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Margin pull-out: can be a quote or a stat. Maximum 30 words. Xxx xxxxxx xxxx xxxxx xxx x xxxxx xxx xxxxxxxxx x xxxxxx xxxxxx xxx x xxxxx xxxx xxx xxxx xxx x xxxxxx

Margin pull-out credit: maximum 10 words

Margin box heading: maximum 12 words for heading

Margin box text: can be used for case studies, tips, key points etc. The maximum word count for text and heading in margin boxes is 100 words.

Do not split box over 2 pages.

Margin pull-out: can be a quote or a stat. Maximum 30 words. Can have credit below, ie, to write someone’s name and age. 

Margin caption: maximum 28 words. Sits to the left of an image, in the margin. Where possible, it should align with the bottom edge of the image.

Margin box heading (Tip):

Margin box text: place tips in the margin, maximum 100 words. Do not split box over 2 pages.

Margin box heading (Case study):

Margin box text: can be used for case studies, maximum 100 words. Do not split box over 2 pages.

Margin caption: maximum 28 words. Sits to the left of an image, in the margin. Where possible, it should align with the bottom edge of the image.

Margin box text: Xxxxxx xxxxxx xxx xxxxxxxxxxxx xxxxxx xxxxxxxxx xxxxxxx xxxxxxx xx x xxxxx xxxxxxxxx.

1. Margin footnote: reference number at start in Bold (Margin footnote + bold). 

2. Please follow our editorial style guidelines on notes and references. You can find these at: www.helpage.org/brand/basic-elements/editorial-style

3. Xxxxxxxxx xxxxxxxx xxxxxxxxxxxx xxxxxxxxx xxxxxxxxx 
Any parts of this publication may be reproduced for non-profit purposes unless indicated otherwise. Please clearly credit HelpAge International and send us a copy 
of the reprinted article or a web link.

Copyright © [year] HelpAge International
Registered charity no. 288180

www.helpage.org
	Heading 1: maximum 60 characters, 2 lines
Intro paragraph: this paragraph sets out the context for the guidelines, it summarises the problem, who the guidelines are for and what they set out to do. It should be 6-8 lines long (60-85 words). Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxxxxxxxxx xxxxxx x xxx xxxxx x.
Normal: text is always black. Please follow our editorial style guidelines on spellings, numbers, punctuation, choice of words and references. You can find these at: www.helpage.org/brand/basic-elements/editorial-style

Xxxxxxxxx xxx xxxxxxx xxxx xxxx xxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x x xxxxxxxxxxx xxxxxx xxx. Xxxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx xxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx.

Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxx xxxxxx xxxxx xx xxxxxxx. Xxxxxxxxx xxx xxxxx.

Heading 2: maximum 51 characters, 1 line 

Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x x xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxx xx.
· List bullet: each bullet should be a maximum of 3 lines long

· xxx xxxxxxxxx xxxxx x xxxxxxxxx xxxxxxxxxxxx xxxxxx xxxxxx x xxxx xxxxxxxx

· xxxxxxxxxx xxxxxx xxx xxxxxxxxxx xxxxxxx xxxxxxxx xxxx x xxxxxxxx xxxxxxxxx

· xxxxxxx xxxxxxxx xxxxxxx xxxxxxxxx xxxxx x xxxxxxxxx xxxxxxxxxxxx xxxxxx xxxxxx x xxxx xxxxxxxx

· xxxxx xx xxxxxx xxxxxxx xxxxxxxxx xxxxx x xxxxxxxxx xxxxxxxxxxxx xxxxxx xxxxxx x xxxx xxxxxxxx xxxxxxxxxxxxxxxxxxxx xxxxxx xxxxxxxxx

· xxxx xxx xxxx xxxxxxx x xxx xxxxxxxxx xxxxx x xxxxxxxxx xxxxxxxxxxxx xxxxxx xxxxxx x xxxx xxxxxxxx

