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HelpAge guidelines – how to use the template
Welcome to the HelpAge guidelines template. This template has been designed to enable you to produce professional-looking guidelines that follow our design style. To do this, you will need to be familiar with ‘styles’ in Microsoft Word. You can find the Style menu in the Formatting toolbar.

You may find it helpful to print out a copy of these instructions and the separate guidelines template, so that you can refer to them as you go along. Formatting a four-page document will probably take about an hour. Make sure you allow enough time for this, plus time to check for errors and make corrections. 
Before you begin
Before you start formatting your document, make sure you have followed procedures for producing a new publication. Use the Publications concept form on the intranet to help you plan the publication. Make sure your draft has been reviewed by one or more colleagues and edited, and that the writing is plain and clear.
Also check your draft for length and structure. Practical guidelines are up to four pages long (around 1,500 words for the main text) and contain certain elements, including an engaging introductory paragraph, a ‘Key points’ box and a ‘Find out more’ box listing resources. They also include snippets of information, such as case studies, tips or quotes. 
Formatting 
Once you have final text, you can use the template to format your document.
1: Clear the formatting of your draft. Open the template and save it as a new document. Now, open the file containing your text and clear the formatting. To do this, highlight all the text and click on ‘Clear formatting’ at the top of the Style menu. This will remove any existing styles, so that you don’t accidentally copy them into the template.

2: Start pasting and formatting text. Keep both files open. You may prefer to paste one paragraph at a time, or to paste the entire text into the new document. To format the text, highlight each section (heading, introduction, normal text and so on) and click on the appropriate style in the Style menu. This will format it automatically.
3: Insert elements in the narrow column. The template separates main body text (in the wide column) from supplementary text (in the narrow left-hand column). As you format your document, look out for elements that could go in the narrow column. They could include quotes by older people, statistics, case studies or tips. Give tips and case studies headings, such as ‘Tip: Make changes gradually’ or ‘Case study: Kenya’. Aim for about two items in the narrow column on each page, and space them out so that the page does not look cluttered. 

If you don’t have enough elements for the narrow column, see if you can source some more. These will give your guidelines context and help bring them to life.

4: Add images. If you want to include any images, graphics or tables, remember that the guidelines may be printed out in black ink only, so make sure they will work in black and white. If you are wrapping text around an image, place the image in normal (not bulleted) text and allow enough space around it. The template gives instructions for text wrapping, so please follow these. 

5: Check your formatted document. Make sure your document includes all the text and check it against the original template. If it is too long, you will need to cut some text, or you might be able to move some text into boxes in the narrow column, if appropriate.

6: Proofread your document. You will need to check two aspects of your document: design and editorial. Check these separately, as you will be looking for different types of error. Remember to check all parts of the document, including the header, footer and year of publication. Don’t forget to refer to the HelpAge editorial style guidelines to make sure your document follows our style for spelling, punctuation and so on. Ask one or more colleagues to proofread too, as they may spot things you haven’t noticed. 
7: Schedule an update. Make a note to review the document at least once a year to make sure it stays up to date. You may need to replace some elements, such as statistics. 
Useful links 
HelpAge guidelines template
www.helpage.org/brand/templates
Publications concept form 
http://hai-intra.jamkit.com/Workgroups/Communications/Guidelinesandprocedures/List/Publicationsconceptform
Editorial style guidelines
http://hai-intra.jamkit.com/Workgroups/Communications/Guidelinesandprocedures/List/Editorialstyleguidelines
Copy-editing and proofreading
http://hai-intra.jamkit.com/Workgroups/Communications/Guidelinesandprocedures/List/Copy-editingandproofreading
Communications - Guidelines and procedures 
There are more guidelines on publications in this section of the intranet. 
http://hai-intra.jamkit.com/Workgroups/Communications/Guidelinesandprocedures
Any questions? 
We hope you find the template easy to use. If you have any queries or comments, please get in touch.

Thank you
Celia Till, Publications Coordinator
HelpAge International, London
ctill@helpage.org
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