 briefing title 
 [Use “b FRONT COVER MAIN 
 TITLE” Style] 
BRIEFING SUBTITLE [USE “B subtitle” STYLE] MAXIMUM LENGTH OF TITLE AND SUBTITLE COMBINED is 12 WORDs

[image: ]Abstract text [use “B abstract” style]. The abstract is a brief summary similar to the back blurb of a report. The maximum length is 60 words. 
Caption for optional front cover image [use “B Caption Text” style]. The image is not compulsory. If you do not wish to include an image on the front cover, delete the image placeholder and this caption box. If you do wish to include one, right-click on the image and choose the “Change Picture” option. Keep image frame size to 8.02cm x 11.27cm and position 7.31cm from side of page and 14.57cm from top of page. Include copyright information. © Amnesty International
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[bookmark: _Toc77322105][bookmark: _Toc82418426]Headings [use “B NUMBERED heading” style]
Use numbered or unnumbered headings for the sections of the briefing. Examples of both are included in this template – see additional guidance. These will appear in the table of contents. These are:
· Executive summary
· Methodology
· Background (optional)
· Various sections to present findings and analysis 
· Conclusion and recommendations 
The Executive summary summarizes all the key points of the briefing. It should contain no more than 10% of the total word count of the briefing. 
The Methodology section is mandatory and presents the scope and methodology of the briefing.
A background section is optional.
A briefing is likely to contain several sections that present findings and analysis, including legal analysis. Use a heading appropriate to the content for each one.
A briefing ends with a Conclusion and Recommendations section. 
[bookmark: _Toc77322106][bookmark: _Toc82418427]Subheadings [use “B NUMBERED subheading” style]
Use numbered or no numbers subheadings to subdivide the content of sections of the briefing into subsections. These will appear in the table of contents.
Small headings [Use “b small heading caps” style]
Use small headings if needed to subdivide the content of subsections. These will NOT appear in the table of contents.
[bookmark: _Toc77322107][bookmark: _Toc82418428]Body text
All the body text should be in the same style [use “B Body Text” style]. This is justified to the left. Do not change this.
Where needed, you can use the “Bold body character” style to highlight particular words in a body text passage. Note that this is a “character style” as opposed to a “paragraph style”, meaning that it can be applied to a word or phrase without changing the “B Body Text” style of the paragraph as a whole.
[bookmark: _Toc77322108][bookmark: _Toc82418429]Footnotes
Use footnotes to reference sources and other purposes.[footnoteRef:2] Use the operational policy Amnesty International House Style to ensure references are correctly formatted.[footnoteRef:3] [2:  Footnote text [use “Footnote Text” style]. Note that footnote numbers are superscripted.]  [3:  Footnote text [use “Footnote Text” style].] 

[bookmark: _Toc77322109][bookmark: _Toc82418430]Other essential components
[bookmark: _Toc77322110][bookmark: _Toc82418431]Front cover
The front cover is a title page with the Amnesty International wordmark. It has a different format to the rest of the pages of the briefing. An image is optional.
There is no inside front cover.
[bookmark: _Toc77322111][bookmark: _Toc82418432]Table of contents
The table of contents, as indicated above, includes the headings (of sections) and subheadings (of subsections) only.
[bookmark: _Toc74236207][bookmark: _Toc77322112][bookmark: _Toc82418433]Headers and footers
There are no headers.
There is a repeated footer (from page 2 onwards) that includes the title and subtitle of the briefing and, below that, “Amnesty International”. These are justified to the left of the page. It includes a page number in the centre of the page. 
[bookmark: _Toc82418434]Back page
The end of the briefing is marked by a section break to allow different formatting for the back page. This is divided into three parts. 
· The top part contains a description of Amnesty International. Do not adjust this.
· The middle part contains a box with global contact information for Amnesty International, and another one to the right with copyright information. Do not adjust these.
· The bottom part contains publication information on the briefing. Adjust the text highlighted in yellow:
· Month and year of publication
· Index number
· Original language
· Year of copyright
The year of copyright should be the same as the year of publication. Change the original language from “English” if the briefing was originated in another language.
Having made these changes, remove the yellow highlighting from the publication information at the bottom of the back page.
[bookmark: _Toc77322114][bookmark: _Toc82418435]Properties
In accordance with the guidelines for AIDAN, change the “Author” of the document under “Properties” to “Amnesty International” before publication. Microsoft Word automatically records the name of the individual who created the document as “Author”; this may generate a security or confidentiality concern on publication.
[bookmark: _Toc77322115][bookmark: _Toc82418436]Optional components
[bookmark: _Toc77322116][bookmark: _Toc82418437]Bullet points
Use the small round bullet points in the Bullet Library by clicking on the bullet icon under “Home” and choosing the bullet point format below. Note the indentation. Refer to the operational policy Amnesty International House Style for how to introduce bullet points and how to ensure consistency of grammatical forms punctuation in them.
· Bullet point 1
· Bullet point 2
· Bullet point 3
Bullet points are often used for recommendations in the Conclusion and Recommendations section.
[bookmark: _Toc82418438]Quotations
Place quotations of three lines or more in a separate paragraph and use the distinct quote style. Introduce these quotations with a colon. Do not indent these quotes.
“Quote text [use “B Small Quote Text” style].”
[bookmark: _Toc77322118][bookmark: _Toc82418439]Images
[image: ]Insert images directly into the document and resize them as appropriate. Add a caption either underneath the image or to the side of it. Ensure that the caption includes copyright information where needed (for example, © Amnesty International).Image caption text [use “B Caption Text” style]. This is an example of a caption to the side of the image. It has been added in a separate text box on the right-hand side of the image. © Amnesty International

[bookmark: _Toc77322119][bookmark: _Toc82418440]Display quotes
Use the specially styled single-cell tables below for display quotes. Display quotes are often used at the start of new sections, but they can be used to give prominence to compelling quotes wherever appropriate in a briefing. There are two options: one extending across the full width of the page, the other extending across part of it.
Full width
The display quote below extends across the full width of the page.  “B Quote Text” paragraph style for display quotes, (see the display quote box below as well as the narrower version further on in this section) and then the “B Source Text” style for the attribution details of the quote. Display quotes are often used at the start of new sections, but they can also be used wherever you think appropriate in a document. 
	[bookmark: _Toc74236202]“Display quote text [use “B Quote Text” style].”
Source of quote [use “B Source Text” style]



Part width
	“Display quote text [use “B Quote Text” style].”

