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COOPERATIVE ZXTENSION %CRK IN AGRICULTUEL ~ND 20RL ECCHOUICS
AGRICULTURAL AND ¥CHANICAT. COLLEGE OF TEXAS AND UNITED

STATES DEPARTMENT OF AGRICULTURE COQFERLTING
Extension Service

County Agent Work

INSTRUCTICNS FOR MAKING ANNUAL REPORTS
County Agricultural Agents

Period Covered - 12 months -~ December 1, 1941, to November 30, 1942.

WHY MAKE ANMWNUAL REFORTS
Refer to Page 2 of Form ES-21
WHAT CONSTITUTES AN ANNUAIL REPORT

There are two parts to an annual report:
Form ES-Z21 including Texas Supplement
Narrative Report

WHO MAKES ANNUAL REPORTS

Form ES-21 -~ Tilled in together by both agricultural and home demon-
stration agents (assistant's report included with agent's)

Texas Agricultural Supplement -- Filled in by agricultural agent
(assistant's report included)

Narrative Report -~ Separate reports written by agricultural agent
and by home demonstration agent (assistant's report included)

WHEN TO MAKE ANNUAL REPORTS

Set aside’ the week of December 1-6 for compiling your report.

Mail to Report Clerk, Ixtension Service, College Station, as soon as
finished and rechecked, but at least in time to reach College
Station by December 10, 1942.

HOW TO MAK- ANWUAL RZPORTS

When an agent has left the county before the year is finished, his statisti-
cal and narrative should be incorporated with the present agent's
reports, making one report for the county for the year.

Total number of copies of various reports to be made up:
(Refer to joint letter by G. E. Adams and Mildred Horton accompanying

report material)

irrative {from monthly narratives and other records)
- In preparing narrative report:
1. Make five copies, using title page and narrative sheets
received with report supplies.
2. Write subject, district and county, and page number on
each sheet. Use separate sheets for each subject.
3. Use the outline for narrative given on Page 2 of Form £5-21.
Study carefully and give a good picture of your work for

the year.
4. One set of well selected photosraphs submitted with report.




-2 -

These should be attached to a blank sheet of paper. The
legend, name, county and date should be written on the
paper instead of on the back of the photograph, and attached
to the narrative report.

5. One set of clippings should also be pasied on a blank sheet
of paper,.

AFTER THE WORKING COFY OF THE REF ORT (MARRATIVE AND STATISTICAL)
IS COMPLETED, CHECK ALL FIGURES CARLFULLY FOR INACCURACIES. MAKE
NECESSARY CORRECTIONS. CHECK COMPLETED REFORT IN THE SAME WAY
BEFORE IT LEAVES YOUR OFFICE.

Texas Supplement: !
Fill in all answers where applicable.

INSTRUCTIONS FOR COMPILING AND FILLING
OUT ANNUAL RorO=T FORM ES-21

The following instructions are for the purpose of aiding you to properly com-
pPile information and complete ES-21. Do not attempt to proceed until you have

read these instructions completely using ES-21 as a guide. Read carefully
Pages 2 and 16 of ES-21.

Procedure

€arefully check and correct all statistical information on the back of monthly
report forms (MRCA-1) for the 12 months from December, 1841, to lovember, 1942,
inclusive. Tabulate items in these summaries (MHECA-1) for each demonsiration

or activity separately so as to be gble to give fotals each month, and the grand
total of all monthly totals, using D-196, Tabulation Shzet, for your work sheet.

Cover Page

The cover papge of iS-21 should carry the names of all agents who worked in the
county during the above period, with dates of service, as follows:

Home demonstration arent

Assistant home demonstration agent (if any)
Agricultural agent

Lssistant agricultural agent (if any)
County agent emeritus (if any)

GENERAL ACTIVITIES - B3-21

Page 3

Question 1 Column (c)

Include total months of service from December 1, 1941, to November 30, 1942,
for county agents and assistants.

NOTE: Omit Column (b) (4-H Club Agents) as assistant coufity agent's work is
incorporated with county ageni's throughout ES-21.

3 Column {c)

‘s devoted to adult and 4-H Club work - take from Tabulation Sheet









OTEING, FAIILY LCONCMICS, PARENT ELDUCATION, AND COMMUNITY LIFE

- 137 - Self-explanatory. County agents may find that they héave
some days to certain activities which would apply on this page
recreation and community life under Column (d).

ges 13 & 14 - INFORMATION ON BOYS' 4-H CLUB WORK

- 194 - Self-explanatory. (See footnotes 2 and 3 on Page 14.)
questions 173 through 180 carefully and see that the totals
as called for in footnotes.

Page 15 - MISCELLANEOUS
Question 195 line (3) Column (b) - Refer to footncte

Question 195 line (3) Column (¢) - Revort here aill other days devoted that
cannoct be logically classified under previous demonstrations and
activities, such as District and State meetings of agents.

BEFORE COMFLETING SUESTIONS 198 - 202 CHECY BACK CAREFULLY AND SEE THAT THE
TOTAL "DAYS DEVOTZD! AS REPORT:D IN WISTIONS 2 and 3 (c), PAGE 3, HAVE BEDN
LCCOUNTED FOR. START VITH WUIZSTION 47 AND CHEICK THROUG:. HUESTION 195. THESE
SHOULD BALANCE.

Guestions 198 and 199 are for the purpose of bringing together in one place
your contribution to the war effort and cooperation with other Federal Agencies.
Time devoted here should have already been reported elsewhere and is a dupli-
cation.

TViPORTANT :

LAfter the work copy of £S-21 has been carefully checked by the county agri-

Srtesest o---w bS—e-07, the figures of the report of the county agricultural
1ty home demonstraticn agent should be combined and trans-
six copies of iS-21. (These must be identical when com-
wies should be meiled to College Station.






CCOPERATIVE EXTENSTON WORK
IN AGRICULTURE AND
HOWME ECONOMICS

Extension Service
Gounty Agent York

October 26, 1942

TO ALL NEGRO AGRICULTURAL ACENTS
Dear Agent:

Enclosed herewith you will fimd instructions for making annual
reports.

In all cases where instructions read, send to report clerk or
to A & M, substitute State Leader and Prairie Viow,

Counties with both agents will make 4 (four) E. S. 21 for the
Prairie View office and each agent willmake 3 copies of Narratives
for this office.

The balance of your material will reach you in a few days.

Very truly yours,

%’[ — -\_J//

. B. Evans
c State Leader
enclosure
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