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Abstract 
The BC Parks Occasional Paper Series will promote interest and understanding of 
issues relating to the protection, presentation and management of provincial 
parks, ecological reserves and recreation areas. This paper outlines the guidelines 
for the editor and authors to follow in preparation and publication of papers for 
the Occasional Paper Series. Guidelines cover the format and organization of the 
manuscript as well publication and distribution guidelines. Style guidelines for 
the series are included to assist authors in preparing the manuscript. The process 
for reviewing the manuscripts is described. Examples are provided for the layouts 
of the cover and title pages, and spine. 
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Introduction 
The objectives of the BC Parks Occasional Paper Series are to promote interest 
and understanding of issues relating to the protection/ presentation and 
management of the protected areas under BC Parks' jurisdiction and to contribute 
to scientific knowledge. 

An essential part of BC Parks' research program is the communication of 
information and results acquired from research projects to BC Parks staff (for 
management, interpretation and information) and various groups such as the 
scientific community and educational institutions, conservation groups and other 
interested groups and individuals. 

The dissemination of this information will: 
• enable BC Parks staff to better protect and manage the natural and cultural 

features within ecological reserves, provincial parks and recreation areas and 
recreational features within provincial parks and recreation areas; 

• to increase awareness of the active role BC Parks is taking in the stewardship 
of these areas; and 

• to promote interest in conducting research in parks and ecological reserves. 
 
The Occasional Paper Series has been implemented to assist in achieving these 
goals. 
 
This series will include papers on major research projects in provincial parks, 
ecological reserves and recreation areas. These papers may be researched by BC 
Parks or other agencies and researchers and will concern research related to BC 
Parks' mandate. 
 
This document outlines the guidelines for the production and publication of 
papers in the Occasional Paper Series. These guidelines will provide direction on 
editorial policy and style guidelines for this series to assist editors and authors in 
preparing and publishing a clear, concise document. 
 
As the name of the series implies, papers will be published on an on-going basis. 
The editor will oversee the production of the papers in the series and will ensure 
that the papers conform to these guidelines. 
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Guidelines for Authors 
BC Parks will consider manuscripts that concern research that is directly related 
to BC Parks' conservation and recreation mandates. Manuscripts are welcomed 
from all sources but authors should inform the editor of the intent to submit a 
manuscript and of the planned topic. 

The papers in this series will be presented at a level of comprehension that will 
permit interested readers, including non-specialists, to understand the concepts 
and issues discussed in the paper. The style of writing should be clear and 
concise. Papers will be edited for consistency, clarity and grammar. If major 
revisions to the content of the paper are required, the author will be contacted 
prior to publication. 

Review Process 
All papers published in this series will be subject to a peer review process. 
Manuscripts will be submitted initially to the editor and then screened by the 
editor to establish their relevance to the series. The editor will be responsible for 
ensuring that the review process is completed in accordance with the guidelines in 
this manual. After the initial screening, manuscripts will be forwarded by the 
editor to at least two reviewers (the reviewers may be anonymous at the 
reviewers' discretion). Authors may provide the names and addresses of several 
persons who would be qualified to review the manuscript. The identity of 
reviewers will be kept confidential and the editor reserves the right to select 
reviewers other than those named by the author. The reviewers' comments will be 
returned to the editor within 30 days of receiving the manuscript. Guidelines to 
assist reviewers in reviewing the manuscript are presented in Appendix 1. The 
results of the review will determine acceptance, acceptance with revision or 
rejection of the manuscript. 

Style Guidelines 
The style guidelines for the Occasional Paper Series will, in general, follow the 
style guidelines for BC Parks documents. The following are the required 
standards for the series in order for the documents to have a consistent and 
professional appearance and to help readers identify the papers with BC Parks. 

In addition to this document, authors should refer to other papers in this series, 
the latest edition of the CBE Style Manual (1983), The Canadian Style (1985) and 
the Chicago Manual of Style (1982) for further assistance. 
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Authors must accept full responsibility for the contents and opinions expressed in 
their manuscripts. It is also the author's responsibility to ensure permission is 
granted from the holder of the copyright for the publication or reproduction of 
any copyrighted material. 

