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A. WHAT IS THE PURPOSE OF THIS MANUAL? 

The purpose of this manual is to enable research scientists and other staff working on 
research projects, whether they are Ministry employees or contractors, to understand the 
principles, standards and procedures that must guide all research, both internal and 
external, for which the Research Program of the B.C. Ministry of Forests is responsible. 

B. WHO SHOULD USE IT? 

This manual should be used by all personnel involved with research projects for which the 
Research Program is responsible, including management, researchers, peer reviewers, 
technicians and clerical staff. Projects may be conducted by either Ministry employees or 
external personnel (contractors). 

C. WHY SHOULD YOU USE IT? 
Section 4 of the Ministry of ,f~o.res!s Act states that the legislative mandate of the Porest 
Service, with regard to the forest and range resources of the Province, is to a) encourage 
their maximum productivity, b) manage, protect and conserve them and c) plan their use 
in consultation and cooperation with other ministries, agencies of the Crown and the 
private sector. The Research Program of the Ministry has a vital role to play in 
accomplishing this mandate. 

Our clients have high standards and we must do all we can to meet them by providing a 
sound scientific basis for forest practice and policy decisions in British Columbia. 
Research must be carried out and documented in a uniform manner, according to the 
standards and procedures outlined in this manual. Attention to these standards and 
procedures will help to: 

ensure the credibility and enhance the impact of the Research Program 

ensure that our clients have ready access to relevant and timely research findings of 
high quality 

elevate recruitment opportunities 

increase recognition of the Research Program in the overall research community and 
enhance the Program's ability to compete for funding sources 

increase client involvement in the Research Program 

facilitate communication within the Research Program 

facilitate the overall process of retrieving information related to both current and 
completed projects 

encourage collaborative inter-agency research 

maintain project continuity in the light of staff changes over time, especially with 
long-term projects 

reduce the time that others must spend attending to overlooked procedures 



meet the increasing demand for benefitslcost documentation, product marketing and 
technology transfer 

D. WHO ARE OUR CLIENTS? 

Ministry of Forests staff (executive, policy analysts, operational resource managers) 

other B.C. government ministries 

Forestry Canada 

national forestry organ~zations (e.g. FERIC, FORINTEK) 

the scientific community 

municipalities 

First Nations groups 

forest companies 

forest ind~stry organizations (e.g. COR) 

environmental groups (e.g. WCWC Sierra Club) 

colleges, universities and institutes 

school groups and teachers 

the ranching industry 

the tourism industry 

the public 

E. WHAT QUESTIONS DOES THIS MANUAL ANSWER? 
For each of the steps in the research process, summarized below under sections VI and 
VII, there are several headings which are designed to answer the most important 
questions related to each step. For most of the steps, the following headings are used: 

1. Summary: answers the question 'What is it?" 

2. Purpose: answers the question "Why do we do it?" 

3. Responsibility: answers the qubtion "Who does what?" 

4. Format: answers the question "How do we do it?" 

F. WHAT TERMS ARE USED? 
1. Research Branch: the headquarters of the Research Program in Victoria. 

2. Research Manager: a section manager in the Research Branch or a research manager 
in a region (previously called a Forest Sciences Officer or FSO). The Research 
Manager responsible for a project will depend on whether the project is being 
managed out of the Research Branch or by a region. 



3. Research Program: the overall program of research carried out by the Research 
Branch and the regions. 

4. research program area: a broad topic area within which a group of related research 
projects is carried out by Branch or regional staff or a combination of both. 

5. research project: a line of investigation which is deemed sufficiently different from 
any other research being conducted by the Research Program to warrant separate 
identity. 

G. WHAT ABBREVIATIONS ARE USED? 
1. CP: Consultation Project (see page 8 for defin~tion) 

2. EP: Experimental Project (see page 8 for definition) 

3. OP: Operational Project (see page 8 for definition) 

4. PA: Problem Analysis (see page 7 for definit~on) 

5. XP: Extension Project (see page 8 for definition) 

H. WHAT SECTIONS SHOULD YOU READ? 
1. If you are a Research Manager or Project Leader, you should be familiar with all the 

sections of this manual. 

2. If you are Senior Administrative Staff, you should pay particular attention to section 
X. FILING. 

II. POLICY 
The Research Program of the Ministry of Forests will: 

1. establish technical standards for research 

2. include input from the Research Branch, the regions and other stakeholders 

3. ensure coordination of research activities between the Research Branch, the regions and other 
research agencies. 

4. encourage the incorporation of research findings into operational practice. 

5. provide adequate information for reviewers to make recommendations and decisions 

6. provide and maintain adequate written records, including project filing, security and retrieval 
mechanisms. 

7. make peer-reviewed research findings available promptly 

8. use public funds wisely. 



A. QUALITY 

1. Quality control is crucial in order to ensure credible results. 

2. Research must be technically sound. 

3. Research must be based on client need. 

4. Research must be peer-reviewed 

B. APPLICATION 

1. Research must reflect the legislative mandate of the Ministry. 

2. Research must be client-oriented and directed towards helping others meet the goal of 
sustainable forest management through extension. 

3. Research includes responding to both the short-term and long-term needs of clients 
and society. 

4. Research must address high priority issues and must balance short-term and long-term 
concerns. 

C. EFFICIENCY 

1. Research must always strive to be cost-effective. 

2. Research continuity must be ensured to project completion, especially where there are 
staff changes. 

3. Research continuity involves fiscal, people and records management 

4. Research should have a reasonable likelihood of success, even if that involves a 
negative result which provides valuable information. 

5. Competition for funding is used to encourage more efficient applied research. 

D. CREATIVITY 
1. Research should challenge existing ideas and propose new ones. 

2. Research should result i n a  better way of doing things. 

E. COOPERATION 

1. Collaboration with other agencies and individuals is critical to our overall 
effectiveness. 

2. There is an increasing demand for research to address complex interdisciplinary 
issues. 

3. Research priorities should be set in consultation with other agencies 



F. EXTENSION 
1. While research is essentially a process of generating knowledge, extension (often 

referred to as "technology transfer") is the means of applying that knowledge to solve 
practical problems. 

2. Research findings must be communicated effectively, objectively and accurately 

3. Effective extension requires cooperation and participation from the clients and the 
matching of extension methods to user needs. 

4. Researchers are ultimately responsible for making sure that extension of the research 
results to the clients occurs. 

IV. PEER REVIEW STANDARDS 

A. GENERAL 
Peer reviews are a means of judging the intellectual excellence or importance of research 
work, at both the program area and project levels, at various stages in the work. Peer 
reviews also aid in the assessment of rimelines and applicability. Tne peer review process 
is critically dependent on the knowledge, experience and integrity of those involved in the 
process. 

