  In 1987, a permanent managing editor was voted in by the Council and became part of the Executive Board.  From the 13th Proceedings through the 19th, the Conference Chair and the managing editor were listed as co-editors, with the Chair given the senior editor position.  The editors, like all other Confer​ence chairs, never receive any remuneration for their efforts.

Appendix _-1
Author Agreement - Vertebrate Pest Conference Proceedings
Title of Paper:________________________________________________________________
Author(s)*:__________________________________________________________________
A. Transfer of Right to Publication

I grant the Vertebrate Pest Council (hereafter referred to as “Council”) the non-exclusive right to make the contents of my manuscript (hereafter called the “Work”), submitted for the Proceedings of the 22nd Vertebrate Pest Conference, available in any format in perpetuity.**

I warrant as follows:

(a)
that I have the full power and authority to make this agreement;

(b)
that the Work does not infringe any copyright, not violate proprietary rights, nor contain any libelous matter, nor invade the privacy of any person or third party; and

(c)
that no right in the Work has in any way been sold, mortgaged, or otherwise disposed of, and that the Work is free from all liens and claims.

I understand that once the Work is submitted to the Editor(s) of the Proceedings, it will be available to anyone via its publication in the Proceedings in hard copy format, or it may be available at a future time in electronic format (on a Compact Disc or other means of electronic storage / distribution, or via a site on the World Wide Web), or in other forms of media, now or hereafter known.

I agree to hold the Council and its agents harmless from any claim, action, or proceeding alleging facts that constitute a breach of any warranty enumerated in this paragraph, and further agree to indemnify the Council and its agents against expenses and attorney’s fees that may be incurred in defense against each claim, action, or proceeding.

______________________________
____________________

signature




date
______________________________

print full name

* For jointly authored papers, an original signature is required from one (assumed senior) author only.  However, we assume that all authors have been advised and have consented to the terms of this Agreement, and this single author acts as duly authorized agent of the others.
 

** In making this agreement, it is understood that each author retains the following rights:

1. All other proprietary rights except copyright (and the publication rights transferred to Council), such as patent rights

2. The right to reuse any portion of the work, without fee, in future works of the author's own provided that the VPC is included.

3. The right to post or publish their own author-versions of preprints and revisions, including versions covered by VPC copyright.

4. The right of an employer who originally owned copyright to distribute copies of works of its author-employees within its organization.

B. Declaration For U.S. Government Employees’ Work
This certifies that the above author(s) wrote the paper a) as part of work as U.S. government employees or, b) as other non-copyrightable work.

__________________________          _________


____________________
       signature


  
  date 



government agency
______________________________

print full name
Rev. 12/04
Appendix _- 2
Just a note to let you know that I am waiting to receive the Vertebrate Pest manuscript for your paper presented at the 15th Conference (March 3-5).
We are well under way in the preparation of the Conference proceedings.

In order to publish them within 6 months of the conference, we must

adhere to a strict schedule; hence to assure inclusion of your paper,

it must be in my hands by April 28.

Please consult the guidelines for manuscript preparation which was provided earlier by the program co—chairs. Manuscripts that conform to our style enable us to keep the proceedings reasonably priced. Some manuscripts have had to be returned to the authors because they failed to conform to our preparation style. The most common problem is failure to provide a double—spaced manuscript. Use of italics in the text is not acceptable, nor are tables placed vertically on the page.

Late manuscripts that do not conform to our requested style probably will not be included in the proceedings because of inadequate time to be returned for the author’s corrections.

We thank you for your contribution to the Conference and the Proceedings.

Sincerely,

Rex E. Marsh

Managing Editor

Appendix _-3a
March 10, 1992

Dr. William B. Jackson

Center for Environmental Research

and Services

335B Life Sciences

Bowling Green State University

Bowling Green, OH 43403 - 0212
Dear Bill:

I am returning your manuscript because it does not conform to our instructions for manuscript preparation. I am enclosing another copy of these instructions in the event you have misplaced those that were provided to you earlier.

What I need is a good double-spaced copy that doesn’t exceed 20 pages. If the length runs over a couple of pages, that is okay. Also, in the Literature Cited the author’s names should not be in all caps. We appreciate your contribution to the conference and hope that you will return the manuscript in appropriate form.

Unfortunately, the high costs of putting out the proceedings in a very short time coupled with our budget constraints necessitate that contributors comply reasonably well to our manuscript preparation instructions. Manuscripts must be received by us by April 22 to be assured of inclusion in the proceedings.

Looking forward to receiving your modified manuscript. 

