Exhibit 1:  Alphabetical List as a Style Guide

200 West Area, 200 East Area

100 Areas, 200 Areas, 300 Area

100 B/C Area

100 D Area – we will use this designation, not 100 D/DR Area

100, 200 and 300 Areas

105 Building NOT Building 105

D Reactor, etc. = capitalize because it is an official name

KE Reactor

KW Reactor

KW Reactor building

100 Areas and the DR Reactor.  Within that area we have the 105 DR Building which housed the reactor and its support facilities.  Also, use the 105 designation for the reactor buildings not the reactors themselves.  The reactors can be referred to as the DR Reactor without any number designation.  When referring to all the reactor buildings (not just a specific one), then use 105 buildings.

200 Area chemical separations buildings or separations facilities or plants NOT separation[without “s”] facilities

NO apostrophe for plural years:  in the 1940s

abbreviations - do not use if possible; exceptions are in tables with limited space or for such units as meter cubed (m3); days, years, seconds, meters, centimeters, kilometers all written out; use abbreviations for concentrations such as pCi/L, µg/L

acronyms - try to avoid; for instance, Memorandum of Agreement should be used and not MOA; use an acronym only if it aids instead of hinders reader; do not use article (a, an, the) with acronyms unless acronym is used as an adjective:  the U.S. Department of Energy (DOE) funds the project; DOE funds the project; the DOE project manager funds the project. 

acronyms we will use:

DOE

EPA

RCRA

CERCLA

alphabetize lists UNLESS there is a reason for their order (in order of rank, priority, etc.)

basalt-confined aquifer (upper basalt-confined aquifer)

borehole = one word

chemical names = write out as in cesium-137, technetium-99, etc.

city of Richland, state of Washington, but….  Washington State is called……

cleanup, shutdown, startup = one word when used as nouns or adjectives but two words when verbs

coarse-grained sediment

Columbia Generating Station – formerly WNP-2

Columbia and Snake Rivers, the Atlantic and Pacific Oceans

compliance-level program

constituent versus contaminant

In some cases we discuss stuff that is naturally present in water (e.g., calcium, sodium, sulfate).  If they are at "background" levels, they are constituents but not contaminants.  If they are elevated above natural conditions, especially from waste disposal or leaks, they are contaminants.  Some radionuclides could be natural components of groundwater, but in most cases in our reports we are talking about contaminants.

Constituents = part of the whole; a part; a component; a member of a group

Contaminants = one that contaminates; makes impure or unclean, as in expose to radioactivity. (tritium, strontium-90, cobalt-60, etc.)

cross section - without a hyphen when a noun; with a hyphen when an adjective

double-shell tanks

downgradient 

federal, state, and local laws – only capitalize when part of an official name, as in Federal Reserve Board

final status regulations = the CFR does not hyphenate these terms

Fitzner/Eberhardt Arid Lands Ecology Reserve

footnotes - avoid if at all possible

graphics

-
keep graphic number, denoting who created graphic and file name typically, on the graphic

-
for each graphic, make a note of the location of the original

· do NOT insert figures electronically in the text document

· keep graphic files in original file format

groundwater = one word

Hanford formation

Old Hanford Townsite 

high-level waste

ICP-MS = inductively coupled plasma mass spectrometry

interim status regulations = the CFR does not hyphenate these terms

K Basin

land-use requirements

low-level waste

manmade = one word

medium-size (not medium-sized) “These medium-size containers...”  In the dictionary, size is the noun and sized is a verb.  The dictionary gives an example:  bite-size appetizers.
methods = the tools of scientific investigation

methodology = the principles that determine how such tools are deployed and interpreted

In recent years methodology has been increasingly used as a pretentious substitute for method in scientific and technical contexts, as in:   The oil company has not yet decided on a methodology for restoring the beaches.  The misuse of methodology obscures an important conceptual distinction between the tools of scientific investigation (methods) and the principles that determine how such tools are deployed and interpreted (methodology)

N Springs - no hyphen

near-field monitoring

non  without a hyphen as in nonradioactive chromium

numbers – we will use metric throughout the document (no English in parens)

-
measurements are written as numbers (30 liters)

