[image: ] Report title here “RT  
 FRONT COVER MAIN TITLE” REPlACE THE SAMPLE IMAGE With YOUR OWN IMAGE. COVER ImAGES MUST ALWAYS APPEAR 18.17CM HIGH by 18.17cm WIDE (SqUARE).
1. Right-click on sample cover image and select "Change Picture"
2. Click on "Browse" From a File and select the required image
3. Select the newly inserted image and go to the Picture Tools> Format tab
4. Click the arrow beneath the Crop button to expand the menu to view the crop options
5. Select "Aspect Ratio> 1:1 (Square)" (or manually crop your image to a square). 
6. Resize your image to 18.17cm high and 18.17cm wide in the Size group above
7. Right-click on the newly cropped image and select "Size and Position"
8. Go to the Position tab and select "Absolute Position" and enter "1.4cm" to the right of "Page" (for Horizontal)
9. Select "Absolute Position" and enter "1.4cm" below "Page" (for Vertical)
10. In the Options section, ensure only "Lock anchor" and "Allow overlap" are selected (ticked)

KEEP TITLES AS SHORT AS POSSIBLE. 
Maximum six words for the title and ideally six words for the subheading. Name of the country featured should be included in the main title.
FOLLOW INSTRUCTIONS THEN Delete this TEXT BOX 

RT SUBHEADING LIGHT CAPS here keep text clear of logo
 Amnesty International is a global movement of more   
 than 7 million people who campaign for a world  
 where human rights are enjoyed by all. 
 Our vision is for every person to enjoy all the rights  
 enshrined in the Universal Declaration of Human Rights  
 and other international human rights standards. 
 We are independent of any government, political  
 ideology, economic interest or religion and are funded   
 mainly by our membership and public donations. this is the inside front cover
Please do not edit the new mission statement above 
(except to change to a different language version). 

Go to the footer below to edit the new copyright statement and to update the publication date and index number. 

Also in the footer of this page, update the caption and credit for the cover photo.

To access the footer text below
Go to the ‘Insert’ tab in the ribbon, and choose ‘Footer’ from the Header & Footer segment. Look down the menu of different footers until you find the option to ‘Edit Footer’ near the bottom of the list. Choosing this option allows you to change the text in the footer. You’ll need to edit the publication date and the index number as well as the caption, and check that the year of publication is correct.

FOLLOW INSTRUCTIONS THEN Delete this TEXT BOX 
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	© Amnesty International 2017
Except where otherwise noted, content in this document is licensed under a Creative Commons (attribution, non-commercial, no derivatives, international 4.0) licence.
https://creativecommons.org/licenses/by-nc-nd/4.0/legalcode
For more information please visit the permissions page on our website: www.amnesty.org
Where material is attributed to a copyright owner other than Amnesty International this 
material is not subject to the Creative Commons licence.
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Cover photo: Use the style: ‘RT Caption Text’ in the list of approved styles for the caption text and ensure that you have explained the front cover image with an appropriate caption to replace this positional text. It is very important that you also add a credit for each photo or map contained in the document
© Nichole Sobecki/AFP/Getty Images

	First published in 2017
by Amnesty International Ltd
Peter Benenson House, 1 Easton Street
London WC1X 0DW, UK
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[bookmark: _Toc453761685][bookmark: _Toc453763743][bookmark: _Toc492287977]Introduction
[bookmark: _Toc453761686][bookmark: _Toc453763744][bookmark: _Toc492287978]“RT Numbered Heading” which template
This version of the template was created in September 2017 with minor updates from previous versions and extra icons. This template is the blank version with limited instructions. If you are new to the template or have a problem to solve, then check the version that does NOT have the word ‘BLANK’ in the name to see all the instructions. This page displays the main heading and paragraph styles available in the report template. For convenience the style names are now all prefixed as ‘RT’ (for Report Template). If this is the first time that you have used this template, or if you are uncertain how to use it properly, we recommend that you review all the guidance content here before you progress your report project any further.
[bookmark: _Toc492287979]Writing style
To help you with your writing, and for guidance about editing, plus many other useful tips about approved Amnesty use of language, please refer to the Publishing Team’s House Style Guidelines (Index: DOC 10/3651/2016) and other writing guidelines such as the comprehensive guidance document Writing for Amnesty International (index DOC 10/6309/2017). These are available on the intranet at: https://intranet.amnesty.org/wiki/display/CC/Publishing+and+editorial 
Please contact publishing@amnesty.org with further questions about writing style or editing support. 
[bookmark: _Toc453761688][bookmark: _Toc453763746][bookmark: _Toc492287980]“rt numbered subheading”
It is up to the authors to decide whether to use numbered or non-numbered titles / headings / subheadings. We recommend using the numbered styles to add more clarity and structure to your document. It is usually best to avoid using a mixture of numbered/non-numbered as this could confuse readers. Be consistent within the document.
For numbered headings choose one of the three numbered heading styles from the Styles Gallery (don’t use the ‘Numbering’ button in the ribbon above) in descending order of hierarchy:
RT Title (numbered) – this is a chapter title style, such as ‘Introduction’ above
RT Numbered Heading – this is the first level of sub head, such as the 1.1 style shown above
RT Numbered Subheading - this is the second level sub heading, as per 1.1.1 with smaller type.
Smaller subheadings – RT Small heading CAPS
We have not developed numbering styles for headings below the levels shown above. For any headings  smaller than those, we recommend you use the un-numbered RT small heading CAPS style as shown at the top of this paragraph.
[bookmark: _Toc492287981]Quotes
	“‘RT Quote Text’ – use this for display quotes, with the Quick Parts ‘add quote text here’ style box.”