Sincerely,

Rex E. Marsh

Managing Editor

Enclosures (2)

Appendix _-3b
March 10, 1992
Brian L. Cypher

EG&G Energy Measurements, Inc.

P.O. Box 127

Tupman, CA 93276
Dear Brian:

I wish to thank you and Jerry for your contribution to the Vertebrate Pest Conference. I’m now in the process of going over the manuscripts submitted. 
Yours is in excellent order, but I have some concerns about your two figures. I will need to reduce them to 1 column size (3 1/4” wide), and when I do that the lines on the figures are going to fade away and be barely visible, hence lose their graphic impact. Is there any chance that you can redo these two figures and increase the width of all lines? The printing size is okay. I have no objections to paste-ups if done so the final product is camera ready. If you need the originals, please let me know.

Hope this doesn’t inconvenience you too much, but these changes will greatly improve the visual aspects of your paper. I would like the modified figures by April 22 to meet our production deadlines.

Sincerely,

Rex E. Marsh

Managing Editor

 Appendix _- 4a
VPC
VERTEBRATE PEST CONFERENCE__________________________________________________

Educational conferences devoted to advancing methodologies and concepts involving human-wildlife conflicts and vertebrate pest problems
Reply to: UC Hopland R & E Center, 4070 University Rd., Hopland CA 95449

(707) 744-1424,   FAX (707) 744-1040,   email <rmtimm@ucdavis.edu>

March 10, 2004
TO:


_____________________________

FROM:

Bob Timm, VPC Proceedings Editor

Dear 

As we did for the Proceedings of the 20th VPC, we’re intending to “peer edit” all manuscripts submitted for the Proceedings of the 21st VPC in Visalia.  Last time around, it proved very useful to have someone besides me scan each of the manuscripts for content and accuracy.  

Here is how I propose to accomplish this, with your help:

I’m asking you (along with most other Council members) to assist me by reading through a few of the manuscripts submitted for the Proceedings.  No one will be asked to review more than 5 manuscripts (unless you’ve volunteered to do this!).  I’ve tried to choose manuscripts that that match your interests and  your professional experience.  As additional manuscripts are received, I may send these along in a separate mailing within the next several weeks.

Please note that I am not asking you to do the type of thorough manuscript review that would be appropriate for anonymous peer review.  Instead, please respond, insofar as possible, to the questions I’ve posed on the half sheet attached to the front of each enclosed manuscript. 

Your participation in the peer editing process will be greatly appreciated!  (However, if it’s impossible for you to provide this assistance by the date(s) indicated, please return these manuscripts to me soon by first class mail, and I’ll try to foist them off on another Council member.)

If you have any questions, give me a call or an email. 

enclosures

Appendix _- 4b

Attach to each manuscript sent to peer reviewer:
---------------------------------------------------------------------------------------------------------

Instructions to Reviewer

Please read through the attached manuscript.  Don’t worry about type style or formatting inconsistencies; we’ll catch these (we hope!) when we format the paper in camera-ready 2-column style.  Feel free to boldly circle, highlight, or otherwise mark any problems in ink or dark pencil directly on the manuscript.

Respond to the following questions insofar as possible.  

Are all references cited within the text listed in the Literature Cited section (and visa versa)?

If tables or figures are included, are they easily understood, and are they cited within the text?

Does the manuscript appear to be clear, concise, and complete?  

Are there any other notable problems with this paper, which need to be brought to the Editors’ attention?

Please return the reviewed manuscript before ______________________ to the following address:  

Bob Timm, UC-HREC, 4070 University Road, Hopland CA 95449











Thanks!

---------------------------------------------------------------------------------------------------------
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March 10, 1992

Ed F. Marshall

Lipha Tech, Inc.

3600 West Elm Street

Milwaukee, WI 53209

Dear Ed:

We appreciated your presentation at the Vertebrate Pest Conference. Unfortunately, I have to return your manuscript because it does not conform to our instructions for manuscript preparation and ask that you make the needed changes and return it. Enclosed is another copy of these instructions in the event you misplaced that provided you earlier.

What I need is a double-spaced hard copy. While your tables are excellent for presentation as slides, they are not the most suitable for the proceedings. Tables should be self—explanatory so they can be understood without referring to the text. See examples in past proceedings. Tables 2, 4, 6 and 7 should be eliminated because the information they contain can be incorporated into the text.

These changes are requested to keep our typing and printing costs down, thereby keeping within our rigid budget constraints. I am sorry for the inconvenience.

Returned manuscripts must be in our hands by April 22 to be assured inclusion in the proceedings.

Looking forward to receiving your modified, double—spaced manuscript.

