New Hampshire Bird Records – Instructions for Preparing Graphs/Tables
11/26/08
It is very helpful if all graphs and tables are prepared using the following style.

1. Look at the graph and see if it goes well in the article. It should illustrate something that is talked about and is easily understandable.
2. Determine a title for the graph. For example: Figure 1. Little Stint records by year in New Hampshire. In general, the title should provide enough information for the graph/table/map to be understood without the article text. Please do not put the title in the Excel file, include it in the article text. Insert the figure title into the text as in the following example:

[EXCEL GRAPH]

Figure 1. Little Stint records by year in New Hampshire.
3. Determine where to cite/refer to it in the article. In general, place the figure reference in parentheses after the first mention of the information in the text.

For example: In September, 318 Osprey were tallied on Pack Monadnock (Figure 1).
4. Format – often the most problematical.

· Eliminate any bar graph colors or grays. The publication is not in color (except for the cover) so change colors to black or an alternative fill that will print well in black-and-white.

· Make sure all the box outlines and lines are straight black, not gray. Change symbols and lines as needed. 

· Each Axis should be labeled in lower case, 12 pt. regular – no bold, in Futura font (or if not, Arial). Angled printing doesn't come out well so try to adjust the bottom axis so it prints horizontally.
· Axis titles are lower case.

5. Save each graph as a separate sheet in the Excel file. Title that sheet with the figure number. 
6. Make sure the Excel file name reflects the article the graph goes in so it’s easy to figure out. 