-
non-measurements are written as words if they are one word (thirty buildings)

-
parallel numbers should be written consistently (Of the 130 buildings, 3 had been demolished)

-
8 hours per day

· a 6-meter length of rope (number-unit noun)

· rope that is 6 meters long (number unit adjective)

· a 6-meter-long rope (number-unit-adjective noun)

· a rope 6 meters in length (number unit preposition noun)

· every 6 meters (number unit)

operational monitoring = don’t use this term;  see surveillance monitoring

pair or pairs = Either way is acceptable, be consistent.  The dictionary says, "After a number other than one, pair can be either singular or plural, but the plural is now more common:  She bought six pairs of stockings."  but pair is acceptable

past-practice disposal sites

percent - write out unless it is with a number

pump-and-treat system = with hyphens

quotation marks - use only when quoting or for article titles; otherwise, quotation marks indicate satirical use

radioactive high-level waste

railcars = one word

reactors - in order of location west to east: B/C, K, N, D, DR, H, F

reactors - in order of building dates: B, D, F, DR, H, C, KE, KW, N

record of decision = no hyphen because DOE, EPA, Ecology do not use hyphens in the actual documents

Ringold Formation

saltcake - one word

semiannual

semiannually

single-pass reactors

single-shell tanks and double-shell tanks

sitewide = no hyphen 

specific conductance (not conductivity) unit are µS/cm; conductivity when we mean hydrology physical parameter

surveillance monitoring = monitoring required by the Atomic Energy Act

total organic halides = NOT halogens

trichloroethene = not TCE or trichloroethylene 
upper basalt-confined aquifer

upgradient = one word

water-table elevations (when it is an adjective; water table the noun)

water-level data (when it is an adjective; water level the noun)

wastewater

WNP-2
is now called Columbia Generating Station

< use with numbers only; do NOT use in text - use “fewer/less than” 

> use with numbers only; do NOT use in text - use “greater/more than” 

~ use with numbers only; do NOT use in text – use “approximately”

References

Look at the Battelle author’s guide on the Internet at http://w3.pnl.gov/ag/index.html for specific reference format depending on type of document; probably the majority of the references will be in the format of the following examples: 


Articles

Fitzner, R. E., and R. H. Gray.  1991.   “The Status, Distribution and Ecology of Wildlife on the U.S. DOE Hanford Site:  A Historical Overview of Research Activities.”   Environmental Monitoring and Assessment, 18:173-202.


Letters/Memorandum



Gifford, A.T.  1965.  “Plutonium from Nuclear Fuel Services.”  Letter to J.H. Warren, April 9, 1965, U.S. Atomic Energy Commission, Richland, Washington.



Battey, L.J.  1962.  “Justification for Project CGC-912, Waste Treatment Facility, Z Plant.”  Memorandum to G.P. Kesel, May 28, 1962, General Electric Company, Richland, Washington.


Public Laws



Atomic Energy Act of 1954, as amended, Ch. 1073, 68 Stat. 919, 42 USC 2011 et seq.


Telephone Calls [need to have record of conversation in our files]



Davie, K.  1998. Telephone call from Joy Keating (Pacific Northwest National Laboratory) to Kenneth Davie (DynCorp), July 14, 1998, Richland, Washington.

General

Know your audience (reader) and organize the material to serve the needs of the audience.

Prepare an outline before you start to write so you know how to organize your efforts.  If you don’t,  you will probably do a “data dump” when you start to write – an outline focuses your writing efforts.  This applies to subsection authors also – at least make a list of topics you want to cover before you begin to write.

Use common words unless it is necessary for technical terms.  Never send the reader to the dictionary to understand what you’ve written.

Avoid using jargon.

Use short sentences.

Keep paragraphs to about 10 lines.  Every paragraph should have one major idea.

Let the facts make their own case.  Avoid judgment words and statements, such as significant.

Remember:  plain language improves comprehension.

Write in the active voice:


The scientists developed a mathematical model.  (active voice; who, action, result)


A mathematical model was developed by the scientists.  (passive voice)


The pump-and-treat system removes contaminants from groundwater.  (active)

The contaminants were removed from the groundwater using a pump-and-treat system. (passive)

