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The National Wildfire Coordinating Group (NWCG) provides national leadership to enable interoperable wildland fire operations among federal, state, tribal, territorial, and local partners.  NWCG operations standards are interagency by design; they are developed with the intent of universal adoption by the member agencies.  However, the decision to adopt and utilize them is made independently by the individual member agencies and communicated through their respective directives systems.
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[bookmark: Chapter_1_–_Introduction][bookmark: _Toc491066491][bookmark: _Toc505244719]Introduction
This standardized template exists to help save time, reduce stress, and brand NWCG publications and documents with a professional, consistent look.  Follow the instructions found in this document, and do not deviate from the provided styles, to greatly reduce document errors and make compliance with Section 508 accessibility standards easier to achieve.  Refer to the NWCG Publication and Web Portal Management page, https://www.nwcg.gov/publication-portal-management, for complete guidance on publications development, revision, and technical considerations.
[bookmark: _Toc445820480][bookmark: _Toc491066492][bookmark: _Toc505244720]How to Use This Template
1. Read all the instructions.
2. Save As a new document with the publication title.  This will leave the template intact if it is needed to refer to again later.
3. Avoid merging or pasting other document content into this template. If doing so is the easiest thing to do, the best practice is to remove all formatting before copying and pasting into this template. 
a. If another document used Styles correctly, choose Use Destination Styles from the Paste Options, and the headings, text, etc., should convert to this template’s styles automatically.  Be careful though.
Figure 1: Destination Styles in Paste Options


b. Only use automatic numbering when there at least two levels, e.g., 1 and 2, a. and b. 
[bookmark: _Toc505244721]To Remove Styles
1. Create a copy of the original document.  Open the copy, select all, and select the Clear Formatting button.  Set this document aside for now. 
Figure 2: Clear Formatting Button in Font Group
 


2. Working in the newly saved template document, and after reading all the instructions, delete all sections except the final page.  The document is now ready to type or paste content on the blank pages between the Table of Contents and the final page.
3. Next, open the Styles Group (click on the double-down arrow) and start applying the correct headings and styles to the text. 
[bookmark: _Toc491066493][bookmark: _Toc445820482]Figure 3: Styles Panel in Styles Group

[bookmark: _Toc505244722]Styles
NWCG publications use simplistic styles.  This helps easily achieve accessibility for those using assistive technology to read electronic documents and results in consistency of the layout, appearance, and readability for all users.  This document has very carefully set Styles.  Do not alter fonts, sizes, or positions. 
Use the Styles found in the Styles Group for Appendix, Headings, Body Text, etc.  A wide variety of styles has been created and should be sufficient for any NWCG publication.  Do not modify the styles.  If the existing options do not work for the publication under revision, contact the NWCG Publications staff to address concerns and discuss options.  Do not edit the font style, size, or position using the Font Group in the menu bar, as this will affect the document’s accessibility.
Figure 4: Font Group

[bookmark: _Toc505244723]Headings
Follow the numeric sequence for Headings; do not skip heading styles.  This enables the automatic creation of the Table of Contents (TOC), creates uniformity and consistency in the document, and assists with accessibility.  Numbering or lettering can be applied to headings but should be avoided in small documents.  If unfamiliar with the process to apply such sequencing, seek assistance to avoid creating a convoluted mess.
[bookmark: _Toc491066495]For help using Styles and other features of Word, the NWCG Guidelines for Creating Accessible Electronic Documents is extremely informative:  https://www.nwcg.gov/notices#accessibility. 

[bookmark: _Toc505244724]Heading 1
[bookmark: _Toc491066496][bookmark: _Toc505244725]Heading 2
[bookmark: _Toc505244726]Heading 3
Heading 4 
Heading 5
Limit the use of Heading 5 as readers can wind up losing their place in the document as it goes further down the hierarchy. 
To return to a regular Body Text, select it from the Styles Group.
Figure 5: Body Text selection in Styles Group

[bookmark: _Toc505244727]Lists
· Select the Multi-level List Bullet from the Paragraph Group in the Menu bar and choose the sequence that looks like the one used here. Use the increase and decrease indent buttons in the paragraph menu or the tab key to set new level bullet.
· The second and third bullets are set.
· Limit going beyond the third bullet.
· Use the fourth bullet if necessary. 
Figure 6: Paragraph Group