B. RESEARCH PROGRAM AREA REVIEW 
A research program area review is a management review, not a technical review, which 
occurs every three years. It is typically a committee review by a visiting group of experts, 
supplemented by additional referee reports, to assess whether a research program area 
should be continued, modified or stopped. The review evaluates the strategies and 
accomplishments associated with the program area and ensures that these have met client 
and management needs. 

C. PROJECT PROPOSAL REVIEW 
Project proposals are reviewed before they are approved. This is usually done by 
committee discussion, although it may be supplemented by two or three referee reports. A 
comprehensive review occurs if large amounts of funding are requested, the area of 
research is controversial or decisions involved are likely to lead to a strategic commitment 
to a line of research for a long period of time. 

D. PROJECT MANUSCRIPT REVIEW 

1. PURPOSE 
Manuscript reviews are a means of improving manuscripts and obtaining advice 
and assistance from colleagues. Depending on the type of manuscript being 
reviewed, reviews ensure that projects or reports meet some or all of the 
following criteria: 

scientific excellence 

technical accuracy 

statistical validity 



innovative problem-solving 

adequate description of methods and procedures 

validity and consistency of interpretations and conclusions 

presentation of significant new data or significant new interpretation of 
existing data 

relevance to high impact forest management issues 

acceptability of solution to client(s) 

provision for extension 

. availability of funding 

Peer reviews address the issues of quality control and the communication to 
management of what is happening in the Branch or regions. They also ensure, 
where relevant, that attention is paid to the involvement of clients in the planning 
and implementation of the project and the extension of research results. 

2. SUMMARY 
Manuscript reviews are typically conducted after the following steps in the 
research process: the Problem Scope, the Working Plan and the Final Report. If 
the project results in a publication, it must also be peer-reviewed. These steps are 
explained below under section VI. STEPS IN THE RESEARCH PROCESS: 
SUMMARY. See the table in that section for details regarding which types of 
projects require reviews. 

3. RESPONSIBILITY 
a) If the project is Internal, the Project Leader is responsible for ensuring that 

the Peer Review is done. If the project is External, the Ministry Contact is 
responsible. 

b) The Project Leader sends unbound copies of the manuscript (i.e. the Problem 
Scope, Working Plan, Final Report or publication submission), along with 
peer review forms, to all of the reviewers. 

C) The reviewers return the peer review forms, along with the manuscript, to the 
Project Leader, who is responsible for incorporating the reviewer's comments 
on the manuscript and the checklist into the final draft, as well as forwarding 
the confidential evaluation (in a sealed envelope) to the Research Manager 
responsible for the project. 

d) The Project Leader then forwards the final draft of the manuscript, along with 
the distribution list, the reviewer's comments and the checklist, to the 
Research Manager to be signed off (on the title page). If the reviewer's 
comments are not incorporated, the Project Leader must state the reasons 
why. Upon approval, the material is distributed and filed by the Senior 
Administrative Staff. If it is a Final Report or a publication, it must also be 
signed off (on the title page) by the Director. If it is a publication, form FS89 
must be filled out. Signatures on the title page of the manuscript replace the 
old T&A form. 



e) If the manuscript is being submitted to an external publication (e.g. a 
journal), it should be peer-reviewed before it is submitted to the journal's 
review process. 

4. REVIEWER QUALIFICATIONS 
Project manuscript reviews should be carried out by a minimum of three 
reviewers, all of whom must be  qualified in the program area. The chart below 
details the peer review requirements for different types of projects (see section 
V. TYPES OF PROJECTS below) 

5. FORMAT 
See Appendix 1 

V. TYPES OF PROJECTS 

REVIEWERS 

external topic 
specialist 

statistician 

client 

A. DEFINITION 

O P  

opt~onal 

Yes 

Yes 

A research project is a line of investigation which is deemed sufficiently different from 
any other research being conducted by the Research Program to warrant separate identity. 

PA 

opt~onal 

optional 

See Appendix 2 for examples of each of the following research projects. 

XP 

optional 

optlonal 

Yes 

E P  

yes 

yes 

B. PROBLEM ANALYSIS (PA) 
Framework for planning separate research projects related to the overall problem 

Directs research strategy for research program area 

Addresses scientific questions that need to be and can be answered 

Includes observation, classification, generalization and statement of hypotheses 

Gives some indication of the philosophy (thinking) behind the research 

Demonstrates understanding and competence in subject area. 

Sound research design 

Statistically sound 

Includes synthesis of existing information and'identification of information gaps 

Peer-reviewed 

Often published 

CP 

optional 

optlonal 

1 



Usually leads to an EP or OP 

See Appendix 3 for format 

C. EXPERIMENTAL PROJECT (EP) 
Related to a specific scientific question within a research program area 

Sound research design 

Statistically rigorous 

Original research 

Peer-reviewed 

Results usually published, often in a journal 

Usually, but not always, long-term projects (more than five years) 

D. OPERATIONAL PROJECT (OP) 
Related to the development of operational guidelines and extension 

Field-driven 

Sound operational research design 

Statistically sound 

May or may not be original research, but is a development project 

Less controlled or not controlled 

Sometimes published, but usually not in ajournal 

Usually, but not always, short-term projects (less than five years) 

E. EXTENSION PROJECT (XP) 
Strong client involvement 

Sound adult educational design 

May or may not be statistically-based 

May or may not be original research 

Peer and client-reviewed 

Sometimes published 

F. CONSULTATION PROJECT (CP) 
Client-driven 



Advice on specific subjects and problems 

Sound analysis . May or may not be statistically-based 

May or may not be original research 

Usually not controlled 

Usually not peer-reviewed . Usually riot published 

Usually short-term projects (often only a few hours, days or weeks) 

VI. STEPS IN THE RESEARCH PROCESS: SUMMARY 
There are a number of steps in the research process. Some types of projects require all of these 
steps, whereas othcrs requlre only a few of them. The steps are summarized here and explained in 
derail under section Vn. STEPS IN THE RESEPIRCH PROCESS: DETAILS belou. Plcase 
refer to the table at the end of this section for an overview of which steps are required for which 
types of projects. 

A. PROPOSAL 
The Proposal is a written request for funds to undertake a research project. It is usually a 
two to three page document which includes an accurate statement of the problem and the 
significance of the project (in terms of its impact on forest management), as well as a brief 
summary of how the project will be conducted. It is often used as the Executive Summary 
for a subsequent Working Plan. 

B. PROBLEM SCOPE 
The Problem Scope provides a breakdown of the problem, a proposed research approach 
and the predicted benefits of pursuing the line of research. It is peer-reviewed 
and signed off. 

C. WORKING PLAN 
The Working Plan is a concise presentation of the approach and methods which are 
proposed to answer the specific objectives of the project. The Working Plan should be 
detailed enough to ensure project continuity. It should include a review of available 
information and its limitations, a specification of client involvement, a time schedule 
showing the different phases of the project and all technical resources required. It is peer- 
reviewed and signed off. 

