
REQUIREMENTS

Microsoft Word & Excel

FONTS

This template uses Georgia and Arial. If you want to 
change any of the fonts, please change them in the style 
sheet to guarantee consistency. Whatever fonts you decide 
to use, limit the amount. Remember, less is more.

GUIDELINES

Here are a few guidelines when working on  
your report:

DO NOT have artwork bleed off the page. You must have 
a 0.25 in margin around your page in order for it to print 
properly.

DO NOT clutter it with too much text/too many photos. 
Think of simple statements and bullet lists in order to  
get your point across.

USING THE FILE

Double-click the file to create a new brochure.

The document is a template file. When opening  
the document, it will automatically open an untitled  
document (this is to prevent the user from saving  
over the template file).

Always create a new report from the template file, never 
start from scratch.

PRINTING

For better printing results, never print your final brochure 
directly from the Microsoft Word document. Instead, ex-
port a PDF and print from the PDF.

If you are sending this brochure to get printed at an  
outside printer (Kinkos, Office Depot, etc), never send 
them your Microsoft Word file. Always send them a PDF.
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