General Conventions 

There are no periods in "BC Parks". 

Information may be given prominence with the size of the type, narrower margins 
or hanging indents. Do not use capitals. 

Sections in the paper will not be numbered. 

When using a bullet (•) or symbol to mark separate points of text, keep the bullet 
reasonably close to the text and use a hanging indent for the text. 

There will be no word division at the end of lines of text. 

Hyphens will be used for compound terms that contain adjectives. 
two-hour limit 

The metric system should be used for all measurements, weights and other 
numerical data. 

Italics are used for scientific (Latin) names of genera, species and their 
subdivisions, and acts of legislation. 

Marmota vanconverensis 
Park Act 

Footnotes 

Footnotes should only be used when they are required to present material that is 
important but its inclusion in the text would be distracting. If a footnote is 
required, indicate it by a superscript Arabic number, numbered consequentially 
from the beginning of the paper. The text should appear at the bottom of the page 
and be separated from the main body of the page by a line. The footnote should 
be indented after the superscript number that refers to the citation in the text. 
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Numbers 

For numbers containing two- to four-digits, run the numerals together but for 
numbers greater than four digits use a comma between each group of three or 
leave one space. Large numbers that end in a series of zeros should use a word or 
an exponential format. 

2500 
250,145 
250 145 
1.2 million or 1.2 x 106 not 1,200,000                                                                         

Do not begin sentences with numerals, spell out the number in the text. Numbers 
from one to nine should be spelled out in the text unless they are immediately 
followed by a unit of measure. Use numerals for all numbers listed in a series. 

Six black bears and two wolves were seen 5 km north of the study area. 
Incidental sightings included 3 grizzly bears, 2 black bears and 6 wolves. 

Abbreviations 

The use of abbreviations or acronyms should only be used for the convenience of 
the reader. Only widely-accepted forms should be used. The abbreviation or 
acronym should be written in full at first mention, with the abbreviation following 
in parantheses. 

The Corporate Resources Inventory Initiative (CRII) provided funds for this project. 

The name of a province, territory or state should only be abbreviated when it is 
preceded by the name of a city of town. 

The study area is located 20 km north of Prince George, BC. 
Prince George is located in central British Columbia. 

The abbreviations for provinces, territories and states should follow the standard 
two-letter code with no periods. The names of countries are usually spelled out in 
the text. 

AB (Alberta) 
CA (California) 
The Vancouver Island marmot is endemic to Canada. 

The abbreviations for units of measurement are used when preceded by a number 
and the abbreviation should not be followed be a period. 

25mm 
Twenty-five millimetres of liquid were used. 
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Nomenclature 

The complete scientific name of a plant or animal must be given the first time the 
species is mentioned. Nomenclature should conform to international usage. Most 
common and generic names are not capitalized, although if the name is derived 
from a proper noun it may retain the initial capital letter. 

wolf                        rhododendron 
Vancouver Island marmot     Labrador tea 

The Vascular Plants of British Columbia, Parts 1-4 (Douglas et al. 1989; 1990; 
1991; 1994) should be used as the standards for nomenclature of vascular plants. 
These publications describe all the flowering plants and vascular cyrptogams 
within British Columbia. Part 1 covers Gymnosperms and Dicotyledons 
(Aceraceae through Cucurbitaceae); Part 2 covers Dicotyledons ((Diapensiaceae 
through Protulacacaea); Part 3 covers Dicotyledons (Primulaceae through 
Zygophyllacaea); and Part 4 covers Monocotyledons. 

The Vertebrates of British Columbia: Scientific Names and English Names 
(Peden et al. 1990) should be used as the standard for nomenclature of 
vertebrates. It is the standard used by the Royal B.C. Museum. The publication 
names all the vertebrate species known to occur, or to have occurred in British 
Columbia and the adjacent Pacific Ocean to the 200-mile limit during historical 
times. 

References 

The author is responsible for the accuracy of the reference material. Include only 
references (both published and unpublished) that are actually cited in the text. 