D. ESTABLISHMENT REPORT 

The Establishment Report is a descriptions of all field installations related to a project, 
including dates of establishment, locations, maps and plot protection information, as well 
as an indication of who is responsible for maintaining the installation, especially if it is a 
long-term project. 



E. PROGRESS REPORT 
The Progress Report includes a brief history of the project to date; summaries of data, 
techniques or observations; a discussion of results to date; and recommendations for 
future action. 

F. FINAL REPORT 
The Final Report gives a complete review of the finished project and documents the 
results for future reference. It also signals the termination of the project. Except in the 
case of Consultation Projects, it is peer-reviewed and signed off. It should contain explicit 
references to how original research and extension goals were met. 

G. PUBLICATION 
There are a number of different types of publications which may result from Research 
Program projects: 

1. Problem Analysis 

2. Progress Report 

3. Final Report 

4. Meeting Proceedings 

5. Journal Publication 

6. Research Program Publication 

7. Book or chapter in a book (other than a Branch Publication) 

8. Inter-agency collaboration 

For more information on Research Branch Publications, see Part 1 of Research Program 
Style Guide and Author's Manual. 

H. EXTENSION 
User needs define the extension process. This may mean: 

1. on-site provision of information and advice and hands-on application of new 
technology 

2. conferences and conference presentations 

3. technical workshops and seminars 

4. training courses 

5. field tours and demonstrations 

6. public lectures 

7. training videos and TV programs 

8. computer software 

9. discussion groups, bulletin boards and World Wide Web on the Internet 



STEPS IN THE RESEARCH PROCESS 

Establishment $field rf field I if field 
Report I 1 i n t a t i o n  I initallation installation I I 
Progress Report 

- 
Final Report 

I I I I I 
yes 

Peer Review Yes 

Sign-off by Manager 
& Director 

I I I I I 

VII. STEPS IN THE RESEARCH PROCESS: DETAILS 

if required by 
Working Plan 

or funding 
source 

Yes 

Yes Yes Yes 

Peer Review 

sign-off (FS89) by 
Manager & Director 

A. PROPOSAL 

maybe 

yes 

Publication 

1. PURPOSE 

if required by 
Working Plan 

or funding 
source 

Yes 

yes yes 

maybe 

NOTE: If a Problem Scope, Working Plan or Publication is required, then it must be peer- 
reviewed and signed off [indicated by (yes) in the table above)]. 

(yes) 

(yes) 

The Proposal is used to provide an overview of the project and make funding 
allocation decisions. Therefore it should be brief, but with sufficient detail to 
avoid subsequent misunderstanding. 

maybe 

if required by 
Working Plan 

or funding 
source 

yes 

Yes 

maybe maybe 

(yes) 

(yes) 

Yes 

yes 

maybe 

(yes) 

(yes) 

(yes) 

(yes) 

(yes) 

(yes) 



2. SUBMISSION 
Proposals may be either unsolicited or solicited through a Request for Proposal 
(RFP). If they are unsolicited, they are only considered if they fit into the 
research priorities of the Research Program. Unsolicited proposals are usually 
connected with funding sources outside the Program. Almost all contracts 
financed by the Program budget are in response to RFPs. RFPs are usually sent 
out in January. 

a) Who can submit 
Proposals can be accepted from any of the following: 

MOF Research Program staff (Branch and regions) 

Canadian Forestry Service 

Forest industry employees 

Universities 

b) Who to submit to 
Solicited proposals should be sent to the person who solicited them. 
Unsolicited proposals from Research Branch staff should be submitted 
to Research Branch Managers. Unsolicited proposals from regional 
staff should be submitted to Regional Research Managers (see 
Appendix 4). 

3. EVALUATION 

a) Evaluation Criteria: 
relevance to funding source's objectives and goals 

relevance to priorities of the Research Program 

scientific and technical merit 

researcher's qualifications and past pedormance 

availability of personnel, facilities and funds 

budget and timeframe 

provisions for extension 

recommendation of Technical Advisory Committees (TACs) and 
client user groups 

b) Responsibility 
The person to whom the Proposal is submitted is responsible for 
acknowledging receipt of the Proposal and indicating how and when it 
will be handled. The person who actually accepts or rejects the 
Proposal will differ in each case, depending on the funding source(s). 



4. ASSIGNMENT 

a) Research Manager: 

if Proposal is accepted, draws up terms of reference for the project 

assigns responsibility for project planning and technical direction 
to a qualified project leader on staff or on contract (this is usually 
the person who submitted the Proposal) 

determines if a Problem Scope is needed before a Working Plan 
can be developed 

determines the priority of the project in relation to the project 
leader's other projects 

works with the Project Leader to develop a mutually-acceptable 
schedule, including all delivery dates 

b) Project Leader 

reviews workload and discusses implications of raicing on the new 
project with the Research Manager 

raises questions regarding responsibility with the Research 
Manager 

analyzes the problem and develops a plan of action 

works with the Research Manager and support staff to develop a 
mutually-acceptable schedule, including all delivery dates 

arranges with the Technical Support Group for all support services 
required (e.g. type and number of laboratory analyses 
requirements, biometric services, use of Research Station facilities 
and timelines) and confums the availability of these 
resources/facilities: this must be provided to TSG before any work 
is carried out 

C) Senior Administrative Staff 
assign a project number, including the two letter abbreviation (e.g. 
CP, EP, OP, etc.) once the Proposal is accepted 

5. FORMAT 
See Appendix 5. For an Extension Project, see Appendix 6. 

B. PROBLEM SCOPE 

1. PURPOSE 
The Problem Scope is distinct from the Problem Analysis (PA), which is a type 
of project. The Problem Scope is used by the Research Manager and the Project 
Leader to determine whether a proposed line of research is worth carrying out. It 
provides further technical appraisal in order to ensure that the expected results 
warrant the expenditure of time and money. It forces clarity of thinking 



regarding purposes and objectives and is used as a tool for developing a 
Working Plan. 

2. RESPONSIBILITY 
The Project Leader is responsible for submitting the Problem Scope and 
ensuring that it is peer-reviewed (see section IV. D. PROJECT 
MANUSCRIPT REVIEW). After it has been reviewed, the reviewers' 
comments must be incorporated into the final draft of the Problem Scope. If the 
comments are not incorporated, the reasons must be stated. 

3. FORMAT 
See Appendix 7 

C. WORKING PLAN 

1. PURPOSE 
The Working Plan is used to help the researcher plan the proposed project 
thoroughly. i t  outiines the steps required to fulfill the identified objectives. It is 
necessary in order to ensure project continuity in the event of staff changes and 
to allow all technicians andlor contractors involved to cany out the project 
effectively. It also aids the process of administrative review. 

2. RESPONSIBILITY 
The Project Leader is responsible for submitting the Working Plan and ensuring 
that it is peer-reviewed (see section N. D. PROJECT MANUSCRIPT 
REVIEW). After it has been reviewed, the reviewers' comments must be 
incorporated into the final version of the Working Plan. If the comments are not 
incorporated, the reasons must be stated. 

