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Introduction (or other) 
(Style: I&M brief H2) 
This is the basic MS Word two-column brief template for Inventory & Monitoring (I&M) networks. It was designed to help I&M offices produce briefs that meet current NPS Graphic Identity and Section 508 of the Rehabilitation Act accessibility (Section 508) policy standards. This template is a work in progress. Please contact Fagan Johnson if you have any questions or see something that needs to be changed.
The examples and procedures in this template work best in MS Office 2010-2013. The final document that is distributed to the public should always be in Adobe Acrobat format (.pdf).
In the page-top banner:
· Update the type of brief as desired (Resource, Monitoring, etc.).
· Update the I&M network and/or NPS office name located in the lower right-hand corner as desired. 
Please use or customize the MS Word font Styles built into this template to control text fonts and spacing. The font Styles that come with this template were designed to meet current NPS Graphic Identity and Section 508 policy standards.
· Feel free to customize these font Styles to meet your needs. 
· See page two of this brief for more guidance about using and customizing font Styles.
Status & Trends (or other) 
The major section topics presented on the first page of this template are the most commonly used in I&M network briefs. Feel free to rename, add, and/or subtract section topics as desired. 
	Table 1. Simple example of a table and caption (Style: I&M brief table caption). Please do not use images; or manual text, tab, and blank space formatting methods to depict tabular data (per Section 508). Basic techniques used to generate this table were as follows. 1) The data was originally housed in an MS Excel spreadsheet. 2) In MS Word, used the Insert /Table menu tools to create a new table with the same number of columns and rows. 3) Copied the table cell contents over from the MS Excel to the new MS Word table. 4) Formatted the table fonts, borders, etc. as desired.

	Table Header 
(Style: I&M brief table header)
	Table Header

	Table cell (Style: I&M brief table cell)
	0.75

	Indented Table cell 
(Style: I&M brief table cell indent)
	0.55


[image: ]
Figure 1. Simple figure and caption example (Style: I&M brief figure caption). This image was added using the Insert / Picture menu option. The Picture Tools / Wrap Text properties are set to In Line with Text, and on a line using the font Style: I&M brief image line. This treatment is the simplest way to consistently space images and captions. All images must have alternate text (right click on the image -> Format Picture -> choose Alt Text -> add alternate text to both the Title and the Description fields) (Section 508).
Management Applications 
(or other) 
Secondary pages for I&M briefs are optional. Add and/or remove pages as desired.
Notice: that the More Information section below was placed at the bottom right-hand margin of the very first page. We suggest that you:
· Replace the contacts below with one or two local subject experts that are also long-term and permanent NPS employees.
· When a long-term and permanent NPS employee is not available, add the contact information of the I&M Network Program Manager and/or Data Manager. 
· Replace the web link below with one or two links to the appropriate web pages on your I&M Network and/or key external cooperator sites. 
Continued >>
More Information
Fagan Johnson (Style: I&M brief contact) 
Email: fagan_johnson@nps.gov
Phone: 970-267-2190
Margaret Beer 
Email: margaret_beer@nps.gov
Phone: 970-267-2168
http://science.nature.nps.gov/im/
About the Fonts & Font Styles Used in this Template 
All text elements in I&M briefs should use the proprietary fonts: Adobe Frutiger LT Std and NPS Rawlinson OT (click links to download and install these fonts as needed, NPS only).
To install these fonts on most Windows machines, simply unzip the zip files inside the C:\\Windows\Fonts\ folder. If you do not have permission to do this on your computer, contact your local NPS IT staff for assistance.
The only instances where non-proprietary fonts are allowed in I&M briefs are for text inside charts and/or figures, complicated mathematic formulas (suggest you use the Insert / Symbol or the Insert / Equation tools), and raw computer output (use Courier New font).Figure 2. An example showing a figure that spans the entire width of the page. This image was added using the Insert / Picture menu option tools, and has alternate text assigned to it as per Section 508 (Figure 1 for instructions). The Picture / Wrap Text property is set to the Tight option. The methods for adding the caption were as follows. 1) Created a new Text Box with no borders that was set to the exact width of the image above. 2) The Text Box was placed flush with the left and bottom borders of the image above. 3) The Drawing Tools / Wrap Text settings for the Text Box were set to Tight [the same wrap text settings used for the image]. 4) The internal margin for the Text Box was set to zero on all sides [right click on edge of text box -> Format Shape -> choose Text Box -> set Internal Margin to zero on all sides]. 5) Font Style: I&M brief figure caption was applied to the caption text [same fonts and spacing used for all other template captions]. 6) the image and caption were grouped [hold down the Shift key and click on both image and the text box -> right-click on one of the selected items and select the Group / Group option – grouped features remain locked together as a unit while editing].

