Guidelines for Preparing Final Manuscripts for Forest Inventory and Analysis (FIA) Symposium Proceedings
RMRS-P-56CD, 2009

Overview and Author Responsibilities
The Proceedings will be published in the Rocky Mountain Research Station’s (RMRS’s) Proceedings Series and will be in electronic form (CD and Internet only). The RMRS Proceedings Series is fully citable as a Forest Service (FS) Research and Development (R&D) scientific publication.
The FIA Symposium Committee’s goal is to rapidly publish the Proceedings and reduce publication costs. Relative to all previous FIA Symposia, achievement of this goal requires extra effort from all authors. Each author is fully responsible for content, editing, formatting, accuracy, conversion of their paper into final PDF form, and conformity with FS policies. Be sure to run the grammar and spell check features, and have a professional editor review the paper for additional quality control, if needed.
The objective is to publish proceedings in final form by March 2009; therefore, final papers (PDF files), including supporting documentation (manuscript approval form, copyright permission form) are due from authors by December 15, 2008. Because of the manuscript approval process for FS R&D Station authors, the manuscript will have to be in nearly final form within a few weeks after the Symposium ends in order to meet the December 15 deadline. Authors who are not FS R&D employees need to follow their own manuscript approval processes, if applicable, and should plan accordingly to meet the December 15 deadline.
The Symposium Committee will only accept manuscripts for publication that have been converted by the author into an acceptable PDF file and accompanied by complete manuscript approval documentation (FS R&D authors). No formal editing/processing will be done by the FIA Symposium Committee or the RMRS Publications Staff after the paper is submitted by the author.
Authors should send their final PDF file and related documentation to:

Will McWilliams

USDA Forest Service 

Northern Research Station

11 Campus Blvd., Suite 200

Newtown Square, PA 19073

wmcwilliams@fs.fed.us
Instructions for Creating a PDF
Each paper should be created in Word (or equivalent) in a final format outlined below and must be converted into a single PDF file prior to submission. If you do not have the capability to convert a Word document into a PDF file, you can go to the following Web site and download free software: www.docudesk.com. Once you pull up the Web site, click on “downloads” at the top of the home page and download the “deskPDF Professional” version. Once installed, it will show up as an icon on your toolbar and as a printer choice. Forest Service employees will have to have administrator privileges through http://gadgets.ds.fs.fed.us before being able to download the free software. After obtaining administrator privileges, you must log off your computer and log back on for privileges to take affect.

When you have completed your document and have it ready to convert to a PDF file, select print and choose the deskPDF printer icon to convert and save your document as a PDF file.
Tables, figures, illustrations, footnotes, etc., must be placed in the Word document as you wish them to appear in the final document before converting to a PDF, making sure that each is referred to in the text and matches the reference.

Formatting Instructions
Please format your document using the following specifications:
Organization of paper: Title, Author, Abstract, Keywords, Introduction (if included), Body of Paper, Acknowledgments, References, Appendices (if any)
Page Size:
Letter size
Margins:
Top and bottom 1.0 inch; right and left, 1.50 inches
Font, Body & 
Times New Roman, 12 point, first line indented 0.2
Appendices:
inches, use “enter” key twice at end of a paragraph that precedes a heading
Line Spacing: 
Single line

Pagination:
Pages should be numbered beginning on page 2; center page numbers
Footer:
Add the following as a footer on the first page using Arial, 8 point: In: McWilliams, Will; Moisen, Gretchen; Czaplewski, Ray, comps. 2008. 2008 Forest Inventory and Analysis (FIA) Symposium; October 21-23, 2008; Park City, UT. Proc. RMRS-P-56CD. Fort Collins, CO: U.S. Department of Agriculture, Forest Service, Rocky Mountain Research Station. 1 CD.
Title of Paper:
Arial, 18 point, centered, bold, use “enter” key twice after title
Author(s):
Arial, 14 point, centered two spaces after paper title, not bold, use “enter” key 3 times after author’s name, enter author’s contact information as a footnote
Abstract: 
Times New Roman, 11 point, italics; capitalize and bold the word “Abstract” followed by a colon and abstract text, use “enter” key twice after abstract
Keywords:
Times New Roman, 11 point, not bold; capitalize and bold the word “Keywords” followed by a colon and keywords, use “enter” key 3 times after abstract

