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Division 6 - Lincoln laboratory
- Messachusetts Imstitute of Technology
e Iexdngton 73, Massachusetts
SUBJECT: Querterly Progress Reports
TO: J. W. Porreeter, R. R. Bverett, D. R. £ , B, H. Dodd, J. F. Jacobs,

A. P, Kromer, J. A. O'Brien, J. C. Proctor, E. 8. Rich, K. H. Toylor,
C. R. Wieser, P. Youtu

FROM: C. W. Farr
DATE

e May 19, 1955

The attached memorandim has been prepared jointly with FP. P. Hegel,
Report Bditer, as a result of the request in Group Lesders' Meeting for
C. W. Farr %o aseist tenmporarily in QFR preparation.

Qur difficulties in meeting report schadules are prinecipally due
to the displacerent of report writing by high priority technical and
edministrative duties. If vworkable, the suggested procedure will reduce the
report writing time required of techniecal people, improve promptuess in

report prepuration and improve functiomel utilirzotion of the talents of the
Report Bditor.

Suggested QFR procedure lg issued to you hevewith ia drafi form
in order to obtain your comstructive eriticiem.

PLEASE NAKE COMERTS I& MARCIN AND RETURN DRAFT COPY FRGMPTLY TO
THE URDERSIGNED.

("/.JJ‘?F;,- P
C. ¥W. Parr
2 CWF:rw
cc: P. P. Fazel

Memorandua
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{ Division 6 - Lincoln Laboratory
s B Messachusetts Institute of Technology
Iexington 73, Massachusetits
: SUBJECT: QUARTERIY PROCHESS REPURT
TO: J. W. Porrester, R. R. Everett, D. R. Brown, 8, H. Dodd, J. F. Jacobs,

A. P, Kromer, J. A. 0'Bxien, J. C. Froctor, E. 8. Rich, F. H. Taylor,
C. R, Wieser, P. Youtz

FROM: C. W, Farr and F. P. Hazel
DATE: Moy 19, 1955

Quarterly Progress Reports for Divieion 6 covering the period
March - May 1955 are dve at the Lincoln Publications Office June 15.

Digcusgion with interested persons has developed the following
suggeotions to expedite QPR preperation:

1. Report Writivg Objectives

State the objective of the work in progress.

Status and results to date.

Program for continuence (including schedules and coordination
with other work).

Technical details not required for the understanding of the over-all
picture shorld be written as separate reportc and ineluded in the QFR
' proper by reference with only a brief sumary of resulte. 3By this means,
they will become more easily acceoslble to their special audience while
imposing no obstacle to the general reader.

2. Orgonization of the Report

Probably the easisst way for most of us to write a report is to
it down and start welting. It 1s conslderebly hewder but guicker and
certalnly produces a better repori, Lo prepare firat a random list of iteia
to be discussed, (to Insire complete coverass, ) then to errange the list into

a topic outline presenting the materiel in logicsl sequence.
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3.

Suggeated Reporting Procedure
To produce better reports and to save the tine of Group Isaders

and other technical personnel, the following report proceduwre 1s suggested:

A.

B.

E'

r‘

L.

Topic outline preperad by Section lesder or other delegate
of Group leader.

Topic outline reviewad and editsd by Group lecder and returned
to outhor for writing.

Firest draft of report should be writien rapidly from the outline.
Atthis etege, technical personnel can save time by getting
thoughts on paper e8 rapidly es possible without pavsing for
optimm words or the best editoriel style. It ie important

thet thinking be lucid end orderly and language be clear with
emphesis on recording of fects rather than on l:lterary style

or even easy readability. Dictate the first draft, if possible;
dictation discoursges triviel changss in wording. Make pecessavy
changes in pencil on the typewritten copy of the draft.

Report reviewed by Group Leader, approved apd forvarded to
Report Bditor. (Pending receipi of security clearance for Buzel,
the Lincolu ILeboratory Publications Office will continue to edit
classified reports from Division G; C. W. Pary will assist ao
necessary. )

Report reviewed by Report Editor and returned to Group lesder
for approval of editorial changes.

Division Head approval obtained end report scheduled for
reproduction and distribution.

Heeting the Schedule

Our difficulties in meeting report schedules are principelly

due to the Aisplacement of report writing by high priceity tecinical and
adminisiretive duties. Pollowing sre suggestions to braak the bottleneck:

Bach Group Leader should delegete one steff member as Report

Coordinator responsible for planning, scheduling, coordination and follow-up
of the Oroup QPR. ( It is not intended to interfere with current practice
in smaller groups, for exarple in Group 66, where the Croup leader has
personally prepered the OFR.)
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Esch Group Report Coordinator should prepere a schedule
« showing the sections of the group report, author's nome end the cbjective
date for steps A, B, C, and D.

The Division 6 Report Editor will confer with the Group
Ieaders and Report Coordinators and help when delays erise.

Additional copies of this memorandum are avelleble for CGroup Report
Cocrdinstors and otbers concerned with QFR writing.

Signed Corudans

CHF:FPH:xw
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