Citations in the Text 
Citing of references within the text will be with the author's surname and year of 
publication in parentheses (Harvard System). Where there are two or more papers 
by the same author in one year, lowercase letters (a, b, c, ...) will be added to the 
year. Grouped citations are arranged by ascending date and are separated by 
semicolons. If one author's work is cited by another and the original reference is 
not available, both the original and secondary source should be cited and both of 
the references should be listed in the References Cited. If there are three or more 
authors, "et al." should be used after the first author's surname. 

(Smith 1990)         (Smith 1990; Tod 1993) 
(Smith 1990a)        (Nelson 1988, cited by Smith 1990) 
(Smith et al. 1994) 
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References Cited 
The list of references will be located in the References Cited section at the end of 
the text of the paper. Every citation in the text of the report must be fully 
referenced in the References Cited. The given names of the author(s) are usually 
replaced by initials. The second and succeeding names are written in proper 
order, not reversed. Journal titles should be abbreviated according to standard 
usage. Examples of bibliographic citations are listed below. 
Journals 
Ford, J.K.B. 1989. Acoustic behaviour of resident killer whales (Orcinus orca) off Vancouver Island, 

British Columbia. Can. J. Zool. 67:727-745. 

Heyning, J.E. and M.E. Dahlheim. 1988. Orcinus orca. Mammalian Species No. 304:1-9. 
 

Proceedings, conferences 
Fox, R.J. 1985. Provincial park management issues: Spatsizi Plateau Wilderness Park. Pp. 194-221 

in P.J. Dooling (ed.). Parks in British Columbia: emerging realities. Proc. Symposium Parks 
B.C., February 1984, Vancouver, BC. University of British Columbia, Vancouver, BC. 291 pp. 

 

Books 
Hoyt, E. 1990. Orca: the whale called killer. Camden House, Camden East, ON. 259 pp. 

Richardson, M. and B. Green. 1989. The fisheries co-management initiative in Haida Gwaii. Pp. 
249-261 in E. Pinkerton (ed.). Co-operative management of local fisheries: new directions for 
improved management and community development. University of British Columbia Press, 
Vancouver, BC. 299 pp. 

 

Government publications 
Seip, D.R. 1990. Ecology of Woodland caribou in Wells Gray Provincial Park. BC Ministry of 

Environment Wildl. Bull. Rep. No. B-68. Victoria, BC. 43 pp. 

Ontario Ministry of Natural Resources. 1992. Manual of implementation guidelines for the 
wetlands policy statement. Toronto, ON. 116 pp. 

 

Technical reports 
Youngman, P.M. 1975. Mammals of the Yukon Territory. National Museum of Natural Sciences 
Publications in Zoology No. 10. National Musuems of Canada. Ottawa, ON. 192 pp. 
 

Theses 
Ford, J.K.B. 1984. Call traditions and dialects of killer whales (Oricinus orca) in British Columbia. 

Ph.D. thesis. University of British Columbia, Vancouver, BC. 435 pp. 
 

Unpublished Reports 
BC Parks. 1991. Cooperative Management Agreements: a literature review. Unpublished report. 

Northern B.C. Region, Prince George, BC. 58 pp. 
 



  7    

Manuscript Submission 
The manuscript should be single-spaced with margins of 30 mm on all sides and 
contain no formatting. Paragraphs should be separated by a hard return; and only 
one space should be inserted after a period or any other punctuation. Every page 
should be numbered except for the title page. 

Manuscripts should be submitted on an IBM 3.5-inch disk(s). It would be 
preferable if the manuscript was submitted in IBM PageMaker, WordPerfect for 
Windows or compatible format. A one-sided paper copy of the manuscript should 
accompany the submission. Camera-ready copies of illustration, photographs, 
figures and tables should be supplied. 

Submissions and all correspondence should be sent to: 

Editor, Occasional Paper Series 
Park and Ecological Reserve Management Branch 
BC Parks 
2nd Floor, 800 Johnson Street 
Victoria BC V8V 1X4 
Telephone: (604) 387-5002 
Fax: (604) 387-5757 
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Manuscript Organization 
The standard formats for the papers are provided in this section. These guidelines 
will assist in the initial preparation of the report and the subsequent publication. 

