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Cemyonl.ands National Park 
.Arches and Batural Bri~s Xatiooal Y.a:nnnenta 

)loab, Utah 84 5 32 

October 191 1966 

To: 

J'raa: Acting Superintendent 

Subject: Mont.hl.y Narrative Reports 

There are a INI!.'Iber d prooed:ures to be followed in preparing subject report 
whicl:l will help a great. dea1 in the f1nel eomp1l.at1on of the Superintendent • s 
~ Narrative: · 

1. Pleese phrase your sentences in a manner wich vill permit clipping 
and direct insertion into the Superintendent' a report. Insteed of 
writing that nBrawn goofed up the generator,'' ;you might use "District 
Ranger Brown was un&ble to start the generator." In writing, aak. your­
self the question, "will this be understandable to a person unfamiliar 
v1th the area and the personnel"? 

2. Please include a brief summary ot travel data for the month. All 
that is ne~ed. are current monthly end cumul.ative figures for the year, 
and the same data tor the previous year. Percentage of increase or 
decrease is helpfUl. 

3. Under Visitors, pleese list tbem cbronologieally end include the da'tn: 

Oeto'ber 7 
October 8 
October 10 

Elizabeth T~lor, movie actress 
Frenk Sinatra, singer 
Richard Burton, tmgry husband 

4. Under Personnel do the seme, listing each action in chronological 
order, with the 1nd1vidu8l's title, etc. 

October 5 Jim Smith, Le.borer, terminated 
October 7 Matthew H. Ryan, District Ranger, trensterred to 

J!iet ional C epi tol Psrks 
October 8, George Jones, District Ranger, E.D.D. 



5. Please identity the report at the bottom o-r each page: 

OCtober Monthly !lurative Needles District 

~. Pu.t things in the ri&ht place. For example. am obeervation ot' a 
cougar would go under Research and Observations rather than Wildlife 
end Fish CUltural Aetivities. Carelessness in this respect imposes a 
hardship on the person trying to organize the Superintendent's report. 
A1ao, tollov the cornet order of subjects. Concessioners comes betwem 
Ma.1nten8Jlee and C~lainte end in no other position in the report. 

7. Keep your reports 8hort1 simple, strong and sincere. Lengthy 
deacriptiona ot the veatber may otter en opportunity to soar into prose, 
but seldca aerve any uaetul purpose. or eourse, you don't want to omit 
aD.J"thing vhieh will he1p tu.ture district personnel who read ,-our 1'Uea 
tor ba.ckgro\1r1d information. 

8. !e on tille, please. It you type your DWD report, it should be in 
this ottiee no later thaa the 7th of the following month. It the ranger 
aeeret&rJ does your typing, have the draft in her hands no later than the 
'th. Uae ot the a1meographed tirat page, available from the ranger 
secretary, Y1ll save tiM tor everyone. 

Roger J.. Contor 
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SUPKRIMTENDKNTS 1 MONniLY NARRATIVE R!:PORT 

Frequency: Monthly. 

Due From: All parka:and offices *(except when closed for the 
season).* 

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

lor: Division of Management Analysis, Assistant Director 
{Administration). 

Form: See sample form of au.nary sheet attached. 

l . / 
, Dhtribution of Copies: Send original and two copiea to Director 

and one copy to regional director. (Regional director may 
request

1
additiol'_lal copy or copies for circulation within the 

reaion.) 
~ ... \ 

File Number Symbol: A2823 Reports, Monthly, Superin~endents. ~· 

\ Recorde Dispo&ition Information: Washington Office, permanent 
(record set); field offices, temporary (nonrecord set) die­
pose after 5 years. (Disposition author! ty: NPS Recorda 

: Control Schedule 2, Item J.) 
r , 

~· <! 

Data Reference: None. 

Instruction• and Procedures: Each official in charge of an ar~a 
administered by the National Park Service should prepare and 
send to the Director a Monthly Narrative Report covering the 
activities of the area under his superviaion. ~~e na.e of 

''the reportina are' and ttfe pa.a:e number shopld be st-amped or 
typed on the bottom of tach pa&t. ~xcept the letttrhetd 
firtt page. 