	‘RT Source Text’ - use this style to attribute your quote.



Use the “RT Quote Text” style for display quotes, and then the “RT Source Text” style for the attribution details of the quote. Display quotes are often used at the start of new chapters, but they can also be used wherever you think appropriate in a document. See examples later in this document. We suggest that you use the Quick Parts features for quick insertion, and to ensure that the display quote is correctly formatted with the long side-bar.
“RT Small Quote Text”
	Attribution use the RT Source Text style to explain who said the small quote when appropriate.
Use the RT Small Quote Text style shown above when you want to quote someone and don’t need to use the large display style. We recommend that you indent the text treated in this way, try using the ‘increase indent’ button in the Paragraph section of the HOME ribbon, but be consistent within the document with whatever treatment you choose.

	[bookmark: Text3][image: ]
	Case X: Title (RT Small HEADINGS CaPS FOR CASE STUDIES)
2nd line

	Add text here (RT Body Text). This style is useful if you want to highlight a case study section to stand out from other report content and you do not have or want to use a photo to illustrate it. The icons used are consistent with the design approach of our website Amnesty.org



	Case X: Title (RT SMALL HEADING CAPS – FOR CASE STUDY/PULL OUT BOX HEADINGS)
2nd line
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[bookmark: Text4]Add caption text here. To use this style it is easy to left-click on the photo and choose the ‘replace photo’ option to add your own image.

	Add body text here. This style is similar to the version above, but with space for a photo added.
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	Add heading here - this pull out has image in a separate column so no text will wrap below (RT small heading caps – for pull out box headings)
Add body text. This has a money icon and a tint box.



	[image: ]Add heading here - this pull out has wrap text on image set to 'Square' so text will wrap around
Add body text. Similar to the above, but with a ‘prison’ icon and adjusted so that the text will wrap-around the icon.



	Add heading here (RT SMALL HEADING CAPS – FOR CASE STUDY/PULL OUT BOX HEADINGS)
Add body text here. This is a simple text box, use it where you want to highlight text.
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The eye and arrow icons above can be useful to paste-in to make it clear which captions belong to which images. They are not compulsory. 
Please see below for further example icons (as used on Amnesty.org) – as Richard Swingler if you require further icons for your report.

[image: ][image: ][image: ][image: ][image: ][image: ]

[bookmark: _Toc492287982]Feedback requested
It should be emphasized again that we keen to continue development of templates to work as well as possible, so do please let Richard Swingler know how you get on with using them, both when you have positive experiences and especially if you have problems or encounter things that you think don’t work. We are aiming to update and enhance guidance as we discover any new fixes or areas that can be explained, and to continue to release improved and updated versions of the template periodically.





FOOTER REPORT TITLE HERE	
FOOTER REPORT SUBTITLE HERE	
Amnesty International	8
	Amnesty international 
is a global movement 
for human rights. 
When injustice happens 
to one person, it 
matters to us all.




this is the inside back cover
Please do not edit the new global movement statement above “RT Statement” style (except to change to a different language). 

Should you need to direct enquiries to a specific regional office, please edit the contact details in the footer. These are embedded in the footer of this page.  

To access the footer text below
Go to the ‘Insert’ tab in the ribbon, and choose ‘Footer’ from the Header & Footer segment. Look down the menu of different footers until you find the option to ‘Edit Footer’ near the bottom of the list. Choosing this option allows you to change the text in the footer. Only do this if you need to change the language or if you are sure about needing to use different contact details.

Please note that the Amnesty Twitter handle is now just ‘@Amnesty’ so you should no longer use the older version, ‘@Amnestyonline’

FOLLOW INSTRUCTIONS THEN Delete this TEXT BOX 

this is the back cover
Please replace the positional text with the report title and sub title as shown, and add your back cover blurb copy of no more than 200 words. Then access the footer, to ensuring that you have added the publication date and the index number, and – if your version is NOT in English, added the name of the language that is used in the report in English language text below the date.
Tips and guidance can be found on the Publishing Toolkit pages. Please send feedback on using this cover template to Richard Swingler and note that this is a test version only and will be replaced with an updated version in due course.

FOLLOW INSTRUCTIONS THEN Delete this TEXT BOX 

 REPORT TITLE REPEATS HERE USE  
 THIS STYLE AI HIGHLIGHTED TEXT 
report Subtitle repeats here use this type style and keep wording consistent with front cover 
Back cover blurb goes here. Please ensure that you restrict this text to 200 words maximum for the lead English version, and be aware that this short description of the content of the report is likely to be used as a synopsis online or in documents that reference the publication. Note that this text is contained within a text box.
Please ensure that you use the style: ‘RT Back cover blurb’. This type should be Amnesty Trade Gothic 12 point with exactly 15.5 point spacing.


	Contact us
	Join the conversation

	[image: ]info@amnesty.org

+44 (0)20 7413 5500
	[image: ]www.facebook.com/AmnestyGlobal

@Amnesty



Index:  AFR 44/1657/2016
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