3. FORMAT 
See Appendix 8 

D. ESTABLISHMENT REPORT 

1.  PURPOSE 
The Establishment Report is required for projects involving the remeasurement 
of samples over a period of two or more years. It documents the establishment of 
the project in the field and ensures that an adequate description of the plots is on 
District and Branch records for future reference. It is used to provide essential 
current information on the project and to ensure continuity in the event of staff 
turnover. 

2. RESPONSIBILITY 
The Project Leader is responsible for submitting the Establishment Report and 
ensuring that the installations are recorded on Forest District mylars and are 
protected by a map reserve. 



3. FORMAT 

a) Essential Information 

Title 

Project type and number 

Report type 

Project Leader 

Funding source(s) . Date of installation (and weather, if relevant) 

Accurate location maps, preferably tied to legal survey . Plots mapped on air photos and tied to unchangeable physical 
features 

Condition and size of stock 

Record of treatments 

E. PROGRESS REPORT 

1.  PURPOSE 
The Progress Report provides a brief summary of progress on the project and the 
status of the budget. It is necessary in case funds need to be reallocated. There 
are often several Progress Reports over the course of a project. They may be 
Milestone Progress Reports (which are produced from time to time, but not 
necessarily annually), as required by the Working Plan, or Annual Progress 
Reports, as required by the funding source. Annual Progress Reports are due on 
.March 31. 

2. RESPONSIBILITY 
The Project Leader is responsible for submitting the Progress Report. 

3. FORMAT 

a) Essential Information 

Title 

Project type and number 

Reporttype 

Project Leader 

Funding source(s) 

Date 

Progress to date 



Amount of funding allocated 

Expenditures to date 

F. FINAL REPORT 

1. PURPOSE 
The Final Report serves as the final written record of the project to be stored on 
file for future reference. It is often published. 

2. RESPONSIBILITY 
The Project Leader is responsible for submitting the Final Report and ensuring 
that it is peer-reviewed (see section N. D. PROJECT MANUSCRIPT 
REVIEW). After it has been reviewed, the reviewers' comments must be 
incorporated into the final draft of the Final Report. If the comments are not 
incorporated, the reasons must be stated. The Project Leader gives the 
distribution list for the report to the Senior Administrative Staff, who are 
responsible for filing and distribution of the Final Report. 

3. FORMAT 

a) Essential Information 

Title 

Project type and number 

Report type 

Project Leader 

Funding source(s) 

Date 

b) Negotiable Information 
The format of the report will depend on its purpose, whether or not it 
will be published and to whom it will be distributed. The details 
included will depend on client needs, management demands and the 
probability of staff turnover and should be negotiated by the Project 
Leader and the Research Manager. The format should be such that the 
contents can be abstracted with a minimum of editing, in order to be 
published in the Forest Research Review or an information series, as 
appropriate. Reports may include elements of the Working Plan as 
required. Except where required by a publication, title pages and 
indexes are optional. See Appendix 9. 



1 .  PURPOSE 
Formal publication increases the Ministry's profile and provides opportunities 
for the expertise of Research Program personnel or contractors to be recognized 
by a broader audience, whether the scientific community or the general public. 

2. RESPONSIBILITY 
It is the responsibility of the Project Leader to prepare a manuscript for 
publication and to have it peer-reviewed. This includes presenting the results in 
an appropriate fashion for the intended audience. 

3. PROCESS 

a) Peer review for technical quality and relevance 

verifies that material is technically correct and relevant, design is 
sound, analysis and interpretation are accurate and conclusions are 
appropriate 

for details on the peer review process, see section N. A. 
RESEARCH PROJECT PEER REVIEW 

manuscripts submitted for external publication must also go 
through the review process required by the journal or conferewe 
editors 

h) Approval by Research Manager to proceed with publication 

verifies that publication is in appropriate format for audience 

checks for potentially contentious material 

focusses on content and incorporation of reviewers' comments 

FS89form signed off by Manager and Director 

C) Production of publication 

see Production and Printing, chapter 4 of the Research Program 
Style Guide and Author's Manual for details on the various aspects 
of production, including editing, proofing, indexing, printing and 
binding 

d) Author's approval of final version of publication 

e) Printing of publication 

f) Distribution of publication 

4. FORMAT 
Refer to the Research Program Style Guide and Author's Manual for format 
specifications, where applicable. See also Appendix 9. 



H. EXTENSION 

1 .  PURPOSE 
The Research Program does not do research as an end in itself. While research is 
essentially a knowledge-generating process, extension is the means of applying 
that knowledge to solve practical problems. Fundamentally, extension is the link 
between research and better forestry. Without it, the return on research 
investments is minimal. Thus, extension is an integral component of a research 
project. No working plan will be approved unless detailed plans are in place for 
the extension of research results to the client(s) and, if appropriate, to the 
scientific community. 

2. RESPONSIBILITY 
The Project Leader is responsible for ensuring that extension takes place. This 
requires cooperation with and participation from the clients to match appropriate 
methods of extension to user needs. 

3. FORMAT 
See Appendix 6. 

VIII. PLOT PROTECTION 

A. PURPOSE 
Plot protection is crucial in order to ensure that the expenditure of time and money on 
research projects is not wasted. 

B. RESPONSIBILITY 

1.  Project Leader 
The Project Leader is responsible for getting approval for the use of the land 
from the land owner. If it is private land, approval must be obtained from the 
individual or company which owns the land. If it is Crown land, approval must 
be obtained from the District Office. The Project Leader is also responsible for 
mapping the plot(s) on Forest District mylars, filling out an Establishment 
Report and ensuring that the Senior Administrative Staff at Research Branch 
receive a copy of the Establishment Report. 

2. Senior Administrative Staff 
The Senior Administrative Staff are responsible for keeping copies of all 
Establishment Reports on file in order to respond to requests from other 
branches or ministries regarding the location of research plots. 

IX. PROJECT TERMINATION 
Projects may be terminated either by a recommendation from the Project Leader to the Research 
Manager responsible for the project or by a directive from the Research Manager. Generally, 
project termination occurs when research work has been completed and final reports have been 
prepared. Before termination, the Project Leader should send notice to all clients and other 



research agencies involved, identifying the location and the purpose of the installation site, in order 
to ensure that no one else requires it. The signed-off final report serves as the terminating 
document. Any land protection claims for the plot should also be terminated. Some projects may 
be held open indefinitely to accommodate occasional work on ongoing problems. In some cases, at 
the Manager's discretion, a summary of all work accomplished, all resources expended and all 
"solutions" delivered may be requested, to be attached to the file before it is closed. 

FILING 

A. PROJECT NUMBERING AND FILE OPENING 

1. All projects are given a number after the Proposal is approved by Senior 
Administrative Staff. The number is preceded by the abbreviation for the project type 
(e.g. PA, EP, OP, etc.). This project number should be used on all subsequent 
documentation for the project. 

