
RESOURCE UPDATES (RU)  
Preparation and Publishing Guidelines 

 
OVERVIEW OF PUBLICATION PROCESS FOR RESOURCE UPDATES  
The process for preparing and publishing resource updates differs slightly from other types of publications because the 
authors are responsible for finalizing edits and preparing the layout in MS Publisher®. Below, we summarize the process 
in three steps: 

1. PREPARE MANUSCRIPT PACKAGE FOR SUBMITTAL 
• Author writes text, creates tables, graphs, and maps following the RU process guide. 
• Author sends manuscript (text, tables, figures, and photos) outside the RWU for two peer reviews. 
• Author addresses questions/comments from reviewers. 
• Author submits package electronically to SRS Technical Publications Team (TPT) for check-in and editing. 

Send email with attached files to Maureen Stuart, Team Lead, at mastuart@fs.fed.us.   
• TPT editors will technically edit the text, tables, and figures. Edits will be made and returned to the author; 

text edits will be in track changes mode of MS Word®, and table and figure edits will be made on hard 
copies and scanned into PDF format.  

• Author reviews edits and revises as appropriate. 
2. PREPARE LAYOUT in MS PUBLISHER® 

• Author prepares layout (i.e., inserts text, tables, figures, photos) using the MS Publisher® template  
3. FINALIZE THE PUBLICATION 

• Author requests publication number from mastuart@fs.fed.us or dburnett@fs.fed.us.  
• Author finalizes document by inserting number and saving as .pdf [e.g., RU-FS-# (TN).pdf]. 
• Author emails .pdf to the SRS Web team at pubsque@fs.fed.us. 

 
PREPARE MANUSCRIPT PACKAGE FOR SUBMITTAL 
Prepare the RU using the following guidelines. Then, submit the package (along with signed manuscript approval form 
and reviews + author response) to Maureen Stuart, Team Lead at mastuart@fs.fed.us. 

Text 
• Submit text as a MS WORD® document, single column, double-spaced, Times New Roman, 10 pt. 
• Do not embed figures/maps/photos into the text document. 
 

Tables 
• Submit tables as a MS WORD® file or MS Excel® file. 
• Submit each table as a separate file and use the following naming convention: table_1.docs, table_2.xlsx, etc. 
 
Figures 
• Make sure each table and figure is saved as an individual file (not as separate sheets within a workbook). For figures, 
create an individual file that can be inserted directly into MS Publisher. To create the file: move to the bottom of 
workbook page; right-click on the sheet name (e.g., fig. 2); Select MOVE or COPY;  Under To book, click down arrow and 
select (new book); Go to bottom (left side) and click: Create a copy; Select OK. 
 
• If the figure was created in MS Excel®, submit as XLSX file; otherwise, submit figures as PDF, JPG, PNG, or TIF files. 
NOTE: retain the original figure in its native format so you can edit it, if necessary. 
• Submit each figure as a separate file and use the following naming convention: fig_1.xlsx, fig_2.pdf, etc. 
 
Photos 
• Submit photos as individual files, and use the following naming convention: photo_1.jpg, photo_2.tif, etc.  
• Submit a caption and photo credit line for each photo. 
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PREPARE LAYOUT in MS PUBLISHER® 
Once the RU has been edited and you have revised appropriately, you can begin laying out the RU in MS Publisher®. 
Provided below are tips for inserting text, tables, and graphics into the MS Publisher® template. 
 
Preparing the Layout in MS Publisher® 
The FIA State RU template was designed to provide consistency of content (and how it is presented) among States and 
years. The RU template is limited to four pages, and each page has been designed to address specific topics, including: 
 Page 1 Overview 
 Page 2 Forest Area 
 Page 3 Volume, Biomass, and Trends 
 Page 4 (topic of author’s choice) + Literature Cited/Reference + How to Cite and Contact Information 
Please see appendix for further guidance and arrangement options for these topics and the required elements. 
 
Adding Text to the RU Template in MS Publisher® 
• In MS Word®, accept or reject all edits in track changes mode.  
• Cut and paste text from MS Word® into the appropriate text box in MS Publisher® 
 
Adding Tables and Figures1 to the RU Template in MS Publisher® 
• Open the template. 
• Select the INSERT tab. 
• Select the OBJECT from the TEXT section of the INSERT tab. 
• Choose the “Create from file” radio button. 
• Click the BROWSE button to find your separate table or figure file 
• Click the “Link” button 
• Click OPEN button. 
 
MS Publisher® places the table/figure within an object box in the template. You can click on the box and move it to the 
correct position. If necessary, you can edit the table directly from MS Publisher®. To do so, simply place your cursor on 
top of the table and double-click. Make edits and click cursor outside of the table object box. 
 
*Symbols (≥, ≤) need to be placed into MS Publisher® tables: Copy the symbol; Paste the symbol into the table. Right 
click and select Symbol, 9 pt. 
 