Heading 1:
Arial, 14 point, centered, bold; use “enter” key twice after heading

Heading 2:
Arial, 12 point, flush left, bold; use “enter” key twice after heading

Heading 3:
Times New Roman, 12 point, indented 0.2 inches, bold, main words capitalized, followed by a colon and paragraph text, use “enter” key twice after paragraph text

Figure caption:
Arial 9 point, “Figure” capitalized and bold, followed by a colon and caption text. The caption should be placed below the figure.

Tables:
Arial 9 point; column headings bold; table caption should be above the table, with “Table” capitalized and bold, followed by a colon and caption text.

References:
Times New Roman, 11 point, hanging indent
Tables

Microsoft Word and Excel are okay as long as they conform to formatting guidelines. Number the tables consecutively, and refer to each in the text. Put the table caption above the table. Begin each table caption like this: “Table 1: This is a table caption.” Table footnotes should start with the superscript “a” and should appear below the table as shown below:
	Table 1: First-year regeneration on the Mighty Duck Sale.

	
Site
	Number
plots
	Aspen

Diameter

Height

Density


	ACSa
density
	Total

density
	Percent

stocked

	
	
	- - -inches- - -
	- - - k per acre- - - -
	

	 1b
	138
	0.35
	59
	33.4
	5.0
	38.4
	99.3

	 7b
	101
	0.38
	46
	21.8
	5.5
	27.3
	90.1

	 9
	109
	0.40
	49
	31.4
	5.0
	36.4
	95.4

	11
	 98
	0.56
	76
	29.7
	7.5
	37.2
	99.0

	13
	187
	0.58
	80
	27.4
	4.4
	31.8
	95.7

	Mean
	122
	0.45
	60
	27.0
	5.8
	32.8
	95.8

	Cont.
	 43
	0.35
	45
	38.2
	3.1
	41.3
	97.7


aAssociated commercial species.

bSummer logged.

cNot measured.
Figures

Photographs and illustrations (charts, maps, drawings, PowerPoint) are called “figures.” Refer to each in the text and number them. If figures are too large to fit within the margins, select “insert text box,” then select “insert picture” and “insert from file.” Begin each figure caption like this: “Figure 1: This is a figure caption.” Avoid putting footnotes in a figure; include the information in the caption. The use of color is not limited, but encouraged, because proceedings will be distributed only in electronic form.
Photos: Embed photos into your Word document; high resolution is preferred. Color photos are acceptable.
Maps: Maps should show scale, north-arrow direction, location of plots, and geographic locations. 
Illustrations: Illustration labels should be in Arial in upper and lower case letters (do not use all caps). Make sure the lines and labels are large enough to be legible after you reduce your illustrations to fit the page width in your Word document.
Equations

An equation that is not embedded in text is centered on a separate line, with equation number (if any) flush right and enclosed in brackets. References to a numbered equation are of the form: “Equations 1 and 2 are used to derive equation 3.”
An equation too long for one line is set flush left, the second half of the equation is set flush right, and the two parts are balanced as nearly as possible.

Two or more equations in a series are aligned on the equal signs and centered on the longest equation in the group; center equations.
A short equation in text should not be broken at the end of a line. Space out the line so that the equation will begin on the next line; better yet, center the equation on a line by itself.