/ 
"'; , SUMMARY SHEl'I". --A brief Sllllmlary of the outstanding ;; 

iteaa cpntained in the report, showing the page numbers,g£ 
the,report vhere the items say be found, ahall be prepared 

/ 

' 

for each report of more than four pages. If the re.y>rt h . ". ·· 
four pages or leas, do NOT prepare a sU'llallary sheet.) A copy 
of the sUD&Att)l'. sheet should be attached to the froAt of. each 
copy of the report. (See UlDple form of SUIIDary ·theet 
attached.) . 1 
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UPOR!S MAMAgpg!I 
lltoort Oirss:ttut 
Divlpion o( H!~a~nt Analyalt 
Superintendent~ Monthly Narrative Report 

lnttruetiont tnd Procedures (con.) 

HAND&O<IC 
Part I.~ 

NPS(AM)·4 
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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, developmenta, 
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 hiatorical 
source material. 

Photographs of new construction, park use, and activ­
itiea, and new acenic pictures are ~portant. 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 t~ complete the report, 
as in the case of an accident for which a special report 
has been submitted. 

Matter~, 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 Mont~ly Narrative 
Report is submitted or on which there it nothing to be re­
ported. In other ~ords, it is not necessary to state "There 
is nothing to report," or "Routine maintenance work has 
been done on road," etc. Repetition r;hould be avoidf!d. 

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. 

SUGG!STED TOPICS 

G§neral 

Wetther Conditions: An outline of general or unusual 
conditions which !!Y tffect etrk travel or work.ia all that 
it required. Do~ attach copies of Weather Bureau report 
foras. 

leleaae Mo. 1 January 1962 
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Increase or Decrease in Travel: Comment on travel trends 
and report amounts of admission, entrance, or automobile per­

-mit fees collected during month, if applicable. 

Visitors: Include influential or important persons. 
/ 

Special Activities: 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. 

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

Administration 

~~naRement Analysis: Prepare a brief resume on the prog­
ress made on major activities covering the Management Analysis 
field, i.e., Management *Appraisals, Surveys,* Directives, Cor­
respondence, Fcrm~, 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 activi~ies, etc. 

*Safety and Health: Mention accident a. involving visitors, 
Service employees, and equipment; health of visitors and em­
ployees. Details 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 Seryices: 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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Re$~1rch tnd Qbservttions: . Enumerate observations, 
events, and important research projects in fields of biology, 
archeology, history, etc. Do~ include check lists cenauaes, 
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 
la~ enforcement matters. 

Foreat Fir! Protection: Report fire hazard condltioaa 
and ite.s of special interest relating to fire prevention, 
presuppression. 

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

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

Sanitation: Mention important sanitation items, in­
cluding water supply. 

Wildlife and Fi~h Cultural Activities: Report activ­
ities relatin& to wildlife management and fish culture . 

.t. 
Maintenanc~: It is not necessary to recite •inor or 

routine details. ·Include soil and moisture activities. 

Concessioners: Indicate important changes, trends, 
lack of accommodations, new service, and status of conces­
sioners' appproved protects. 

Compltintt: En~rate complaints against the conces­
siOtlt'\rs and National Park Service. State action taken by' 
officials in charge to investigate complaints. 

Release No. 1 J-anuary 1962 . 
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*Status of Private Lands: Include ONLY IMPORTANT changes 
or negotiations concerning private lands within the park 
boundaries.* 

Boundary Adjustments: Mention any field studiea, 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, metropolitan, or municipal agencies 
concerning their recreation areas, facilities, and programs, 
and cooperative services rendered by other agencies. 

Cooperating Non-Government Agencfe§: Mention work done 
by or for private organizations, associations, or societies. 
Include donations and accessions, OT£ER THAN MUSEUM MATERIAL. 
Only items of major importance should be m~ntioned . ... 

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 presc items relating 
to the area should be mentioned. Do not include copi~s of 
press releases and nature notes already sent to the Director 
or the regional director. 

Public Relations: Cover activities a.pecificafly intended 
to retain or create friendly and favorable .attitudes toward 
area or Service . 

Amendment No. 2 November 1962 
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UPOiJ's HA.HAGIMIMT 
a,port D1rtct1yet 
Divi1ion of KJnpsament Analy•it 
$~ptr!ntendtntt' Monthly Mtrr!tiva Report 

In1tructione end Procedure• (con.) 

