[image: image2.png]



Marine Sanctuaries Conservation Series  ONMS (succession number to be added by NMSP  personnel)
[image: image3.wmf]
[image: image4.png]



Title goes here – Times New Roman, 20, bold, centered justified

U.S. Department of Commerce

National Oceanic and Atmospheric Administration

National Ocean Service

Office of National Marine Sanctuaries

Insert Month Year


About the Marine Sanctuaries Conservation Series

The Office of National Marine Sanctuaries, part of the National Oceanic and Atmospheric Administration, serves as the trustee for a system of 14 marine protected areas encompassing more than 170,000 square miles of ocean and Great Lakes waters. The 13 national marine sanctuaries and one marine national monument within the National Marine Sanctuary System represent areas of America’s ocean and Great Lakes environment that are of special national significance. Within their waters, giant humpback whales breed and calve their young, coral colonies flourish, and shipwrecks tell stories of our maritime history. Habitats include beautiful coral reefs, lush kelp forests, whale migrations corridors, spectacular deep-sea canyons, and underwater archaeological sites. These special places also provide homes to thousands of unique or endangered species and are important to America’s cultural heritage. Sites range in size from one square mile to almost 140,000 square miles and serve as natural classrooms, cherished recreational spots, and are home to valuable commercial industries.
Because of considerable differences in settings, resources, and threats, each marine sanctuary has a tailored management plan.  Conservation, education, research, monitoring and enforcement programs vary accordingly.  The integration of these programs is fundamental to marine protected area management.  The Marine Sanctuaries Conservation Series reflects and supports this integration by providing a forum for publication and discussion of the complex issues currently facing the sanctuary system.  Topics of published reports vary substantially and may include descriptions of educational programs, discussions on resource management issues, and results of scientific research and monitoring projects.  The series facilitates integration of natural sciences, socioeconomic and cultural sciences, education, and policy development to accomplish the diverse needs of NOAA’s resource protection mandate. All publications are available on the Office of National Marine Sanctuaries Web site (http://www.sanctuaries.noaa.gov).
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Disclaimer
Report content does not necessarily reflect the views and policies of the Office of National Marine Sanctuaries or the National Oceanic and Atmospheric Administration, nor does the mention of trade names or commercial products constitute endorsement or recommendation for use.

Report Availability
Electronic copies of this report may be downloaded from the Office of National Marine Sanctuaries web site at http://sanctuaries.noaa.gov. 
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· Table of Contents can be created by using appropriate heading styles throughout the document
· Update the below Table of Contents last, after the entire report has been drafted and appropriate styles set.
· Right click on the below Table of Contents, click on Update Field, click Update Entire Table.
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List of Figures and Tables
· A List of Figures and Tables can be created by using appropriate heading styles for the figures and tables in the report

· Update the below List of Figures and Tables last, after the entire report has been drafted and appropriate styles set.
· Right click on the below List of Figures and Tables, click on Update Field, click Update Entire Table. You may need to edit the label for figure/table as the entire caption will be inserted.
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The report should begin on this page (page 1).

Styles

· Use the following “styles” when formatting your report. This will enable the creation of a hyperlinked Table of Contents and List of Figures and Tables.

· Select the text you want formatted with the appropriate “style”
· Click on the Home tab, in the Styles group select the appropriate style:

Major headers should use “Heading 1” (14-point Times New Roman, bolded, centered)
Subheaders should use “Heading 2” (12-point Times New Roman, bolded, left justified)
The body of text should use “Normal” (12-point Times New Roman)
Other Guidelines
Please adhere to the following guidelines:

· Spacing:  single spaced text, one column on 8.5x11 page, double spacing between paragraphs 

· Margins:  1 inch on all sides

· Justification:  left 

· Page numbers:  center bottom

· Quotes:  in italics 

· Scientific names:  in italics

· Vessel names:  in italics

· Include a Table of Contents with section name on left, page number on right

· Abstract:  provide at beginning of document 
· Key words:  list after abstract

· References:  cite the author and date in the text:

· (Author Year)

· (Author1 and Author2 Year)

· (Author et al. Year)

· Literature Cited should appear as a separate section at end of the document or chapter as appropriate. Example of appropriate citation:
· Broughton, K., M. Johnston, M. Tartt, S. Gittings. 2011. Science in your sanctuaries. Science 5(12)134-145.

· Footnotes:  minimal, for explanatory purposes, put on same page as noted

· Acknowledgments:  include as a separate section, if appropriate

Figures and Tables should include captions:
· When inserting a caption for a Figure make sure the cursor is below the object. When inserting a caption for a Table make sure the cursor is above the object.

· On the References tab, in the Captions group, click Insert Caption.

· In the Label list, select the label that best describes the object, such as a Figure or Table. If the list doesn't provide the correct label, click New Label, type the new label in the Label box, and then click OK. 

· Type any text, including punctuation that you want to appear after the label. 

· Select any other options you want. 
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Figure 1.   This is an example as to how a figure caption should be formatted. Photo credit: J. Brown (ONMS)

 (10-point Times New Roman, bold, left justified, located below the figure)

Table 1.   This is an example as to how a table caption should be formatted. Data: J. Brown (ONMS)

 (10-point Times New Roman, bold, left justified, located above the table).
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