2. Once a project number is assigned, a project file is opened at Research Branch. All 
signed off original documents are kept in this file (see B. for contents). 

3. If a project is F~nded by &~otJer  source which requires a different nuiiiheiiiig vjistem, 
this should be cross-referenced on the project file and all documents it contains. 

4. Once the Final Report has been filed and the project is completed, the file is labeled 
"inactive." 

B. PROJECT FILE CONTENTS 

1. Project files (data), once the project is completed 

2. Proposal 

3. Problem Scope 

4. Working Plan 

5. Establishment Report 

6. Progress Report@) 

7. Final Report 

8. Publication(s) 

9. FS89 

10. Peer Reviews of the Problem Scope, Working Plan and Final Report, with comments 
and author's revisions 

C. RESPONSIBILITY 

1. The Project Leader is responsible for archiving project data up to the point when the 
Final Report is sent to Research Branch for filing. Two backup copies should be 
maintained (one at work and one elsewhere) and updated regularly, in order to avoid 
losing the results of expensive long-term studies. 



2. The Project Leader is responsible for supplying the appropriate file copies to Senior 
Administrative Staff for filing, as well as a copy of the Final Report for the MOF 
library. 

XI. ROLES & RESPONSlBlLlTlES 

A. RESEARCH BRANCH 

develops long-term Research Program strategies responsive to client priorities 
(districtslregions/headquarters) and changing demands 

conducts research primarily in silvicultural systems, forest genetics, seedlingltree 
physiology, timber supply analysis, climate change, growth and yield modelling, 
hardwood management, vegetation management, decision support tools, range 
management and social forestry. 

conducts strategic planningldirection of provincial issues 
.. 

coordinates provincial research and extension programs 

collaborates with regions in large-scale, integrated, interagency research programs 

provides support functions (e.g. biornetrics and analytical laboratory services) and 
specialized expertise (e.g. plant physiology, genetics, modelling and grizzly bear 
biology) not available in each region 

develops and implements provincial extension activities 

provides specialized research expertise and extension to the Ministry Executive, 
regional management teams, other branches, agencies and interest groups 

provides technical support for policy development for emerging provincial, national 
and international resource management issues 

pursues partnership funding from provincial, federal and non-governmental sources 
and establishes interagency agreements for identified Ministry research priorities 

6. REGIONS 
participate in the development of long-term Research Program strategies 

conduct research primarily in ecosystem management, biodiversity, forestrylwildlife 
interactions, watershed management, soil conservation, forest health, silvicultural 
systems, stand establishment and vegetation management 

contribute to strategic planningldirection for provincial issues 

coordinate regional research and extension programs 

collaborate with Branch staff in large-scale, integrated, interagency research programs 

develop regional centres of expertise (e.g. boreal ecosystems, mixed woods, 
Armillaria research and experimental forests) 

develop and implement regional extension activities 



provide specialized research expertise and assistance to d~strict and industry staff and 
to other resource managers 

provide technical support and extension to local client groups 

pursue partnerships with industry, other agencies, colleges, universities and 
community groups for the purpose of conducting cooperative research and extension 

C. DIRECTOR 
develops, directs and coordinates the Research Program to ensure that it is supportive 
of Provincial needs 

facilitates interagency communications . establishes technical standards for research and research reporting throughout the 
Research Program . establishes Research Program publication specifications 

conducts reviewslaudits of research program areas to evaluate impact, relevance and 
quality 

advises the Ministry Executive, Branch Ditectors and Regional Managers of research 
findings that should be incorporated into operational procedures and Ministry policy 

participates in provincial and national research councils to ensure that the Research 
Program is an effective component of overall forest research in British Columbia and - 
Canada 

ensures awareness and support for Research Program among Headquarters Executive 
and Regional Managers 

ensures relevance of research to overall Ministry and Research Program objectives 

approves research program area plans 

approves and signs off all Final Reports and publications 

approves and slgns all formal Memoranda of Agreement and other commitments to 
cooperative research programs 

D. RESEARCH MANAGER (BRANCH OR REGION) 
The points below apply to the research program areas for which the research manager is 
responsible: 

ensures communication and integration across research prograni areas and disciplines 

ensures technical standards for research and research reporting are met 

ensures research results are communicated to the appropriate resource'managers and 
the scientific community 

participates on reviewlaudit teams 

approves projects 



advises the Finance and Administration staff of the amounts required for projects and 
the funding sources 

draws up terms of reference for projects and assigns responsibilities to the Project 
Leader 

informs the Project Leader of the amount of funding approved and the account 
number against wh~ch contracts can be written 

determines if a Problem Scope is needed before a Working Plan can be developed 

works with Project Leader to schedule project 

ensures research projects are appropriately documented and reported 

assists the Project Leader in arranging for peer review of manuscripts 

checks that peer review comments have been incorporated into final drafts of 
manuscripts 

signs off Problem Analyses, Working Plans, Final Reports and publications 

recommends sign-off by the Branch Director of Final Reports and publications 

monitors the Project Leader's performance plan, budget and general progress and 
renegotiates priorities if necessary . ensures long-term research projects are sustained and completed 

monitors progress on long-term research projects 

E. MOF CONTACT 

1 .  Internal project 
usually the Project Leader also, if the project is internal 

see below, under D. 1. 

2. External project 
oversees the contract (see Program Administrator Procedures Manual and 
Guidebook for Managing Service Contractors) 

provides contract information to the Contract Administrator 

ensures that the contract follows Ministry policy 

ensures that the funds available for the project are spent appropriately 

liaises with the Project Leader and provides advice and direction where 
needed 

ensures that the Proposal, Problem Scope, Working Plan, appropriate 
reports and publications are submitted on time 

ensures that peer reviews of the Problem Scope, Working Plan, Final Report 
and publications are done and that goods and services are received 



DRAf I, LOP 
c arranges for in-house technical services 

gets approval for use of the land, if a field installation is required 

ensures that field installations are recorded on Forest District mylars and 
protected by a map reserve 

* files originals of reports and other documents with Research Branch in 
Victoria 

sends notice of termination of the project to all clients and other research 
agencies involved 

F. PROJECT LEADER 

1. Internal project 
ultimately responsible for the project 

submits Proposal for the project 

provides Problem Scope, Working Plan, appropriate reports and 
publications, as required, for filing 

ensures that peer reviews of the Problem Scope, Working Plan, Final Report 
and publications are done 

arranges for in-house technical services 

documents rationale for manuscript changes (or lack of them) based on 
reviews 

forwards peer-reviewed manuscripts to the Research Manager for sign-off 

provides the distribution list for any reports and publications 

gets approval for use of the land, if a field installation is required 

ensures that field installations are recorded on Forest District mylars and 
protected by a map reserve 

files originals of reports and other documents with Research Branch in 
Victoria 

ensures that extension takes place 

archives project data up to the point when the Final Report is sent to 
Research Branch for filing 

sends notice of termination of the project to all clients and other research 
agencies involved 