The paper will have the subject matter arranged in the following manner: 
 

Cover page 
Title page 
Abstract 
Executive Summary 
Acknowledgements 
Table of Contents/List of Figures/List of Tables/Appendices 
Introduction 
Body of report 
References Cited 
Appendices 
 

Specific guidelines regarding most of these components are provided below. It is 
up to the author to determine which components are most appropriate for the 
manuscript. 

Cover and Title Pages 
The title of the report should be concise and informative, clearly indicating what 
the report is about. Scientific names should be omitted from the title except for 
species without common names. The full title will appear on the title page, 
however the title on the cover page may be a shortened version depending on its 
length. It is preferable to have the same title on both pages. 

The title of the paper, authors' names and affiliations and complete addresses 
should appear on the first page of the manuscript as well as which author is to 
receive correspondence. 

8
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Abstract 
An abstract should be submitted with all papers. It should summarize the paper in 
one paragraph of no more than 250 words. Since the abstract will preface the 
paper, it should be an informative condensation of the essential parts of the report 
that will enable the reader to decide whether the paper is of interest. An abstract 
must be able to stand on its own, separate from the paper. Information that should 
be contained in the abstract includes: the objectives and purpose of the study; the 
methods and techniques used; and the results or evaluations. An abstract does not 
generally contain: figures and tables and direct references to them; detailed 
descriptions of the research, methods and techniques; and references to the 
literature. 
 

Executive Summary 
Depending on the nature of the paper, there may be a requirement for an 
executive summary to highlight the results in greater detail than is permitted in an 
abstract. However, in most papers, only an abstract will be necessary. 

Acknowledgements 
Acknowledgements should credit those who played a major role in the 
development of the report or provided funding. 

Table of Contents 
The paper will have a table of contents that lists all the headings and subheadings 
in the document followed by a list of the figures, a list of tables and the 
appendices. The format for the table of contents used in this document should be 
followed. Headings and subheadings will not be numbered. The relative 
importance of the headings is indicated by indentations, headings with the same 
indentation are the at the same level in the paper. There should not be more than 
three levels of headings and subheadings. Captions of figures and tables should 
be concise in the table of contents and may be shorter versions of the caption that 
appears in the text. 

Introduction 
The introduction should discuss the hypothesis or specific aims and objectives of 
the study. Background information, previous concepts and research that are 
necessary for the understanding of the study should be provided. 
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Body of Report 
The body of the report should discuss the significance of the study, its 
implications and possible applications. The components that are included in the 
body of the report will be determined by the author. 

The materials and methods used should be described in sufficient detail to enable 
the reader to understand and/or evaluate the research. Discuss the results of the 
research in a logical manner that addresses the objective of the study. Include 
only the data and information that are relevant to the subject area of the report, 
avoid unnecessary details. 

References Cited 
References will be listed at the end of the publication in the section References 
Cited. They will be arranged alphabetically by author and are not numbered. The 
references should be as complete as possible and include the author(s); year; title; 
subtitle; name of journal or series (may be abbreviated) with volume number and 
inclusive page numbers; and publisher with city and province of publication and 
total pages (if a book). 

Appendices 
Appendices will contain detailed information that is not essential to the text or 
does not readily form part of the paper but provides supportive information. They 
will be identified numerically with a descriptive title. 
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Manuscript Format 
The following are the standards that will be used in the final publication of the 
report. Authors submitting manuscripts are not required to submit the manuscript 
with these standards but an awareness of them will assist in preparing the 
manuscript for submission. 

Page Format 
The text will be in a 12-point type face (preferably Palatine). The format of the 
page will be left justified only, leaving a ragged right edge. The body of the text 
will have margins of 30 mm. All pages will be numbered on the outside bottom 
corner 15 mm from the bottom of the page. Paragraphs will not be indented and 
will be flush with the left margin. In general, all lines of a paragraph should be 
located on the same page, paragraphs will not be broken to carry lines to the next 
page. 