	Source of quote [use “B Source Text” style]


The display quote to the right is an example of one that occupies only part of a page. This one takes up roughly half of the width of the page. 


Formatting
Display quotes are formatted as a table with a bold vertical line on the left-hand side. Include the source of the quote immediately below. To position a display quote correctly, copy and paste the samples found in this template into the right location in the briefing. You can vary the layout of the display quote, such as by adjusting its width; click once inside the display quote to select it (or hover over it) and then click on the small square with four arrows inside that appears in the top left-hand corner.
[image: ]





[bookmark: _Toc77322120][bookmark: _Toc82418441]Text boxes
	text box heading [use “B small heading CAPS” style]
Text box text [use “B Body Text” style]. This text box occupies the right-hand side of the page.
[image: ]It includes an image with a caption underneath that includes copyright information.
Image caption text [use “B Caption Text” style] © Getty


Use text boxes for compartmentalizing text that sits outside the narrative flow of the briefing. 
This example sample text box has been taken from the Research report template and is formatted as a single-cell table. You can vary the layout of the text box, such as by adjusting its width; click once inside the box to select it (or hover over it) and then click on the small square with four arrows inside that appears in the top left-hand corner.
Text boxes may include icons and/or images. If you include an image, ensure that you add a caption underneath the image and include copyright information.











	[image: ]TEXT BOX HEADING [Use “B small heading CAPS” style]
Text box text [use “B Body Text” style]. This text box includes an icon with the text wrap control set to “Square” so that the text wraps around it. Adjust the text wrap setting if required. Be careful when making formatting changes to the text box as they may stop the text successfully flowing around the icon. 
Refer to the Brand Hub to choose other icons.


[bookmark: _Toc77322121][bookmark: _Toc82418442]Case studies
	Case study heading [use “B SMALL HEADING CAPS” style]

	[image: ]
	Image caption text [use “B Caption Text” style] © Getty

	Case study text [use “B Body Text” style]. Case studies contained within a specially formatted table and have a distinctive bold vertical line down the left-hand side. It does not easily break across a page.
This example includes a photograph and a corresponding caption positioned to the right.
To use this component, right-click on the photograph and choose the “Replace Picture” option to add your own image. Ensure that the image has a corresponding caption that includes copyright information as needed.



[bookmark: _Toc77322122][bookmark: _Toc82418443]Figures (charts, graphs and tables)
Use figures (charts, graphs and tables) to present significant quantities of data in a form that is easy to understand. Follow the guidance in Amnesty International House Style on the style and labelling of figures and captions for them, as well as referencing to them.
Keep to a restricted palette of Amnesty International brand colours (yellow, grey and black), where possible (see Brand Hub for further details).
If you create a figure in Excel, apply Amnesty Trade Gothic font to the text inside the chart. The default font for text in Excel is Calibri.
The chart below was created in Excel. The style gallery was used to help quick formatting. For translation purposes, provide translators with the source files 

Chart caption text [use “B Caption Text” style]. Note that translators will also need the original Excel document. To adjust the formatting of Excel chats in Word, left-click on the chart and use the ‘+’ icon to add and edit components.
[bookmark: _Toc77322123][bookmark: _Toc82418444]Additional guidance [“B HEADING (NO NUMBERS)” STYLE]
[bookmark: _Toc77322124][bookmark: _Toc82418445]Writing guidelines [“B Subheading (no numbers)” style]
Refer to Writing for Amnesty International (Index: DOC 10/6309/2017) for guidance on writing style.
[bookmark: _Toc77322125][bookmark: _Toc82418446]House style
Refer to the operational policy Amnesty International House Style to ensure the briefing complies with house style. To help with compliance with house style spelling, ensure you have downloaded the AmnestySpell spellcheck app from the Software Center. 
[bookmark: _Toc77322126][bookmark: _Toc82418447]Brand hub
Refer to the Brand Hub for further guidance on design.
[bookmark: _Toc77322127][bookmark: _Toc82418448]Queries
If you have any queries or suggestions or require help with formatting, please contact the Research Standards and Practices Unit (research@amnesty.org).
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FOOTER briefing TITLE [use “B footer title” style]	
FOOTER briefing SUBTITLE [use “B Footer briefing subtitle” style]	
Amnesty International	2
 Amnesty International is a movement of 10 million people  
 which mobilizes the humanity in everyone and campaigns  
 for change so we can all enjoy our human rights. Our vision  
 is of a world where those in power keep their promises,  
 respect international law and are held to account. We are 
 independent of any government, political ideology, economic 
 interest or religion and are funded mainly by our membership 
 and individual donations. We believe that acting in solidarity 
 and compassion with people everywhere can change our 
 societies for the better. 
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Except where otherwise noted, content in this document is licensed under a Creative Commons (attribution, non-commercial, no derivatives, international 4.0) licence (see creativecommons.org/licenses/by-nc-nd/4.0/legalcode).
Where material is attributed to a copyright owner other than Amnesty International, this material is not covered by the Creative Commons licence.
For more information, visit the permissions page on Amnesty International’s website. 
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