Sincerely,

Rex E. Marsh

Managing Editor
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March 17, 1992

Dr. Shakunthala Sridhara

AICRP on Rodent Control

College of Basic Sciences & Humanities

G.K.V.K.

Bangalore 560 065, INDIA

Dear Mrs. Sridhara:

It was indeed nice meeting you and having you participate in the Vertebrate Pest Conference. It was also nice having you visit us here at Davis and give a seminar. I hope that the rest of your stay in the U.S. went well. Howdy and I have mailed you a box of additional reprints. These were shipped by surface mail.

This letter is also a follow—up to my comments regarding your two manuscripts. Because numerous tables and figures tend to greatly increase the cost of publishing, we request that tables be kept to the bare essentials.

With reference to your steroid anti—inflammatory drugs paper, is Table 3 really necessary since 100% mortality was achieved in every case? This would suggest that all doses exceed the LD10 and thus become relatively meaningless. Generalize information in Table 3 and place in text only. Likewise, the information in Tables 4 and 5 could be summarized in the text and the tables eliminated. There is considerable inconsistency in the way the tables are laid out and in the wording of the headings. For example, the heading on Table 6 states “Qty of Bait Consumed” but doesn’t indicate whether it is mg/kg or grams of bait. In Table 9 body weights are indicated but not if they are in grams. Tables and figures should be understandable without reference to the text. This means that the sample sizes (in values) should be either in the tables themselves or in the table captions.

With reference to your paper on poultry, Tables 3, 4 and 5 could probably be eliminated and the information summarized in the text. I will need the originals of all your figures. Also, more detailed captions could be provided for use with your figures so they would be more understandable without referring to the text.

Please refer to the instructions for manuscript preparation sent you earlier. Another copy is enclosed in case the other has been misplaced.

We thank you for your contributions to the proceedings and will need the revised manuscripts in our hands by April 30. One copy of each is adequate, and please send them by air mail.

Best wishes.

Sincerely,

Rex E. Marsh

Specialist in Vertebrate Ecology
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Email 6/21/2004

to: jmach@genesislabs.com
from: rmtimm@ucdavis.edu

Jeff,

The reviewer and I both have concerns about your manuscript on warfarin rodent baits, submitted for the VPC Proceedings.

In particular, it appears that there are some significant problems with calculation of the data presented in Tables 4 & 5.  By way of explanation, I have attached two Excel files in which I re-calculated the data in these tables based on the consumption data you presented in your original tables.  Note the yellow-highlighted data, where my calculations differ from yours. 

Among the reviewer's comments are the following:

"I suspect that the author is using a computerized scale to record the weights and rounds off the daily consumption, but uses the unrounded figures to arrive at the sums.  This, however, addresses only part of the problems and doesn't solve all the others.  The a.i./rat/day and a.i/kg/body wt. must be based on what the bait tested out to be and not 0.025%.  I can't even get this to solve all the problems --unless Jeff ran out of the first bait and then used a second bait--each testing out differently but both slightly below the 0.025% figure."

I see no mention in your manuscript of running an independent analysis of the baits to verify that the percent active ingredient was as claimed.  Were such analyses run?

Additionally, I'd ask that you re-write a figure caption for Table 2, and that you check the re-written captions I have included for the remainder of your tables and figures, to see if they're accurate and fully descriptive.  The reviewer was concern that the original captions (headings) did not provide sufficient information to explain the data presented, without the reader having to refer back to the text of the article.  

Attached is a revised manuscript, in which a number of mostly minor editorial changes have been made for the sake of clarity and consistency.  You should check this over to make sure none of the edits incorporated to date have changed your intent. 

Should you wish to make changes to the manuscript (apart from the tables and figures and their captions), you could re-submit the entire manuscript.  If you do so, please use the attached edited version as your starting point (rather than the manuscript you originally submitted).  However, if you have few changes to the text, you can simply submit revised tables (& figures, if need be) and then let me know what other changes (if any) you'd like me to incorporate into the text. 