2. External project 
ultimately responsible for the project 

submits Proposal for the project 



provides Problem Scope. Working Plan, appropriate reports and 
publications, as required 

documents rationale for manuscript changes (or lack of them) based on 
reviews . forwards peer-reviewed manuscripts to the Research Manager for sign-off 

provides the distribution list for any reports and publications 

ensures that extension takes place 

archives project data up to the point when the Final Report is sent to 
Research Branch for filing 

G. SENIOR ADMINISTRATIVE STAFF 
assigns a project number when a Proposal has been accepted and open a file 
which will contain all subsequent documentation related to the project 

keeps a record of all project numbers and titles 

keeps the project filing system up to date 

distributes copies of reports as required 

XII. REVISION OF THIS MANUAL 
If you notice inconsistencies, gaps or other problems in this manual or if you have suggestions for 
ways to improve it, please contact: 

Research Extension Section 
Research Branch 
Ministry of Forests 
31 Bastion Square 
Victoria, B.C. 
V8W 3E7 



APPENDIX 1 

PEER REVIEW FORMS FOR MANUSCRIPTS 
1. GENERAL GUIDELINES 

a) Your responsibility as a peer reviewer is to help improve the manuscript and to ensure its technical 
accuracy, whether or not it is published. 

b) Please read themanuscript carefully and evaluate i t  objectively 

C) Test your comments for fairness by asking yourself if you would be comfortable presenting your 
comments to the author(s), face to face. 

d) Do not consider prevailing opinion to be infallible. Do not immediately dismiss methods or 
conclusions which differ from current views. 

e) Do not be misled by persuasive writing if the manuscript shows inadequate data, lack of statistical 
controls or problems in hypothesis fonnulation or testing. 

0 Treat the manuscript and your evaluation of it as a confidential matter between the author(s) and 
yourself. 

2. ENCLOSED FOP-MS 

a) MANUSCRIPT: 

i) Remember that the author(s) will see your comments on the manuscript copy that you 
return to them. 

ii) Please mark specific comments and recommended changes directly on the manuscript, 
drawing attention to both technical and editorial problems. 

iii) Summarize your comments on a separate sheet. If convenient, number code you1 
comments according to the checklist numbers. 

iv) Be specific regarding changes that could or should be made. 

v) DO NOT indicate on the manuscript whether or not you think itshould be accepted 01 

rejected. You will do this on the CONFIDENTIAL EVALUATION FORM. 

b) CHECKLIST: 

i) Remember that the author(s) will see the checklist, since you will return it to them with 
the manuscript. 

ii) Please note that the first section refers to technical content and the second section refers 
to editorial issues. 

iii) Please rate each point using the letter grades A, B, C or D, where A is the highest rating 
and D is the lowest. 

iv) If convenient, number code your comments on the manuscript according to the checklist 
numbers. 

C) CONFIDENTIAL EVALUATION FORM: 

Since this is a confidential fonn, you will return it in a sealed envelope, along with the manuscript 
and the checklist, to the author, who will fonvard it to the research manager. 



APPENDIX 1 (cont.) 

CffECKLIST FOR PEER REVIEWERS 
(To be returned to the author with the manuscript) 

1. Technical Content: Was the research done well? Is it suitable for publication? 

a) I d a r e  the objective(s) of the experiment important to the field? 

b) A r e  the experimental design and methods appropriate? 

C) I s  there enough detail to enable duplication by experiment? 

d) A r e  the statistical methods appropriate? 

e) I s  the manuscript free from errors of fact or interpretation? 

0 I s  the material original (i.e. not previously published)? 

9) I s  the manuscript free of excessive overlap with other published papers? 

h) H a s  the pertinent literature been cited? 

For questions 0, g),and h), please provide specific references to relevant literature if necessary. 

2. Editorial Issues: Is the presentation effective? How can it be improved? 

a) I s  the title appropriate and clear? 

b) I s  the abstract specific, representative and in correct form? 

C) H a v e  key words been provided? Are they adequate? 

d) I s  the purpose of the manuscript clearly stated in the introduction? 

e) A r e  the methods described adequately? 

0 I s  the discussion relevant? 

g) - Are the tables and figures accurate, well-formatted and legible? 

h) S h o u l d  all parts of the manuscript be published? 

i) H a v e  the ideas received the appropriate amount of emphasis? 

j) A r e  the different sections an appropriate length relative to each other? 

k) H a s  the author avoided duplication of content, especially in tables? 

1) A r e  the author's statements clear and unambiguous? 

Instructions to the author(s): Please write "yes" beside each comment the reviewers have made on the 
manuscript or this checklist that you intend to incorporate into the final draft of the manuscript. Please write 
''no" beside each comment that you do not intend to incorporate and key it to a separate piece of paper where 
you provide a rationale for not incorporating i t  



APPENDIX 1 (cont.) 

PEER REVIEWER'S CONFIDENTIAL EVALUATION FORM 
(To be returned in a sealed envelope to the author with the manuscript) 

Manuscript Title: 

Peer Reviewer's Name: 

Peer Reviewer's Signature: 

Date: 

1. I evaluate the manuscript's merits for publication as: 

a) a c c e p t a b l e  without alteration 

b) a c c e p t a b l e  with minor alterations as indicated 

C) a c c e p t a b l e  with major revisions as indicated 

d ) a c c e p t a b l e  aiter sholtening as indicated 

e) - unacceptable for reasons indicated 

2. If the recommended changes are made, I wpvld rate the publication priority as: 

a) h i g h l y  desirable: publish as soon as possible 

b) d e s i r a b l e :  normal priority for publication 

c) -low priority: publish if space available 

3. In addition to the remarks given on the checklist, the major reasons for my decision are: 

4. I would like to see the revisions, if any YES: NO: 



APPENDIX 2 

EXAMPLES OF PROJECTS 

1. Problem Analysis 

a) Problem Analysis of Integrated Resource Management of Riparian Areas in British Columbia, by 
S .  Rautio and P. Dunnell. Research Report RR 93003 (1994). 

b). lmpacts of Hardwood Managemenr on British Columbia Wildlife: Problem Analysis, by K.  Enns, 
E.B. Peterson and D. McLennan. FRDA Report 208 (1993). 

2. Experimental Project 

a) Effects of Sites and Provenances on 6 Year Performance of Noble-,fir in Coasral British Columbia, 
by C. Ying. Research Note 112 (1992). 

b) Community Development and Competition in the Rhododendron-Vacc~nium-Menziesia Brush 
Commwlity of the ESSF Zone, by K.D. Coates. EP 1003. 

3. Operational Project 

a) Operational Stream Rehabilitarion Trial at  Cluit Creek Sewell Inlet, by H.D. Klassen. Land 
Management Report 68 (1991). 

b) Management Straregy and Options for the Tweedsmuir-Entiako Caribou Winter Range, by D. 
Cichowski and A. Banner. Land Management Report 83 (1993). 