Formatting Maps to Add to the RU Template in MS Publisher® 
• Format map to fit in a single column; use two-column width only if it is too large to fit (and be legible) in one column. 
• Line weights: (State border) 1.0 pt Black; (county border) 0.5 pt Black. 
• Text fonts: (Legend Title) 9 pt Black, Arial or Helvetica; (value labels) 8 pt Black, Arial or Helvetica. 
• Export your Map to save as a PNG file type. For the best resolution, set the option for 300 dpi.  
• To place a map in the MS Publisher® template, use Insert, Picture, and choose your PNG file. You should be able to 

move the map around on the page to your desired location. 
 
FINALIZE THE PUBLICATION 
• Request a publication number from mastuart@fs.fed.us or dburnett@fs.fed.us.  
• Insert the number and save as PDF. Name the file as follows: RU-FS-# (State abbrev.) (e.g., RU-FS-5 (LA).pdf). 
• Email the PDF to IT/Web team at pubsque@fs.fed.us. Include the following statement in your email: 

I have verified all the information in this pdf, “Forests of [State Name], 20xx,” and it is ready to be 
published to the Web. /s/Author’s Name. 

• The publication should appear in TreeSearch within 3 days. 

                                                           
1Please ensure that if edits were needed on your figure, those were done in the original program the figure was created. Then, you need to resave the 
figure as a PDF, PNG, JPG, or TIF so you can place it in MS Publisher®. 
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TITLE: “FORESTS OF (State), (year)”  
Click on “view” to go to Master Page to 
insert/edit the State and year; close Master 
Page when completed. 
 

Introductory paragraph + OVERVIEW text box : 
These elements are required. Provide one 
introductory paragraph and one OVERVIEW 
paragraph for a total of ~268 words; both 
paragraphs must fit between title and table 1. 
(Note: there is no heading for the introductory 
paragraph.) 

TABLE 1: 
This table is required; it must provide data on 
changes in forest statistics (but it is the author’s 
choice which year of data they wish to compare 
with the current year’s data). It is placed after 
the text at the bottom of the page. 
 

ErrataIf an error is discovered, contact Maureen Stuart, Technical Publications Team Lead to coordinate 
documentation for the Web. An example of an erratum is as follows: 

Errata: 
An error occurred during the preparation of a content table within RU-FS-XX, [Title of Publication]. 
To correct this error, the content table on page xx of this publication was replaced on [date]. 

 

APPENDIX 
This appendix provides further guidance on both required and optional topics and supporting 
elements for the Resource Update series. It also suggests arrangement options for pages 2-4. [Please 
note that the page 1 arrangement is set and cannot vary; however, the arrangement on pages 2-4 is 
your choice, as long as the required topics are covered. 

 
 

 
 

Page 1: OVERVIEW 
There is only one arrangement option for page 1. 
 
 

  
 

  



Optional elements:  
You may insert figures, maps, tables, or photos (with 
caption and credit) to support the FOREST AREA text. 
The choice is yours, so long as you fit all you need 
(with respect to the required topic, FOREST AREA) 
onto this one page. 

FOREST AREA text box: 
This is a required element. However, you may 
choose how much text to provide. If entire page is 
text, plan on a word count of ~880. If you choose to 
insert graphic elements (tables, figures, photos) and 
place side-by-side on bottom, the word count is 
~340; if graphic elements are placed in one column, 
the word count is ~440. 

Page 2: FOREST AREA 
There are multiple arrangement options for page 2.  

  
   



 
Page 3:  VOLUME, BIOMASS, AND TRENDS 

There are multiple arrangement options for page 3.  
 
 
 
 
 

   
 
  

Optional elements:  
You may insert a figure, map, 
table, or photo (with caption 
and credit) to support the 
VOLUME, BIOMASS, AND 
TRENDS text. The choice is 
yours, so long as you fit all you 
need (with respect to the 
required topic) onto this one 
page. 

VOLUME, BIOMASS, AND 
TRENDS text box: 
This is a required element. 
However, you may choose 
how much text to provide. 
If entire page is text, plan 
on a word count of ~880. If 
you choose to insert 
graphic elements (tables, 
figures, photos) and place 
side-by-side on bottom, 
the word count could be 
268-340; if graphic 
elements are placed in one 
column, the word count is 
~440. 



LITERATURE CITED: 
Use this block to 
provide any 
citations/references 
necessary. If this block 
is not used, author 
may fill it with text or a 
graphic element. 
 

Optional element(s): 
Use this block for text, 
a table, a figure, or a 
photo. 
 

Optional element(s): 
Use this block for text, 
a table, a figure, or a 
photo. 
 

HOW TO CITE THIS 
PUBLICATION: 
This is a required 
element. Replace the 
“placeholder” text with 
your own information.  

CONTACT INFORMATION: 
This is a required element. 
Replace the “placeholder” 
text with your own 
information. You may add 
a co-author (which is 
typically a State partner). 

[TOPIC is author’s 
choice] text box: 
You can provide a 
paragraph of text 
(~145 words) on any 
topic you deem 
relevant. 
 

 
Page 4: (author choice)  

There are multiple arrangement options for this page, but the bottom block  
(with How to Cite This Publication and Contact Information) is required and placement cannot be changed.  

 
 