If this isn't clear, give me a call.  I'd greatly appreciate receiving your revisions within the next two weeks. 

~~~Bob Timm

Editor, 21st VPC Proceedings
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Email 8/10/2004

to: jmach@genesislabs.com
from: rmtimm@ucdavis.edu 
Jeff,

I've looked over the revised manuscript you sent for your paper, "Investigations of Commensal Rodenticide Baits Against Wild Norway Rats Plus Additional Toxicology Data of Warfarin on Laboratory Norway Rats and House Mice."  You have not addressed the major problems I indicated were a concern in my email of June 21 (below).  Specifically, the data problems in Tables 4 and 5 have not been explained or corrected, nor did you make mention of any independent verification of the actual amount of active ingredient (warfarin) in the test bait.  Further, the changes made by the reviewer and myself in the original manuscript were ignored in your latest revision; see my instructions below asking that you use the revised manuscript I attached to my June 21 email as your starting point for further revisions.  I do not have time or staff to compare the edited version I sent you word-for-word with the most recent version you sent (which was based on your original manuscript) and re-do all of the edits.

Time is now becoming critical.  I will need to receive a revision from you (which addresses all of the issues I've raised) not later than August 23.  Otherwise, I cannot include your paper in the Proceedings.  If you need me to re-send you the attachments from my June 21 email (the revised manuscript, plus my re-calculated data from Tables 4 & 5 as Excel files), let me know immediately.  If you need clarification on what's required, please call.

~~~Bob Timm
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The Council of Biology Editors (CBE) Style Manual is generally followed, or use recent issues of the Journal of Wildlife Management as a general guide.  Strive for consistency throughout the volume.  

The following is a list of various problems of style or consistency  that frequently arose during the preparation of recent Proceed​ings.

1.
Consistent length and usage for dash, minus, hyphen

2.
Consistent use of sub and super scripts e.g., LD50
3.
Consistent type size in titles of papers, authors’ names


a.
case of multiple authors - word “and” is lower case


b.
no period after title of paper


c.
in authors’ address, state is spelled out (California, not CA)


d.
no phone numbers to be included


e.
in most instances, academic degree of author, position titles, street address, and zip code are not used

4.
Consistent in use of italics – Latin names for species (yes), et al., ad libitum?

5.
Be consistent within a paper regarding use of abbreviations for D.C. (District of Columbia) U.K. (United Kingdom).  Some use periods, some do not

6.
Use % rather than “percent.”  Be consistent within a paper, at least.

7.
Heading for Figures and Tables - spell out the words “Figure” and “Table”; do not abbreviate

8.
Consistent in use of commas in numbers -1,000, 25,200 etc.

9.
Be consistent in use of periods for abbreviations i.e., e.g., et al.

10.
Do not use ampersand (&); spell out the word “and”

11.
In addresses, - foreign countries are first letter capitalized only – e.g., Australia, England 
12.
No periods used after paragraph headings, secondary or tertiary headings

13.
In citing an author, e.g., Marsh 1989a, b – is it 1989a,b ?  Spaces? Italics?

14.
Consistent within a paper in the use of dashes or lines for blank entries in a Table.

15.
Consistent in use of spaces (or not) after initials in author names

16.
Be aware of small caps in author names when entire name is to be capitalized in Literature Cited, such as W. C. McCartney, G. K. LaVoie, etc.

17.
In Literature Cited – for the word “in” try to be consistent:  Pp. 34-48 in: The World of Mammals

18.
In Literature Cited - when giving page numbers - is there to be space before or after pp. ?

19.
In Literature Cited - use a comma after each author, including after the senior author’s first initials, e.g.  Smith, A. G., and J. M. Jones.

20.     
Figure captions or table captions not consistent in justification, indents, font size, etc.

21.
Be aware of unique spelling used by authors from the United Kingdom, Australia, and New Zealand - sometimes India.  Do not change their spelling.


sample words:


realise 

tonnes 

maximise 
utilising


organisation 
commercialise 
programme 
centre
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Non-target Hazard to Ring-Necked Pheasants from Zinc Phosphide Use in Northern California Agricultural Areas

Craig A. Ramey and Jean B. Bourassa
USDA APHIS Wildlife Services, National Wildlife Research Center, Fort Collins, Colorado 
Michael S. Furuta
Sutter County Department of Agriculture, Yuba City, California 

Abstract:  The National Wildlife Research Center (NWRC) conducted a field study to determine hazards to non-target gallinaceous birds following the use of 2.0% zinc phosphide (Zn3P2) baits for vole control in fall alfalfa.  Consultation among the NWRC, USDA Wildlife Services, California Department of Food and Agriculture (CDFA), U. S. Environmental Protection Agency (EPA), and the California Department of Fish and Game produced a 3-phased study.  Free-ranging ring-necked pheasants and California quail were studied in alfalfa during the concurrent harvest of other agricultural crops.  These data would be used by CDFA to support the re-registration of their label “Rodent Bait Zinc Phos​phide Treated Grain (2.00%)”, EPA Reg. No. CA890027.  Phase 1 was a pilot study to determine whether the two test species could be maintained in walled enclosures.  Phase 2 was a worst-case-scenario using the test species in alfalfa enclosures during vole control (i.e., simulated field study).  Information from the 14-day post-baiting period led to a better understanding of some variables, including the sub-lethal effects that could impact the design of the final phase.  During Phase 3 the actual non-target field study was conducted.  Results from Phase 1 showed that these species could be maintained in outdoor enclosures using only wing clipping, 1 m-high metal walls, and no covering nets.  Phase 2 proved that in outdoor alfalfa enclosures, baiting for vole control was not hazardous to quail but might be to pheasants.  Phase 3 concluded that 2.0% Zn3P2 bait when applied per label directions was not hazardous to either wild or pen-reared free-ranging pheasants in fall agricultural areas.  This article summarizes the 3-phased study, the resulting data, and conclusions. 