Style Consistency

Please use a consistent style in abbreviations, punctuation, numerals, compounding of words, and other matters of style mechanics. A reference guide, the U.S. Government Printing Office Style Manual (2001), is available at http://www.gpoaccess.gov/stylemanual/index.html.
References
In text, use the author-date method when citing a reference. For example, “More rapid runoff may result in increased peak flows (Brown 1980). Later experiments by Miller (1980) showed . . . .” If several references are listed as support for a statement, list the name alphabetically: Adams 1980, Endres 1972, Peterson 1974.
The reference list (or literature cited list) should list each reference, making sure that the style is consistent and that there is enough information within each reference to enable the reader to find it through a library.
Reference to unpublished data and personal communications should be done parenthetically in the text or mentioned in a footnote in this style: 3Data on file with the Department of Forestry, University of Georgia, Athens, GA.
The Forest Service uses the American National Standards Institute (ANSI Z39.29-1977) style for citing bibliographic references (ANSI is preferred, but not necessary). Following are examples:
Gutierrez, Ralph J.; Carey, Andrew B., tech eds. 1985. Ecology and management of the spotted owl in the Pacific Northwest. Proceedings of a symposium; 1984 June 19‑23; Arcata, CA. Gen. Tech. Rep. PNW‑185. Portland, OR: U.S. Department of Agriculture, Forest Service, Pacific Northwest Forest and Range Experiment Station. 119 p.
Strunk, William J.; White, E.B. 1971. The elements of style. 2nd ed. New York: Macmillan. 78 p. 

Uresk, Daniel W. 1990. Using multivariate techniques to quantitatively estimate ecological stages in a mixed grass prairie. Journal of Range Management. 43(4): 282‑285.

Van Haverbeke, David F. 1986. Genetic variation in ponderosa pine: a 15‑year test of provenances in the Great Plains. Res. Pap. RM‑265. Fort Collins, CO: U.S. Department of Agriculture, Forest Service, Rocky Mountain Forest and Range Experiment Station. 16 p.
For electronic publications, add the medium such as “CD‑ROM” or “Online” after the year of publication. At the end, tell where the source is available and the access date:
Bosselman, F. 1994. Four land ethics: order, reform, responsibility, opportunity. Environmental Law. [Online]. 24 (1): 12 p. Available: Mead Lexis/LAWREV/ENVLAW [June 12, 1995].  

Sternberg, M.L.A. 1994. The American sign language dictionary. [CD‑ROM]. Available: HarperCollins [May 27, 1995].
Editorial Policy, Copyright, and Permission
Symposium compilers reserve the right to refuse any manuscript that does not meet Forest Service publication polices or style specifications, or is not submitted by the final acceptance date.
Details on publishing policies can be found at: http://www.fs.fed.us/rm/publications/authors_corner/policy.shtml.

Further information regarding manuscript preparation and copyright permission forms can be found at: http://www.fs.fed.us/rm/publications/authors_corner/prep_instructions.shtml. 

If you are borrowing photos from a non-government cooperator or private source, you must obtain written permission. Do not assume that photos you pull off the Web are in the public domain. If you want to reprint figures that you borrow from copyrighted publications, obtain permission from the publisher first and include documentation of permission with your manuscript. Obtain written permission to publish photos of non-government people. Include a copy of the written permission with the submission of your final PDF file. Do not photograph people with “advertisements” on their clothing as this may be construed as an endorsement.
Forest Service Research and Development Authors
You are responsible for obtaining full publication approval from your Station in compliance with your Station’s publication policies. A copy of the official approval document for publication from your Station must accompany your manuscript PDF file; otherwise, your paper will not be published. Forest Service R&D co-authors must also comply with this policy, even if other authors are not part of FS R&D.

Sample Paper of Final Format
http://www.fia.fs.fed.us/symposium
Format Questions
Suzy Stephens, Visual Information Specialist
Lane Eskew, Station Editor

E-mail: sstephens@fs.fed.us

E-mail: leskew@fs.fed.us
Phone: 801-625-5291

Phone: 970-498-1388
Symposium and Content Questions
Will McWilliams, Symposium Co-Chair
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