Cover and Title Pages 
The cover and title pages will be produced by BC Parks and the design of these 
pages will be consistent with the current design used for BC Parks publications. 
This design features capitals, nested words and uneven margins. The graphic for 
the cover is optional. If a graphic is used, it will be different for each Occasional 
Paper and will reflect the content of the report. The title will be placed on the 
spine of the paper if it is wide enough to accommodate the title. The inside of the 
title page will contain the Canadian Cataloguing in Publication Data information 
(in 10-point Palatine) on the upper half of the page. 

Examples of the layouts for the cover and title pages and spine are located in 
Appendix 2. 

Headings 
The text of the report will be organized by headings that indicate order of 
prominence by the size of the type, not by numbered sections. Headings will start 
with a capital letter and all subsequent words will begin with a lower-case letter, 
except for proper nouns. All capitals will not be used in headings, a series of 
capital letters is difficult to read for some people, especially those with an 
astigmatism. Bolding will be used to indicate importance of the headings and 
subheadings. There will be more space on top of a heading than underneath it to 
give the reader a visual clue that the headline pertains to the material underneath. 
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Primary headings for major sections will be 24-point Bold Palatino; secondary 
headings will be 18-point Bold Palatino; and tertiary headings will be 14-point 
Bold Palatino. If a fourth level is required, the headings should be 12-point Bold 
Palatino. The headings for tables and figures will be 12-point Bold Palatino while 
the appendix headings will be 14-point Bold Palatino. 

Figures and Tables 
In general, figures and tables should be oriented on the page lengthwise (i.e., 
portrait), not horizontally. They will be reduced if necessary to conform to this 
orientation. They should be placed as close to their first mention in the text as 
possible. 

All illustrations, charts, photographs, maps and diagrams should be referred to as 
figures. Illustrations should be clear and concise; photographs should be 
unmounted and of good quality with sharp focus and contrast. All figures should 
be in camera-ready form. Each figure should have a brief descriptive legend and 
be numbered consecutively with Arabic numerals as they are cited in the text. The 
captions should be in 12-point Bold Palatino and is located at the bottom of the 
figure. 

If photographs and illustrations are from another source than the author, the 
source should be acknowledged by the person's or the organization's name. 

All tables will also be numbered consecutively through the report as they are 
cited in the text. Each table will have a brief descriptive title. This caption should 
be 12-point Bold Palatino and will be located at the top of the table. Vertical rules 
should be avoided. If necessary, explanatory material should be in a footnote 
placed at the bottom of the table. 

Examples of the layout for figures and tables are located in Figure 1. 
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Table 5.  Shoreline length of the Goose Islands classified by exposure and 
substrate 

 
Shoreline Length by Substrate Type (m) 

 
Exposure 

Class 
Bedrock/Boulder 

 
Boulder/Cobble Cobble/Pebble Sand/Shell Sand/Silt Total 

% of 
Total 

Length 

Exposed 
 

19705 1438 947 1259 - 22349 33.3 

Semi-
Exposed 

 

11965 831 - 688 - 13484 19.2 

Semi-
Protected 

 

15878 1596 353 2683  21510 30.7 

Protected 
 

 1050   10644 11694 16.7 

 

Figure 1. Example layout of figures and tables for Occasional Paper Series 
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Back Page 
The back page of all papers will have the following text inserted by the editor: 

"The aims of the BC Parks Occasional Paper Series are to promote interest and 
understanding of issues relating to the protection, presentation and 
management of the protected areas under BC Parks' jurisdiction and to 
contribute to scientific knowledge. 

BC Parks has a commitment to protect, present and manage, for all time, the 
natural and cultural heritage preserved in provincial parks and ecological 
reserves and the recreational values in provincial parks. The Occasional Paper 
Series will provide information that will assist in BC Parks' stewardship of 
these areas. 

Researchers and authors wishing to publish in this series should contact the 
editor. Guidelines for contributors are available. All comments and suggestions 
should also be sent to the editor. 