After installing the proprietary fonts, using the font Styles built into this template is the simplest way to consistently apply the NPS proprietary fonts throughout an entire document.
Please avoid adding lines of text with no font Style assigned to them, because they will occasionally export to Adobe Acrobat format as Calibri and/or Cambria fonts (the default fonts packaged with Windows 7-8 and MS Office 2010-2013). Calibri and Cambria fonts do not meet NPS Graphic Identity policy standards.
To See and/or Edit the Font Settings for an Individual Font Style (changes are document-wide)
1) Place your cursor on the line of text that you want to investigate.
2) Open the main Styles menu. On the Home tab, click the small icon located in the bottom right-hand corner of the Styles section.
· This should open the main Styles menu. Depending on your local settings, this window will either span the entire right-hand side of the MS Word window, or appear as a pop-up type box (if so, we suggest that you drag and dock it along the right-hand side of the MS Word window). 
· The font Style assigned to the selected text now will be highlighted in the main Styles menu.
3) In the main Styles menu, right-click on the highlighted font Style, and select the Modify option. 
· The next screen shows the main font setting tools. 
· Click the Format button to see the other options assigned to that font Style (paragraph spacing, borders, tabs, etc.).
As long as you use NPS proprietary fonts, and assign that text to a font Style, you may edit and update the font and related text effects as desired.
To Change the Font Style Used on a Line or Paragraph to another Font Style
1) Select the text that you want to change.
2) Open the main Styles menu. On the Home tab, click the small icon located in the bottom right-hand corner of the Styles section.
· This should open the main Styles menu. Depending on your local settings, this window will either span the entire right-hand side of the MS Word window, or appear as a pop-up type box (if so, we suggest that you drag and drop to dock along the right-hand side of the MS Word window). 
· The font Style assigned to the selected text will be highlighted in the main Style menu.
3) To change the Style for the selected text, just click on another Style in the list.
To Change Font Settings for a Single Line or Paragraph Without Altering Font Settings Anywhere Else in the Document:
1) Select the text that you want to change.
2) Make sure that the text was assigned to an existing font Style (required for clean export to PDF format and Section 508).
3) Open the main Styles menu. On the Home tab, click the small icon located in the bottom right-hand corner of the Styles section.
· This should open the main Styles menu. Depending on your local settings, this window will either span the entire right-hand side of the MS Word window, or appear as a pop-up type box (if so, we suggest that you drag and dock it along the right-hand side of the MS Word window). 
· If the line does not have a font Style, choose the one that best fits your needs (I&M brief normal for paragraph text, I&M brief figure caption for figure captions, etc.).
About the Font Styles Used for Template Headings 
Section headings in this template use font Styles I&M brief H1-3, which are based on (attached to) the default MS Office font Styles Heading 1-3. This arrangement helps to assure that, in the final PDF, the report headings are tagged to be read as headings by software for the visually-impaired (Section 508). 
Note: using the default MS Office font Styles Heading 1-3 themselves is not recommended, because they occasionally export to Adobe Acrobat format as Calibri font (the default heading font packaged with Windows 7-8 and MS Office 2010-2013). Calibri font does not meet NPS Graphic Identity policy standards.
As long as you use NPS proprietary fonts, and assign that text to a heading font Style, you may edit and update the heading font and related text effects as desired. 
If you decide to use other custom font Styles for headings, make sure that they are also based on (attached to) the default MS Office font Styles Heading 1-3 (Section 508). 
About the Font Styles Used for Template Regular Paragraph Text
All regular paragraph text in this template uses font Style I&M brief normal, which is based on (attached to) the default Microsoft Office font Style Normal. This arrangement helps to assure that, in the final PDF, the regular paragraph text is tagged to be read correctly by screen readers for the visually-impaired (Section 508). 
Note: using the default MS Office font Style Normal itself is not recommended, because it occasionally exports to Adobe Acrobat format as Cambria font (the default paragraph font packaged with Windows 7-8 and MS Office 2010-2013). Cambria font does not meet NPS Graphic Identity policy standards.
As long as you use NPS proprietary fonts, and assign that text to a paragraph font Style, you may edit and update the paragraph font and related text effects as desired. 
If you decide to use another custom font Style for paragraph text, make sure that it is also based on (attached to) the default MS Office font Style Normal (Section 508). 
About the Font Styles Used for Template Captions
Figure and table captions in this template use font Styles I&M brief figure caption and I&M brief table caption, which are based on (attached to) the default Microsoft Office font Style Normal (just like the default MS Office font Style Caption). This arrangement helps to assure that, in the final PDF, the caption text is tagged to be read correctly by screen readers for the visually-impaired (Section 508). 
Note: using the default MS Office font Styles Normal or Caption is not recommended, because they occasionally export to Adobe Acrobat format as Cambria or Calibri fonts (the default paragraph and caption fonts packaged with Windows 7-8 and MS Office 2010-2013). Cambria and Calibri fonts do not meet NPS Graphic Identity policy standards.
	Table 2*. Simple example of a table that spans the entire width of the page (Style: I&M brief table caption). Tables in MS Word documents with a two-column layout should always span entire columns of regular paragraph text. In two-column layouts in MS Word, we strongly suggest that you avoid text wrapping to the left or right of the table. Tables that do not follow this rule often cannot be read by screen readers for the visually-impaired in the final PDF, violating Section 508 of the Rehabilitation Act standards. Basic techniques used for this table were as follows. 1) Used the Insert / Table tools to create a blank table. 2) Set paragraph text to wrap around the entire table [Select the entire table  right-click on the table  choose Table Properties  set Text wrapping properties to the Around setting] 3) Widened the table to the entire width of the page between page margins, and 4) Added the content to the table cells, and 5) Formatted the table text treatments, borders, etc. as desired. 

