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SUBJECT:  INF—Special Conservation Edition News Releases 
 

Action required by:  November 25, 2013 (Field Offices [FOs]) 
 December 2, 2013 (Area Offices [AOs]) 
 
Purpose.  To request news releases for special conservation editions 
 
Expiration Date.  September 30, 2015 
 
News releases for use in conservation editions by the conservation districts are being requested.  Topics 
for news releases could include, but are not limited to:  ag waste, buffers, conservation compliance, 
conservation planning, cover crops, drought, maintenance of conservation practices, rangeland health, 
soil health, tree planting, water conservation with irrigation, water quality, wetland and riparian activity 
(enhancement or restoration), wildlife habitat, etc.  If during the past year a FO wrote a local news release 
felt to be of interest to other areas, please share it.  News releases written by partners are encouraged. 
 
News releases should be created in Microsoft Word and be no longer than two double-spaced pages.  
So files will not be overwritten, FO and AO employees should name files nrao????.docx, replacing the 
question marks with the respective area number and writer’s initials (i.e., nrao1tmf.docx).  FO employees 
should route news releases to their appropriate AO for review and editing by November 25, 2013.  AO 
assistants will post the reviewed/edited news releases to the Conservation Editions Document Library 
SharePoint site in the respective folder by December 2, 2013.  Once posting is complete, please notify 
Sheila L. Forrester, Public Affairs Specialist. 
 
State office (SO) employees should name files so???.docx, replacing the questions marks with the 
writer’s initials and route to their supervisor for review and editing.  SO clerical staff will then post the 
reviewed/edited file to the Conservation Editions SharePoint site and notify Sheila by December 2, 2013 
 
Partners should also create their news releases in Microsoft Word and forward by November 25, 2013, to 
a respective area office by e-mail with the Subject:  Conservation Editions.  To help readily identify that it 
is a news release, please start the file name with “nr” and include partnership’s initials (i.e., PF for 
Pheasants Forever) and writer’s initials.  AO assistants will then post to the SharePoint site and notify 
Sheila. 
 
Sheila will notify conservation districts by December 13, 2013, that news releases are available on the 
Kansas SharePoint. 
 
Contact:  Sheila L. Forrester, Public Affairs Specialist, 785-823-4572, or sheila.forrester@ks.usda.gov 
 
 
(signed) 
 
ERIC B. BANKS 
State Conservationist 
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