Regarding Publication of the GIS Standard Operating Procedures

From Susan’s Prior Conversations with the BLM Publications group
a. Liaison: Susan Goodman is the liaison for GSTOP team to Publications group 

b. Standards: they follow GPO and BLM standards; will keep one editor on a single job so it will be consistent cover to cover. 
c. Source material:

i. Provide symbols in 300 dpi images

ii. All graphics in separate files tif or Adobe Illustrator files

iii. Maps in pdf or Adobe Illustrator

iv. Will the charts, tables or matrices change? YES

d. Timing (see table later in this document)
e. Distribution and Implementation

i. Some printed for Sit Unit leaders, digital for GIS folks

ii. Form of map products online?

iii. Budget for printing? Susan will handle

iv. User’s cost for hardcopy? Keep it between $5-10

GSTOP Team’s Discussion of Publication Concerns

f. Publications Products

i. GIS SOPs Office Guide (priority 1)

(1) Objective: includes all SOP content relevant to the GISS job including all supporting references; does not include background of the development of the SOPs

(2) Format: hardcopy (8.5x11, double sided) and digital version for the web, Double column okay for printing but maybe not for all sections, not for digital/online version

(3) Color: Need to annotate colors for symbology pages so when they are printed black and white it’s complete

(4) Header/footers: include chapter title, chapter number and chapter page in footer (Symbology, Chapter 4-2)

(5) Graphics on the cover is nice

(6) Cheat sheet/references on a single page so they printable separately (e.g. symbols list, directory structure, one for each map product, equipment list)

(7) Map products examples must be accurate and readable

(a) reduced to 8.5x11 okay if readable

(b) design graphics that zoom in to show highlighted portion of a map that illustrates the topic of discussion

(c) include web address for reference to full size maps (E-size, C-size for quick download)
(8) Need to be able to get to chapters easily. Consider edge color, index, tabs sticking out for each chapter – grey scale bleed index
(a) Want to be able to easily see, for each chapter, how it relates to the rest of the document. Consider first page of each chapter has the full TOC with that chapter grey highlighted as “you are here!”

(9) Cost: We’ll need estimates for design options 

(provide turnaround time requirements and quantities to Publications for estimating (Susan)
( strategize re: use and placement of color and map pages for costing options (Sue/Susan/Peter)
(a) binding – for 80 pages, suggest saddle stitch; consider plastic cover and spiral bound

( Ask on cost options for samples (Peter/Susan with Cindy)
ii. GIS SOPs Pocket Guide (priority 2)

(1) Objective: efficiency and ease of use in the field

(2) Format: (like IRPG) – 3x5? 4x6? hardcopy and digital for the web

(3) Content is a perfect subset of the Office Guide (i.e. reference info for symbology, naming conventions, directory structure reference information, equipment checklist) plus a brief introduction referencing the Office Guide

Will we have examples for each map products? Only the Standard Maps 

Publications Plan

	Date
	Milestone/Task
	Responsible Person

	Jan 17-20
	Prep final text
	GSTOP

	
	Prep map product examples graphics with annotation, for web and hardcopy
	John G

	
	Update MEDs
	John G

	
	Prep symbols graphics
	Graphics

	
	Wrap-up SOP final draft
	Sue McL

	Jan 27
	Exec Summary drafted
	Mary

	
	Introduction
	

	Feb 3
	Selection Criteria/Rationale to Mary
	GSTOP

	
	Change Management doc drafted
	Mary

	Feb 9
	Final draft SOPs for initial approval to GTG
	GSTOP

	Feb 14 (mtg)
	GTG review/initial approval 
	GTG

	Feb 21
	Submit Manuscript to BLM Editor All source material to BLM Publications Team (word, graphics)
	Susan

	2-3 weeks

Mar 15
	Editing manuscript
	BLM Pubs

	Mar 15-25
10 days
	Review edited manuscript, consolidate and resolve conflicts
	GSTOP/GTG

	
	Trim edited manuscript for Pocket Guide content (take word doc and use track changes)
	GSTOP

	Mar 25-31

1 week
	Layout (depends on graphics stuff all worked out ahead of time)
	BLM Pubs

	4/3-12
10 days
	Review final layout
· Identify SOP reference pages for web
	GSTOP/GTG

	3 days
	Resolve layout issues and complete final draft
	BLM Pubs

	4/17


	Submit to NWCG and IRMWT for review
	GTG

	May 2 (mtg)
	GTG final approval


	GTG

	May 15 (mtg)
	IRMWT review/approval
	IRMWT

	May 16
	release to web publication
	Sue McL

	
	Post Office Guide web version to http://gis.nwcg.gov/gstop/ 
	Dave O’Rourke

	Jun 1
	Office Guide web version available to the field at http://gis.nwcg.gov/gstop/
Office Guide approved source to print
	

	6 weeks
	GPO printing (min requirement 1000 copies)
	

	Jul 15
	hardcopy Office Guide available to the field
	


Distribution Plan for the GIS SOPs Office Version
(Reserve  PMS number for GIS SOPs. (Susan)
· Digital version:

· on the GSTOP web

· ? on the NWCG Publications Management System for purchase/download

· 1000 hardcopies
· in the cache?
· Sent to offices?