4. Extension Project 

a) Landscape Ecology Research and Errension Needs Assessment, by P. Daigle (1995). 

b) Partcuts: A Computerized Annotated Bibliography to Partial-cutting Methods in the Pac$ic 
Northwest, by P. Daigle (1994). 

5. Consnliation Project 

a) Volume Impact of Akernative Utilizution Standards, by A. Nussbaum and K. Polsson. Note to file 
in response to request by G. Olivotti and J. Maure, Timber Supply Section (1994). 

b) Impact of RoadAllowance on Yield, by K. Mitchell and K. Polsson. Note to file in response to 
request by A. Blattler, International ~ o i e s t  Products, and R.N. Green, Vancouver ~ores ;  Region 
(1993). 



APPENDIX 3 

PROBLEM ANALYSIS FINAL REPORT FORMAT 
Title Page: 

a) title: based on the Proposal 

b) author(s): name, affiliation, address, phone number, fax and emaii 

c) lines at the bottom for sign-off by Research Manager and Director 

Table of Contents: required if report is more than three pages long 

Executive Summary: 

a) based on the Proposal 

b) succinct summary of key points 

Introduction: 

a) problem statement: 

i) -- - 2  .--. -2 -.-.---- '. -- -..--.- - -  a a ~ u  v r ~  CI~CIII  a ~ ~ ; 3 ~ ~ I  A L ~ L C I ~ L T ~ L L L ~  U L  ~ S C D S L I I C ~ ~ ~ .  if avaiiabie 

i i) environmental considerations 

iii) economic implications 

b) objectives: 

i) based on Working Plan, if one was done 

ii) should be SMART: Specific, Measurable, Achievable, Realistic and Time-bound 

iii) clear relationship to problem statement 

Problem Breakdown: 

a) literature review and discussion 

b) known and unknown facts 

C) application of present knowledge 

d) approaches to answering the question 

e) fornulation of proposition 

Proposed Research Framework: 

a) overall framework for approaching problem 

b) specific lines of investigation to pursue 

C) experimental designhypothesis testing in proposed projects 

Benefits: justification for pursuing further projects 

Timeline 

Approximate Costs 

Index 



APPENDlX 4 

CONTACT LIST 

RESEARCH BRANCH HQ 

General Enquiries 
31 Bastion Square Ph: 387-6721 
Victoria, B.C. V8W 3E7 Fax: 387-0046 

Forest Productivity and Decision Support 
#506-1175 Douglas St. Ph: 387-6642 
Victoria, B.C. V8W 3E7 Fax: 387-8197 

Forest Biology Section 
31 Bastion Square Ph: 387-3179 
Victoria, R E ;  V8W 1E7 Pax: 387-a046 

Forest Production Processes 

Forest Dynamics 

Forest Genetics 387-3338 

Integrated Resource Management Section 
31 Bastion Square 
Victoria, B.C. V8W 3E7 

Integrated Resource Management Research 

Foreit Ecology Research 

' Biodiversity Research 

Forest Soils Research 

FisWForestv Watershed Assessment 

Wildlife Habitat Research 

Research Extension Section 
31 Bastion Square 
Victoria, B.C. V8W 3E7 

Technical Support Group 

Glyn Road Research Station 

Analytical Laboratory 

. . 
Kalamlkn Foresrv Centre 

Fax: 387-0046 

Ph: 387-6712 
Fax: 387-0046 

Ph: 387-3118 
Fax: 356-8543 

Ph: 356-9062 
Fax: 356-8543 

Ph: 549-5577 
Fax: 542-2230 

Cowichan Lake Research Station Ph: 749-6811 
Fax: 749-6020 



Red Rock Research Slolion 

Cariboo 

Kamloops 

Nelson 

? A c e  George 

Prince Rupert 

Vancouver 

REGIONS 

540 Borland St. 
Williams Lake, B.C. 
V2G 1R8 

515 Columbia St. 
Kamloops, B.C. 
V2C 277 

518 Lake St. 
Nelson, B.C. 
VlL4C6 

I,,,, ".L *..- 
1"LA -,,I m"c. 

Prince George, B.C. 
V2L 3H9 

Bag 5000,3726 Alfred Ave. 
Smithers, B.C. 
VOJ 2NO 

2100 Labieux Rd 
Nanaimo, B.C. 
V9T 6E9 

Ph: 963-9651 
Fax: 963-3436 

Ph: 398-4387 
Fax: 398-4380 

Ph : 828-4158 
Fax: 828-4154 

Ph: 354-6274 
Fax: 354-6250 

.,L. 
rll. 

c,c ,.", JoJ-Dlbo 
Fax: 565-6671 

Ph : 847-7430 
Fax: 847-7217 

Ph: 751-7121 
Fax: 751-7190 



APPENDIX 5 

PROPOSAL FORMAT (OTHER THAN EXTENSION PROJECTS) 
Title: 

a) brief and descriptive 

b) should reflect an action statement (i.e. the end result) 

C) use keywords if possible 

d) if accepted, will be the title subsequently used for the project 

Project Type: see Appendix 2 

Project Number: space for Senior Administrative Staff to fill in assigned project number 

Project Leader: name, affiliation, address, phone number, fax and email 

Ministry or  Agency Contact (depending on funding source): 

a) Ministry of Forests Research Branch or Canadian Forestry Service 

b) names, addresses, phone numbers, fax numbers and email 

Principal ClientsTarget Audience: 

a) describe people who will use the results of the project 

b) at least two key individuals 

C) names, affiliations, addresses, phone numbers, faxes and email 

Location: Region, ~istrict(s) and Biogeoclimatic unit(s) 

Rationale: 

a) problem statement 

b) background information 

C) relevance and need for research 

Objectives: 

a) SMART: Specific, Measurable, Achievable, Realistic and Timebound 

b) clear relationship to problem statement 

C) emphasis on end results, not research method 

Proposed Research Approach: 

a) experimental design 

b) biometric approach 

End Results: 

a) what will be accomplished 

b) who will benefit 

C) what the client will be able to do with the results 

Extension: 



a) identification of target audience and plan to convey results to clients 

b) proposed technology transfer 

13. Timeline: 

a) number of fiscal years required to complete project 

b) specific dates products will be available 

14. Funding Source: agency or agencies (if collaborative project),with percentages 

15. Approximate Costs: breakdown by cost components, as below: 

a) Year 1: 

i) Research 

a) MOF Staff labour 

b) Contractor labour 

C) Equipment (non-expendable items over $200) 

d) Materials and supplies (expendable items) 

e) Transportation and travel 

t) Other costs (specify) 

