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Figures and Tables Job Aid

General Guidelines for Figures and Tables 
— Sometimes, things are better said visually by use of a graphic than writing it out. 

— Visuals help break up the text and make it easier to read/understand—that is, if the visuals meet the minimum 
requirements of “telling a story.”  

— Figures and tables must be value-added. 

— Include original source files for figures (see below) in case editing needs to be done. 

— Use original graphics. If this isn’t doable, “The proper way to incorporate materials from other publications into CCSDS 
documents is by reference rather than by reproduction.” (Tom Gannett 6/18/13 e-mail.) 

— Be sure you reference the figure/table before it shows up in the text. 

— Make sure the figure/table “speaks” to the paragraph/text that follows it, and vice versa—i.e., include only elements in 
the figure/table that are mentioned in the related text; do NOT includes items that aren’t addressed. Your reader will 
expect there to be text that matches or clarifies everything in the figure. 

— The numbering of the tables/figures should be sequential, first by section #, then by the chronological number for the 
figure. (Your Document Editor can help you with this.) 

Specific Requirements for CCSDS Figures: Vector Files Only, Please! 
— Use ONLY the pasting options of “Picture (Windows Metafile)” or “Picture (Enhanced Metafile)” when pasting graphics 

into your CCSDS book; this will help avoid pasting pictures into your CCSDS book raster file types (see below). 

— There are two main types of graphics formats: vector and raster. For CCSDS purposes, vector is GOOD; raster is BAD. 

Format Type Vector: GOOD Raster: BAD 

Definition 

(from the website 
YouTheDesigner) 

(Lombardi 2012) 

“A vector graphic uses math to draw shapes using points, 
lines and curves. So whereas a raster image of a 1” x  1” 
square at 300 dpi will have 300 individuals pieces of 
information, a vector image will only contain four points, 
one for each corner; the computer will use math to 
‘connect the dots’ and fill in all of the missing information.” 

“A raster graphic is an image made of hundreds (or 
thousands or millions) of tiny squares of color 
information, referred to as either pixels or dots.” 

(Lombardi 2012) 

Usually used for Fonts and logos Photographs 

File formats and 
common 
computer 
programs and file 
extensions 

 

Some information 
here is from the 
Spring 2013 Boot 
Camp slides. 

Programs below are considered “Native” file formats, 
which, per Tom Gannett, “are always preferred for delivery 
to the Secretariat.”  

— .ai (Adobe Illustrator) 
— .ppt/.pptx (Microsoft PowerPoint) 
— .vsd (Visio) 
— .crd (Corel Draw) 
 

Other okay vector/font-preserving interchange file formats:  
— .wmf (Windows Metafile) 
— .emf (Enhanced [Windows] Metafile) 
— .pdf (portable document format) 
— .eps (Encapsulated Postscript 
— .ps (Postscript) 
— .svg (scalable vector graphics) 

Per Tom Gannett, and raster file formats below are, 
“generally unsuitable for publication”: 

— .psd, .psb (Adobe Photoshop) 
— .png (Portable Network Graphics) 
— .tif/tiff (Tagged Image File Format) 
— .jpg, .jpeg (Joint Photographic Experts) 
— .jfif (JPEG File Interchange Format) 
— RAW (a photo file format) 
— .gif (Graphics Interchange Format) 
— .bmp (Windows Bitmap Format) 

Some types of graphics, e.g., photographs, exist only 
in bitmap/raster format. 

If there is a necessity to include photographs or similar 
images in a document, the resolution of the image 
should be at least 300 dpi. (The resolution of typical 
JPEG images is only 72 dpi.) 