	Table Header (Style: I&M table header)
	Table Header
	Table Header

	Table cell (Style: I&M table cell)
	
	

	Indented Table cell (Style: I&M table cell indent)
	0.55
	1.23

	Indented Table cell (SE1)
	1.11 (0.22)
	2.22 (0.33)

	*For more complicated layout options for tables, like text wrapping around tables in a two-column layout, we strongly suggest that you use Adobe InDesign.


As long as you use NPS proprietary fonts, and assign that text to a caption font Style, you may edit and update the caption font and related text effects as desired. 
If you decide to use other custom font Styles for captions, make sure that they are also based on (attached to) the default MS Office font Style Normal (Section 508). 

Suggested Procedures for Exporting to PDF and Making the Final Document Section 508 Accessible 
All final PDF versions posted on I&M websites should be checked and updated for accessibility. Click to download the Link to Section 508 Document for detailed instructions.
1) Use the font Styles built into this template for all text elements in your brief (automatically tags text elements in the final PDF, such that they can be read correctly by software for the visually-impaired).
2) Export to Adobe Acrobat format (Acrobat Pro 10 or later is recommended):
A)  Select the File / Save as menu option.
B) On the Save As screen:
i) In the Save as type: drop-down menu, choose the PDF (*.pdf) option.
ii) Click the Options button.
a) On the Options pop-up screen, make sure that the Create bookmarks using: and Headings options are checked.
b) Click the OK button to close the Options screen.
iii) Back on the Save As screen, click the Save button (this may take a few minutes). 
3) Open the PDF document in Adobe Acrobat Pro.
A) Use the Tools / Accessibility / TouchUp Reading Order tools to check and update accessibility tags on each individual page.
B) The document is ready when the only potential error message returned by the Tools / Accessibility / Full check diagnostic tool is: “Tab order may be inconsistent with the structure order.”
 February 21, 2014EXPERIENCE YOUR AMERICATM

image2.emf

image3.jpeg
National Park Service
Inventory & Monitoring Program Networks

North
Coast &
Cascades

Northeast
'/Coasﬂal
& Barrier
San
Francisco
Bay Area

Mediterranean

Coast
Sonoran
Desert /
-
N ../ South Florida /
Central Caribbean
- Alaska Pacific Islands U.S. Virgin
Northern |, @ Islands
. + Mariana -
Islands Hawaii Puerto Rico
% = % | 3
Southwest 9 Southeast Guam
Alaska & Alaska
~. .»>"" 0 150300 600 A - e— ] Miles
American Samoa 0 270 540 1,080 1,620





image4.jpeg
National Park Service
Inventory & Monitoring Program Networks

North
Coast &
Cascades

Northeast
'/Coasﬂal
& Barrier
San
Francisco
Bay Area

Mediterranean

Coast
Sonoran
Desert /
-
N ../ South Florida /
Central Caribbean
- Alaska Pacific Islands U.S. Virgin
Northern |, @ Islands
. + Mariana -
Islands Hawaii Puerto Rico
% = % | 3
Southwest 9 Southeast Guam
Alaska & Alaska
~. .»>"" 0 150300 600 A - e— ] Miles
American Samoa 0 270 540 1,080 1,620





image1.png