Key Words:  alfalfa, non-target hazard, Phasianus colchicus, ring-necked pheasant, zinc phosphide

Proc. 21st Vertebr. Pest Conf. (R. M. Timm and W. P. Gorenzel, Eds.)

Published at Univ. of Calif., Davis.  2004.  Pp. 247-252.
INTRODUCTION

Chinese ring-necked pheasants (Phasianus colchicus) occur throughout the United States, and they are associated with many different terrestrial habitats.  The California Department of Fish and Game (CDFG) suggested that some of the highest densities of ring-necked pheasants in the United States occur in agricultural areas in the northern Sacramento Valley (CDFG 1962, Littrell 1990).  Free-ranging pheasants in California include both wild and pen-reared birds (CDFG 1962).  Formerly CDFG and currently many private pheasant clubs in California release numerous pen-reared pheasants (300,000 - 1,000,000 /yr) for fall hunts (Hart 1990).  This study was designed to detect the non-target hazard posed to these upland game birds in mixed crops when zinc phosphide is used in fall alfalfa (Medicago sativa) fields for vole control.  In June 1993, the California Vertebrate Pest Control Research Advisory Committee (CVPCRAC), through the California Department of Food and Agriculture (CDFA), signed a Cooperative Agreement with the U.S. Department of Agriculture (USDA), Animal and Plant Health Inspection Service (APHIS), Wildlife Services, National Wildlife Research Center (NWRC) to conduct this research.  CDFG and the Sutter County Department of Agriculture (SCDA) provided additional support.


HISTORY
Zinc phosphide (CAS No. 1314-84-7) (Zn3P2) is a relatively broad-spectrum rodenticide, and its mode of action is the release of phosphine gas during hydrolysis in the gastrointestinal tract of poisoned animals.  It has a variety of agricultural uses, as enumerated by Hood (1972) and Fagerstone and Ramey (1996), including the control of jackrabbits (Evans et al. 1970) and prairie dogs on rangeland (Tietjen and Matschke 1982), nutria in agricultural areas (Evans et al. 1966), rats in sugarcane (Doty 1945, Hilton et al. 1972, Pank 1976) and macadamia nuts (Fellows et al. 1978), and voles in orchards (Hegdal and Gatz 1977).  Second​ary poisoning has not been an issue with Zn3P2 because it decomposes rapidly in the gastrointestinal tract of poisoned animals (Evans 1967, Savarie 1981, Johnson and Fagerstone 1994).  In the environment, Zn3P2 breaks down when exposed to wet conditions (Zbirov​sky and Myska 1957), and its toxicity decreas​es (Hayne 1951; Hilton et al. 1972; Ramey et al. 1994b, 2000; Sterner and Ramey 1995).  Zinc phosphide was undergoing re-registration by the U. S. Environmental Protection Agency (USEPA) in 1993 under the Federal Insecticide Fungicide, and Rodenticide Act (FIFRA) (FIFRA 1988) as amended in 1988 (USEPA 1988; Ramey et al. 1992, 1994a).
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November 18, 2004

Whitehall Printing Co.

Attn: Ms. ReNae Fliflet

4244 Corporate Square

Naples, FL 34104

Dear Ms. Fliflet:

Enclosed you will find camera-ready pages for the printing of the Proceedings, 21st Vertebrate Pest Conference.  Attached are summarized instructions regarding printing and shipping.  By this time, you should have received from our Business Manager, Terrell Salmon, a deposit check in the amount of $3,232.67 for this printing job (Quote #KE 90539, dated Nov. 10, 2004).

When you know the final printing and shipping costs, please let me know so that I can arrange for Terry to forward you a check for the balance owed on this project. 

Should you have any questions, please contact me.  I look forward to working with you.

Sincerely,

Robert M. Timm, Proceedings Editor

enclosures

c: T. P. Salmon
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Shrink wrap books individually

Cover Ink:
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