Numbered lists follow this sequence.  From the Multi-level Lists, choose this sequence:
1. Level one
a. Level two
i. Level three
(1) Level four
Do not adjust bullet margins by using the indent features on the ruler.  This can misalign the indents on other pages if not done carefully and will result in a disorganized looking document.
[bookmark: _Toc505244728]Special Feature
Use to highlight a particularly important section of information, to make a fact stand out, or to otherwise draw the reader’s attention to something significant.  Do not overuse the call-out box, as this will make it less important.
[bookmark: _Toc505244729]Specific Guidance
NWCG provides specific guidance on the content of publications to create consistency in the use and application of data, to avoid unnecessary work on the part of committees, and to meet requirements for style, formatting, consistency, and accessibility.
[bookmark: _Toc505244730]Content
[bookmark: _Toc505244731]Images, Figures, and Tables
Use captions and place above images and tables.  Alternative Text and Table Summaries are required on all images and tables for accessibility.  For more detailed information on properly setting up tables, reference the Word or Excel chapters of NWCG Guidelines for Creating Accessible Electronic Documents:  https://www.nwcg.gov/notices#accessibility.
Indexes can be set after the document is complete.  They do require individual linking of specific words and are time consuming, so use only if necessary. 
[bookmark: _Toc505244732]Glossary
Independent glossaries are not included in NWCG publications.  The NWCG Glossary of Wildland Fire, PMS 205, is the sole source of NWCG-approved terms.  The Glossary is found on the NWCG website at https://www.nwcg.gov/glossary/a-z. 
[bookmark: _Toc505244733]Grammar and Usage
Use italics to indicate titles of other publications.
When using acronyms, spell out the entire name first, followed by the acronym in parenthesis.  After that, the acronym may be used alone.  Example:  National Wildfire Coordinating Group (NWCG) has approved this message. 
When referencing a website, use the complete URL, including the http/https.
Example:  Right = Visit https://www.nwcg.gov/publications for a full list of NWCG publications.
Wrong = Visit the NWCG website for a full list of NWCG publications.
[bookmark: _Toc445820486][bookmark: _Toc491066494][bookmark: _Toc505244734]Updating the Table of Contents
Do not type in the Table of Contents or try to manually make changes there or it will break.
1. Once the content of the document is finished, with all text formatted, graphics or tables captioned, and styles applied, place the cursor in the word Contents (do not type or delete).
2. Go to the References tab on the ribbon bar and in the Table of Contents Group select Update Table.  Select Update Entire Table when prompted.
Figure 7: Update Table selection in Table of Contents Group
 
3. Go to View on the Ribbon Bar and select the Show Group checkbox.
Figure 8: Navigation Pane selection in Show Group

All the headings will be listed in the left hand panel as well as in the ToC.  If headings are not showing up or seem out of place, go to that line of text in the document and make sure the correct style is selected.
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The NWCG Standards for . . .  is developed and maintained by the XXXXXXXX Subcommittee (XXXX), under the direction of the XXXXXXX Committee (XXXX), an entity of the National Wildfire Coordinating Group (NWCG).  
Previous editions:  2016, 2014 (reverse chronological order).
While they may still contain current or useful information, previous editions are obsolete.  The user of this information is responsible for confirming that they have the most up-to-date version.  NWCG is the sole source for the publication.
This publication is available electronically at https://www.nwcg.gov/publications/XXX. (link to the attributes page and not the pdf itself)
Printed copies of this guide may be ordered from the Great Basin Cache at the National Interagency Fire Center in Boise, Idaho.  Refer to the annual NWCG NFES Catalog Part 2:  Publications, PMS 449-2, and find ordering procedures at https://www.nwcg.gov/catalogs-ordering-quicklinks. 
Comments, questions, and recommendations shall be submitted to the appropriate agency program manager assigned to the XXXX.  View the complete roster at https://www.nwcg.gov/committees/XXXXXXXXXXX/roster. 
Publications and training materials produced by NWCG are in the public domain.  Use of public domain information, including copying, is permitted.  Use of NWCG information within another document is permitted if NWCG information is accurately credited to NWCG.  The NWCG logo may not be used except on NWCG authorized information.  “National Wildfire Coordinating Group,” “NWCG,” and the NWCG logo are trademarks of NWCG.
[bookmark: _GoBack]The use of trade, firm, or corporation names or trademarks in NWCG products is solely for the information and convenience of the reader and does not constitute endorsement by NWCG or its member agencies of any product or service to the exclusion of others that may be suitable.
This NWCG publication may contain links to information created and maintained by other non-federal public and/or private organizations.  These organizations may have different policies from those of NWCG.  Please note that NWCG does not control and cannot guarantee the relevance, timeliness, or accuracy of these outside materials.
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