· ? on the NWCG Publications Management System for purchase/download

· Publications Management System

GSTOP Team Meeting with Publications Representative 1/20/06
The Team

· Peter Doran, BLM Publications group supervisor
· Deborah Harris, Editor

· Ethel Coontz, graphics

· Susan Goodman, GSTOP Liaison
· Cindy Wolf, NIFC Printing Coordinator

GSTOP team will review:

· Manuscript prior to final design and layout, and 
· Proof copy after layout.
Publications group will:

· coordinate printing.
· send final electronic copy/PDFs to David O’Rourke for web posting.
· Provide final Word doc to David for putting HTML version up online

· Share the source files for the Pocket Guide to outfits that can “print on demand”, e.g. Alaska’s BLM print shop.

Guidelines for Preparing the SOPs Manuscript in Word

· Stay organized.

· Check throughout for completeness/consistency

· Make sure URLS are tested

· Check that tables add up

· Check phone numbers are correct. 

· Check for GIS Unit, should be GIS group or GIS function DONE

· Replace GIS SPECIALIST with GIS Specialist DONE
· Format citations 

( Get specs for formatting citations. (Susan)
· Include note to graphics/layout/editor like this:  [NOTE TO EDITOR: ….]
· keep next on one page

· columns
· Do not split directory structure across pages

· Use different bullet to distinguish folders from files

· replace bullets with file folder icons
· [END NOTE TO EDITOR]
· [NOTE TO LAYOUT: outline square not needed on these Symbols]

· Keep a copy of the Word source documents
· Define acronyms and mnemonics in the Glossary, spell out acronyms upon first use

· Do minimal formatting 
· Don’t do all caps, headers/footers, or headings

· Discourage bold in text for emphasis. No underlines. For emphasis, do it in the narrative.

· Columns: 1 column good for hardcopy, but a narrower column. 

( do a draft of one chapter in 2 column format (Ethel)

· Figures: Making references to figures – put the caption in text and Publications will place the figure close by that text

· Tables: are okay; data from Excel spreadsheets is okay
· Images: Visio graphics are okay; take screen shots at the highest resolution; Publications team will take the image to raster, and work it in Photoshop, etc.
( Send directory structure sample to Publications via Susan as soon as possible (Emmor)

· Send GIS data in AI file or EPS. If large, save as a TIF preferred (or PDF is okay too)
· provide high resolution (300dpi 8.5x11) for graphic files for full display and for inset (cropped) section of a graphic, if any; indicate which text relates to the inset graphic

( Send a Map Sample PDF for test to Publications via Susan (JohnG)

· Photos: Make sure photos are clear regarding copyright; send authorizing note/name of owner/contact person.

· Symbols: Provide vector files, AI format; layout person will consider using column, resizing

· Add in annotation about colors for symbology pages so when they are printed or copied in black and white it still works and is accurate
· check MED spreadsheet to be consistent with presentation sequence of Map Products and Map Product Examples

· Check resequencing the chapters for impact on internal references DONE, except for spreadsheets and Appendicies
· Check References section for completeness.

( Send all entries for Reference section to Sue (Everyone)

· consider publishing on the web any content that changes more frequently than we have budget to republish

For anything sent to Susan/Pubs, copy Sue so she can track for completeness
( Create a folder on disasterhelp for final manuscript documents with subfolder by new SOP chapter structure (Sean)

( Backup/archive all project documents on disasterhelp (Sean)

GIS SOPs (Office Version)/PDF on the Web
Compact enough for dial-up download.

· May elect to create it in sections.

· May consider a graphics-free version or “down sample” it

Reference pages easily accessible.

· It’s possible to highlight a section in the PDF, esp. for the reference pages for easy navigation

· May make another PDF of just the reference pages for quick print out

( Provide full size map files and advise on what links to create from final PDFs to Esize drawings online. (JohnG with David O’Rourke)
GIS SOPs (Pocket Guide)/hardcopy
( After final edit of GIS SOPs (Office Version), select pages to be in GIS SOP Pocket Guide. (GSTOP)

· Contents includes at least: 
· Brief introduction referencing the GIS SOPs (Office Version)

· Symbology

· Map product definitions (only guidelines, required elements, optional elements)

· Directory structure

Action Item Summary

2(provide turnaround time requirements and quantities to Publications for estimating (Susan)


2( strategize re: use and placement of color and map pages for costing options (Sue/Susan/Peter)


2( Ask on cost options for samples (Peter/Susan with Cindy)


4(Reserve  PMS number for GIS SOPs. (Susan)


4( Get specs for formatting citations. (Susan)


5( do a draft of one chapter in 2 column format (Ethel)


5( Send directory structure sample to Publications via Susan as soon as possible (Emmor)


5( Send a Map Sample PDF for test to Publications via Susan (JohnG)


5( Send all entries for Reference section to Sue (Everyone)


5( Backup/archive all project documents on disasterhelp (Sean)


6( Provide full size map files and advise on what links to create from final PDFs to Esize drawings online. (JohnG with David O’Rourke)


6( After final edit of GIS SOPs (Office Version), select pages to be in GIS SOP Pocket Guide. (GSTOP)
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