New Hampshire Bird Records Writing Format Guidelines

11/26/08

When you write summaries or articles there are a few simple things that you can do that will help and might even make your job easier too! Our graphic designer uses layout software that is designed to easily format text, so you need to do almost NO formatting when you write the article. Most of the time, if you do special formatting, we have to remove it.

Deadlines

Yes, they really are important. Articles that come in late will probably need to be moved to a future issue.

Spring  – July 15
Summer – Sept. 15

Fall – Jan. 15

Winter – April 15

The season refers to the time of the sightings that are covered in that issue.

Titles
Do not use all capitals for titles (including headings or section groupings). For example:


incorrect – BIRDING IN NEW HAMPSHIRE


correct – Birding in New Hampshire

Do not center, bold, underline or do any other special formatting to the section headings.

At the beginning of your article, all you need is the following:


Article title


by “your name”



For Example:




Birding Great Bay




by Stephen R. Mirick


OR FOR SEASON EDITORS


Your Season


Dates of your season


by “your name”



For Example:




Fall Season




August 1 through November 30, 2002




by Stephen R. Mirick



No Introduction heading


No bolds, no centering, no upper case except for the first letter of each word

Text
In the text, separate each paragraph with a blank line and don’t bother to indent the first line of each paragraph. Do not use any special indenting or other formatting. Use single line spacing. If you can remember, please use just a single space between sentences. Double spaces are appropriate for letters but not for published articles.
Don’t worry about where page breaks occur. Just let the text flow to the next page wherever it wants to.

DO bold words as desired. Season Editors should also bold the species to be bolded in the introduction and each group summary.

DO capitalize complete bird names and use the complete name of the bird the first time you mention it.

Graphs and Charts 
If you have a chart or spreadsheet that is done in Excel, please send the file separately with the data and the graph. If you want to, you can copy it into your Word document so we can see it, but we need the original file to standardize the formatting and have it print well. In your article be sure the figure is referenced and include a figure title in your text (not in the graph). Use the format:

“Figure 1. Describe the figure and include any pertinent information about the data used to make it, such as the years encompassed.” 

Remember that figures should be described so that they can stand alone without the article.
If the figure is in a program other than Excel - Contact Becky so we can determine what format to use. 

The Editing Process

Send your article to whoever has agreed to review it BEFORE the deadline so you can make appropriate changes and have the final draft submitted on time. Reviewers should plan to turn the article around quickly.

You will receive a final draft of your article after it has been edited by Dorothy Fitch and Becky Suomala as needed. You should review it for any items in brackets which will be questions that need to be answered or items that need to be clarified, and look for any edits that have changed the meaning of your sentence in a way that doesn’t match what you meant. You will have only a few days to review the article.

THANKS FOR YOUR CONTRIBUTION TO NEW HAMPSHIRE BIRD RECORDS.