RESEARCH SUBTOTAL 

ii) Extension 

a) MOF Staff labour 

b) Contractor labour 

C )  Materials and supplies (expendable items) 

d) Publication costs 

e) Transportation and travel 

0 Other costs (specify) 

EXTENSION SUBTOTAL 

b) Five Year Budget: 

i) Year 1 

ii) Year 2 

iii) Year 3 

iv) Year4 

V) Year 5 

TOTAL 



Availability of Technical Support Group Services: 

a) Laboratory Analyses 

i) number and type of analyses required 

ii) timeframe 

b) BiorneUic Services 

i) services required 

ii) availability of services 

C) Research Stations 

i )  services required 

ii) availability of services 

17. Attachments (for contractors): 

a) personal history of key personnel 

b) relevant previous research projects and publications 

C) letters of referenceJendorsement 

d) list of other funding sources being approached 

18. Cover letter (for contractors): 

a) short and to the point 

b) motivating 



EXTENSION PROJECT PROPOSAL FORMAT 

Title: 

a) brief and descriptive 

b) should reflect an action statement (i.e. the end result) 

C) use keywords if possible 

d) if accepted, will be the title subsequently used for the project 

Project Number: space for Senior Administrative Staff to fill in assigned project number 

Project Leader: name, affiliation, address, phone number, fax and email 

Ministry o r  Agency Contact (depending on funding source): 

a) Ministry of Forests Research Branch or Canadian Forestry Service 

b) names, addresses, phone numbers, fax numbers and email 

Target Audience: 

a) age 

b) technical background 

C) interest in forests and forestry 

Rationale: 

a) definition of research topiclissue 

b) location 

C) extension needs 

d) action to date 

Objectives: 

a) SMART: Specific, Measurable, Achievable , Realistic and Timebound 

b) desired resource management outcome 

Communication Objectives: 

Approach: 

Evaluation: 

a) quality of activitylmaterials (technical content, appropriateness of level, relevance, presentation 
skills, etc.) 

b) delivery (use of activity/materids by target audience) 

C) effectiveness (achievement of communication objectives) 



Approximate Costs: 

a) MOF Staff labour 

b) Contractor labour 

C) Materials and supplies (expendable items) 

d) Publicat~on costs 

e)  Transportation and travel 

0 Other costs (specify) 

TOTAL 



APPENDIX 7 

PROBLEM SCOPE FORMAT 
Title Page: 

a) title: same as the Proposal 

b) author(s): name, affiliation, address, phone number, fax and email 

c) line at the bottom for sign-off by Research Manager 

Table of Contents: required if report is more than three pages long 

Executive Summary: 

a) based on the Proposal 

b) succinct summary of key points 

Problem Statement 

Problem Breakdown: 

a) literature review and discussion 

b) known and unknown facts 

C )  appiic~tion of present knowledge 

d) need for experimentation 

e) formulation of hypotheses 

Proposed Research Approach: 

a) overview of experimental design of proposed project 

b) overview of proposed measurement methods 

C) overview of proposed biometric approach 

Benefits: justification for pursuing further projects 

Timeline 

Approximate Costs 



WORKjNG PLAN FORMAT 

1. Title Page: 

a) title: same as the Proposal 

b) author(s): name, aftiliation, address, phone number, fax and email 

c) line at the bottom for sign-off by Research Manager 

2. Table of Contents: required if report is more than three pages long 

3. Executive Summary: 

a) based on the Proposal 

b) succinct summaq of key points 

4. Introduction: 

a) description of the problem and operational significance 

b) review of available knowledge and its limitations 

C) description of aspect($ of the problem to be addressed through research 

d) potential financial, social and biological benefits 

5. Objectives 

a) SMART: Specific, Measurable, Achievable, Realistic and Time-bound 

b) clear relationship to problem statement 

6. Proposed Research Approach 

a) Methods of Investigation 

i) field methods 

ii) laboratory methods flSG Services) 

a) laboratory tests 

b) computing requirements 

c) biometries support 

d) station resources requirements . . 

iii) office methods 

b) Experimental Design 

i) definition of terms 

ii) location 

iii) installation layout (include diagram) 

iv) site description and biogeoclimatic classification 

v) description of treatments and treatment factors 

vi) controls 



vii) experimental units 

viii) replications 

ix) sample sizes 

X) timing & coordination of data collection 

xi) data coding 

xii) quality control 

C) Measures and Records 

1) periodicity of measurement 

ii) variables to be assessed 

iii) methods and specification of measurement . 

iv) method of recording (including coding form in Appendix) 

Proposed Biometric Approach 

a) method of analysis for each objective 

b) supporting information (e.g. ANOVA tables, regression model, etc.) 

C) purpose of each analysis 

d) raw vs. manipulated data 

e) appropriateness of method to data 

fJ index values 

g) analysis of repeated measures 

8. Maintenance Schedule 

a) survival checks 

b) fill-in planting 

C) security 

d) blushing and weeding 

e) checking of comer posts and tags 

9. ' End Results: based on the Proposal 

10. Communication of Results 

a) nature and timing of reports and other expected communication of findings 

b) proposed extension, including technology transfer 

C) distribution list for reports 

11. Roles and Responsibilities 

a) project establishment 

b) project maintenance and remeasurement 

C) project reporting 

d) project extension and demonstration 



e) plot protection 

12. Timeline 

13. Costs 

a) estimates of direct costs for first year: 

i) operation 

ii) equipment 

iii) contract services 

iv) plot protection 

b) estimates of indirect costs (staff PN) for first year 

C )  estimates of total direct annual costs for first five years 

d) funding source(s) 

e) approximate amount and interval of funding 

14. References 

15. Appendices 

a) materials required to establish and maintain project 

b) data recordingtcoding forms 

C) details of plot arrangement 

d) detailed cost estimates 

e) scheduldtimeline 



APPENDIX 9 

FINAL REPORT Off OTHER PUBLlCA TION FORMAT 
1. Title(Page): 

a) title: an accurate reflection of the contents, targeted to the audience 

b) author(s): name, affiliation, address, phone number, fax and email 

c) lines at the bottom for sign-off by Research Manager and Director 

2. Executive Summary: 

a) enables readers to quickly and accurately determine the contents 

b) used by abstracting services to index the report or publication 

3. Introduction: 

a) background information 

b) rationale for the research project 

C) nature and scope of the problem 

d) literature review 

e) brief description of research approach 

f ,  principle results 

4. Materials and Methods: 

a) detailed description of research approaches and experimental procedures 

b) must be written clearly, with enough detail to enable reproduction of results 

5. Results: 

a) new knowledge being contributed to the field 

b) must be written simply and clearly 

C) representative, rather than exhaustive, data 

6. Discussion: 

a) principles, relationships and generalizations 

b) consistency and exceptionsflack of correlation; 

C) relationship to previously published research 

d) theoretical and practical implications 

e) conclusions (including evidence) 

7. Index (optional) 

Source: Food and Agriculture Organization. Research Management in Forestry. F A 0  Forestq Paper 102,1992, pp. 
98-100. 
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