Editor, Occasional Paper Series 
Park and Ecological Reserve Management Branch 
BC Parks 
2nd Floor, 800 Johnson Street 
Victoria, BC V8V 1X4 
 

Jake Masselink 
Assistant Deputy Minister 
BC Parks" 
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Publication Guidelines 
The editor has final authority for the formatting and publication of the manuscript 
and will arrange for the final formatting and preparation of the manuscript for 
publishing. When the manuscript is in the final, camera-ready format, a copy will 
be forwarded to the author for approval, prior to publication. 
The document will be bound by saddle-stitch binding with two staples if the 
number of leaves is less than 80. If the document has more than 80 leaves perfect 
binding will be used and the title of the document will appear on the spine (see 
Appendix 4 for example). 

The covers will be on 80 lb. passport cover smooth agate and will be printed in 
black ink. The bond of the paper for the document will be 20 lb. recycled white 
paper stock or equivalent. 
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Distribution 
Initial distribution of these papers will be primarily to BC Parks staff, other 
government agencies, libraries (educational and governmental), selected 
organizations, institutions and individuals. A distribution list will be developed 
and maintained in a database. Copies of the papers will be available for 
distribution to those interested groups and individuals that request it. 

The editor will be responsible for distributing copies of the publication. Copies 
will be provided to the Legislative Library, Victoria (6); the BC Parks Library, 
Victoria (2); libraries as per the library distribution list (1 each); those on a 
distribution list (1 each); and the author (2). 
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Appendix 1. Guidelines for reviewers (based on CBE Style Manual 
Committee 1983) 

The review of the manuscript should be returned to the editor within 30 days of 
receiving the manuscript. Be careful and objective in your review of the 
manuscript. Consider not only an article's scientific merit, but also its suitability 
for readers of the series and the quality of presentation. 

Be specific in your comments or suggestions. Comments should address areas 
that can be eliminated or condensed; grammatical or rhetorical errors; and 
verbose or unclear writing. 

The manuscript should not be discussed with anyone except the editor. 

The following checklist can be used to assist with the review: 
1. Is the purpose of the report made clear in the introduction? 
2. Are the methods described adequately and clearly? 
3. Are there errors of fact or interpretation? 
4. Is all of the discussion relevant? 
5. Should some sections of the manuscript be expanded, condensed, or 

omitted? 
6. Do you find any content repeated or duplicated? For example, often there 

is repetition in the text of data in tables, the data should be interpreted or 
summarized, not repeated. 

7. Are the author's statements clear? Suggest by examples how clarity can 
be achieved, but do not merely substitute your style for the author's. 

8. Is the title of the article appropriate and clear? 
9. Is the abstract specific, representative of the article, and in the correct 

form? 
10. Are the form and arrangement of figures and tables satisfactory? Call 

attention to figures and tables that are hard to read or understand. 
11. Can the figures be improved? Are there captions or symbols that may be 

better included in the legend? Do figures show what they purport to 
show? 

12. Should all parts of the manuscript be published? Extensive appendices 
may interest only a few readers and will add to the cost of printing. 
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13. Has material in the manuscript been published previously? If you know 
that any of the material in the manuscript has already been published, 
inform the editor of the fact and give details. 

14. What are your recommendations to the editor on revision and publication 
of the article? 

 
 









 

      

The aims of the BC Parks Occasional Paper Series are to promote interest and 
understanding of issues relating to the protection, presentation and management 
of the protected areas under BC Parks’ jurisdiction and to contribute to scientific 
knowledge. 

BC Parks has a commitment to protect, present and manage, for all time, the 
natural and cultural heritage preserved in provincial parks and ecological 
reserves and the recreational values in provincial parks. The Occasional Paper 
Series will provide information that will assist in BC Parks’ stewardship of these 
areas. 

Researchers and authors wishing to publish in this series should contact the 
editor. Guidelines for contributors are available. All comments and suggestions 
should also be sent to the editor. 

Editor 
Parks and Ecological Reserve Management Branch 
BC Parks 
2nd Floor, 800 Johnson Street 
Victoria, BC   V8V 1X4 
 
 
 
Jake Masselink 
Assistant Deputy Minister 
BC Parks 
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