De1ign tnd Con1truction 
(Start on Separate Paae) 

1WillBOC& 
Part II 
KPS(AM) -4 
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Plan1, MJp!, tnd Surveys: leport activitial of tech­
nical peraonnel, reaident or a1ataned, rel•tina to PCP'a 
Maater Plan•, road, boundary, or .other aurveya, inc ludin& 
proareaa on projecta. 

Rev Conatruction: Report proareu on all project a. A 
realiatic atata.ent of work to date 1hould be aade, i.e., 
foundation for bridae coapleted, right-of-way cleared, cul­
varta in place, and firat three ailea of arading coapleted. 
Account for ~ny unuaual dalaya. Include forecaat of whether 
all funda al_lotted to a project will be obli&atad before the 
end of the fiacal year or whether carryover balancea aay be 
anticipated. latabliah a ca.pletion date and atate whether 
the project vill be coapleted within the eatabliahed com­
pletion date. If no conetruction ia in progreae or pro­
arammed, ao indicate. If the vork ia to be done by contract 
and not under vay, indicate the date bida will be circulated 
and opened. The above infor.ation on nav conatruction ahould 
include conce1aioner1 1 conatruction project1. 

Util1t1tt: Include atabaent (where applicable) a• to 
action taken and current atatus of neaotiationa for obtain­
ina aore adequate utility 1ervice1 1ueh aa telephone, radio, 
electric power, ate., on a laaaed aarvice ba1i1 fro. ca..er-
cial ca.paniea. ~-

Conf!rtnc! pnd Keetins1: When attendance at confer­
ence• or .. atinga relatina to Deatan and Conatruction 
activitiea 11 reported, include naaea and titlea of thoae 
in attendance, purpoaa of conference, reca..endationa aade, 
and conclu1ion• or action taken. 

*One copy of the De1ign and Con1truction portion of 
the Superintendent'• Monthly Narrative Report, includina the 
Fora 10-771, 1hould be .. ilad direct to the appropriate 
field de•tan office. Al1o, one copy of thi1 portion of the 
report, in addition to the oriainal, 1hould ~ .. tied to the 
Wa1hinaton Office, .. rked for the attention of the Office of 
Prograa Coordination.* 

AIMndMnt lfo. 5' July 1963 
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REPORTS MANAGIM§!t 
!fpQit Dtrestty•• 
Diyitiog of Ma~I!!IQt Analytit 
Supt[igteqdegt~ Hgothly Narrative !gpQit 

1natryst1ont tnd PIQ£tduret (con.) 

Sua.ary of the rebruary 1962 Monthly K!rrative Report 
for 

GENERAL: 

Wetther: 

truet: 

Vititort: 

§pes:itl 
AcUvititf: 

M!tcclltneout: 

AI!fiKIS'l"RAfiON: 

SHENANDOAH NATIONAL PAB 

Springlike eonditiona replace by 
heavy anowfall. 

2,458 eara carrying 7,234 paaeen• 
gere (total• are eat~ated). 

State Poreetera Dean and Quinn of 
State c..e and Inland Pieheriea. 

· -Meetina of all cooperating ageneiee 
on fire prevention and auppreaaion. 

Mias Katherine Smith aarried Harry 
Wilaon on Pebruary 16. 

·• William High proaoted to Chief Clerk; 
· Blevina proaoted to Pbcal Clerk; 

per dieas hired. 

CONS!IlVAnotf, 
IN'l'!!PqTATl<lf & USI: 

The auaeua exhibit plan for the 
visitor center vaa reviewed and 
recommended for approval and 
aent to regional ditector.:e. 

HA.NDBOOI. 
Part II 
NPS(AM)-4 
Page 7 

Page 
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RISOQ!CI' PI.AlOfiHG:' ···· A· eopy·'~f the ~andum of qre ... nt 
be tween the NPS , B IA, and the Mavaj o 
Tribe vaa finally obtained fraa BIA. 4 

PUBLIC WAilS: Superintendent addrea1ed local l.iwanis 
Club. 4 

DESIGN & · COMS'l'llt19TIOM: .. · Ilanger Station aDd three houae 
Trailer• eaapleted for Seaaonal 
!llplo,eea. 5 

Releaee No. 1 January 1962 
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