TECHNICAL GUIDE TO HELP IN THE USE OF THE IRISH WILDLIFE MANUAL TEMPLATE

The Microsoft Word document template is a style guide for the layout of the text, graphics and formatting of the Irish Wildlife Manuals and includes a customised formatting menu. 

The template has a ‘.dot’ file extension rather than a standard word document which has a ‘.doc’ file extension. There are separate plan templates for marine sites and terrestrial sites. Once the template file has been successfully copied to the appropriate templates directory on your hard disk you will be able to open a new MS document which contains all the plan template preformatting.

LOADING THE TEMPLATE

Locate the directory containing a file called ‘normal.dot’ ( – Click on the Start menu – go to /SEARCH/FILES OR FOLDERS/ and search for files named ‘normal.dot’. It will probably be in C:\Program Files\Microsoft Office\Templates) and place the template ‘IWM template.dot’ into this same directory.

STARTING A NEW PLAN BASED ON THE TEMPLATE

Start MS Word; under FILE select NEW with the document option on (See Figure 1.), select the file ‘IWM template.dot' and a new document will open with the new plan format.

PAGE LAYOUT & FONT STYLES

When a document has been opened based on the IWM template it automatically applies pre-set styles to sections of the document. To find out which style should be/has been applied to any section, click on an area of text - on the main menu the name of the style will appear in the style drop-down menu (beside font and font size). The styles are pretty self explanatory, as a general rule headings of the sections are ‘Heading 1, Heading1’, the standard paragraph text is ‘’normal’, etc…. 

The standard page layout has been applied to the template. The page size is A4, with mirrored margins as follows; Top 2cm, Bottom 2cm, Inside 3cm, Outside 2cm. 
Header and Footer are set at 1cm. There are no headers or footers on pages 1-3. A running header starts on page 4 (Contents), and numbering starts on page 5.

The running header should be a concise version of the title, and less than 8 words long.

The Footer should contain the page number (set to the outside of the page).

Footers in the appendicies should include the Appendix number and a description where relevant. Appendicies should be put into different sections to facilitate this.

The styles all use Palatino linotype as the main font, with formatting set as follows:

· Normal paragraph font, Palatino linotype, size 10. Spacing at Exactly 1.2, 6pt before

· Heading 1 (Small caps, size 10)

· Heading 2 (Bold, size 10)

· Heading 3 (Italics, size 10)

· Heading 4 (Underlined size 10)

· Title text (Dept. Green Font size 24-36, but set to fit on 2 lines where possible)

Front page

The font page layout is set out in the template, but should include:

· a title (Dept. Green Font size 24-36), sized to fit on 2 lines

· an image relevant to the manual, bordered in dept. green, and centered

· the number of the IWM, Palatino linotype text in black, size 14

· the Department logo, placed to the right

· a page border in department al green

Page 2 should be left blank

Page 3 should have:

· the department harp logo centered at the top

· the title of the Irish Widllife Manual in Palatino linotype, black, size 14

· the author/s listed in Palatino linotype, bold, black, size 10

· the citation written as the publication should be referenced, in Palatino linotype, black, size 10

· copyright details for cover images/photos

· Irish Wildlife Manual series details, including Editors, copyright details and ISSN numbers

The Table of Contents will start on Page 4. This will automatically update (right click and select update field) as long as the Heading styles are used correctly. The TOC pages will not be numbered, although the running header will begin on this page.

Subsequent pages should begin with a one-page executive summary and acknowledgements, before the Manual itself begins. 
Chapter or section headings should be agreed with the NPWS staff member/s responsible for the project.

Table and Figure titles should be centred, and use Palatino linotype size 9.

References should be formatted with a hanging indent, space 6 before para, and spacing at exactly 15. Reference formatting should follow the Journal of Ecology style. Some examples are given in the template.

WRITING STYLE

Throughout the manuscript the Oxford Style Manual should be utilised. Some specific relevant examples of standards are given below:

Abbreviations - For acronyms etc use full name on first mention with abbreviation in brackets & abbreviation only on subsequent use. Do not use a full stop after Dr, Mr, Mrs, Ms

Capital letters - Use at the beginning of sentences & for proper nouns.

Compass points - Do not use capitals- north, south, east, west, north-east, south-west

Dates - January 22 2008; 1980s; 20th century

Government - Department of Arts, Heritage and the Gaeltacht (DAHG); Minister for Arts, Heritage and the Gaeltacht; National Parks and Wildlife Service (NPWS)
Numbers - One to nine in script except where abbreviated units are used (e.g. nine apples; 9km); 10+ in numerals (e.g. 11 hedgehogs)

Measurements – do not leave a gap between the number and the units of measurement (e.g. 123mm; 6km; 44g)

Grammar & spelling- some common mistakes (if in doubt with any word/phrase, check a reference guide

· Licence = noun; license = verb (i.e. to license something); this is the same for practice and practise

· Affect = verb; effect = noun (usually!)

· Stationary = standing still; stationery = paper etc

· It’s- only use as an abbreviation for it is, NOT for possessive pronoun (e.g. the dog wagged its tail)

Punctuation - Do not use a semi-colon (;) unless you are qualified to do so.

Sentence spacing - Please use only a single space after a sentence-ending period. The custom of using two spaces between sentences was standard practice in the typewriter era. Proportionally spaced fonts contain word spaces specifically designed to separate sentences properly. Use search-and-replace in MS Word to remove double spaces prior to finalizing the document.
Nomenclature standards:

For English names of species use lowercase unless proper noun (e.g. brown rat; Irish hare)

Vascular plants

Stace, C. (1997) New Flora of the British Isles. 2nd Edition. Cambridge University Press.

Botanic Gardens ‘Ireland 2008’ checklist’

Bryophytes


Hill, M.O., Blackstock, T.H., Long, D.G. & Rothero, G.P. (2008). A Checklist and Census Catalogue of British and Irish Bryophytes. British Bryological Society, Cardiff.
Lichens

Coppins, B. J. (2002) Checklist of Lichens of Great Britain and Ireland. British Lichen Society, London.

Lepidoptera

Asher, J., Warren, M., Fox, R., Harding, P., Jeffcoate, G. & Jeffcoate, S. (2001) The Millenium Atlas of Butterflies in Britain and Ireland. Oxford University Press.

Bradley, J. D. (2000) Checklist of Lepidoptera recorded from the British Isles. 2nd Edition. Fordingbridge & Newent.

Dragonflies

Askew, R. R. (1988) The dragonflies of Europe. Harley Books, Colchester.

Molluscs

Anderson, R. (2005) An Annotated List of the Non-Marine Mollusca of Britain and Ireland. Journal of Conchology 38 No 6: 607-637.
Fish

Birds

Irish Rare Birds Committee (1998) Checklist of the Birds of Ireland. BirdWatch Ireland, Dublin.
Mammals

Habitats

European Commission (2007) Interpretation Manual of European Union Habitats. European Commission, Brussels.

Fossitt, J. (2000) A Guide to Habitats in Ireland. The Heritage Council, Kilkenny.

Plant communities

White, J. and Doyle, G. (1982) The vegetation of Ireland: a catalogue raisonné. In: J. White (ed.), Studies on Irish Vegetation. Journal of Life Science 3, 280-368. Dublin. Royal Dublin Society.
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