· xxx xxxx xxxxxxxxxx xxxx xxxxx xx xxx xxxx xxxxxxxxx xxxxx x xxxxxxxxx xxxxxxxxxxxx xxxxxx xxx xxx x xxxx xxxxxxxx xxxxxxxxxxxxxxxxxxxx xxxxxx xxxxxxxxx

· xxx xxxx xxxxxxxxxx xxxx xxxxx xx xxx xxxx xxxxxxxxx xxxxx x xxxxxxxxx xxxxxxxxxxxx xxxxxx xxx xxx x xxxx xxxxxxxx xxxxxxxxxxxxxxxxxxxx xxxxxx xxxxxxxxx

· xx xxx xx xxx xxxxxxxxxxx xxxxxxxxx xxxxx x xxxxxxxxx xxxxxxxxxxxx xxxxxx xxxxxx x xxxx xxxxxxxx xxxxxx xxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxx xxxxxx. Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx. Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxx.
Heading 2: maximum 51 characters, 1 line 

Xxx xxxxxx xxx xxxx xxx xxxx xxxxxxx xxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxx xxxxxx. Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx. 

Xxxx xxxxx xxx xxxxxxx xxxx xxxxxxx xxx xxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxx xxxxxx.

Xxxxx xxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxx xxxxxx. Xxxxxxxxx xxx xxxx xxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx.

Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxx xxxxxx.

Xxxx xxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xx xx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxx xxxxx xxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxx xxxxxx. Xxxxxx xxxxxx xxxxxxx xxxxx xxxxxxxxx xxxxxxx x xxxxxxxxxx.

Where text wraps around an image, the distance from text should be set to 5mm  on all 4 sides of the image. For text wrapping, the Wrapping Style should be set to 'Square' or 'Tight'.

Heading 2: maximum 51 characters, 1 line 

Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxx xxxxxx.

Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxx xxxxxx. Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx. Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx.

Heading 3: maximum 63 characters
Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxx xxxxxx.
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Heading 3: maximum 63 characters
Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxx xxxxxx. Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx.
Main body box heading 3: maximum 55 characters

Main body box: can be used for case studies, tips, key points etc. Do not split box over page. Each paragraph should be a maximum of 100 words long. Xxxxxxxxxx xxxxxxx xxxxxxxxxx xxxxxxxxxx xxxxxxxx. Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx.

Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxxii xxxxxx. 

Heading 3: maximum 63 characters
1. List number: each bullet should be a maximum of 3 lines long

2. xxxxxxx x xxxxxxx xx xxxxxxxx xxxxxx xxxxxxxxx xxxxxxxx xxxxxxxxxx xxxxxxx

3. Xxxxx x xxx xxxxxxx x x xxxxxxxxx xx  x xxxxxx xxxx

4. xxxxxxxx xxxx x xxxxxxxxxx xxx x xxxxx xxxxxxx xxxxx xxxxxx x xxxx xxxxxxxxx xxxxx xxxxxxxxxx xxxx xxxxx xxxxxxxx xxx x xx.

Heading 3: maximum 63 characters
Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x. Xxxxxxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx xxx.

Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxx xxxxxx. Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx. X x xxxxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxx.

Heading 3: maximum 63 characters
Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxx xxxxxx. Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx.

List bullet headings: List bullet: each bullet should be a maximum of 3 lines long

Xxxxxx xxxxx  Xxxxxxx xxxxxx xxxxxxxx xx xxxxxx xx x xxxxxx xxxxxx xxxxxx

Xxxxxxxx x xxxxx xxxxxxx  Xxxxxx xxxxxxxx x xxxxxxx xxxxxxxxxxxxx xxxxxxx x xxxxxxx

Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxx xxxxxx. Xxxxxxxxx xxx xxxxxxx xxxx xxxxx.

Heading 3: maximum 63 characters
Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx xxxxxxxxx.

Xxxx xxxxxx xxx xxxxxxxxx xxx xxxx x xxxxx xxxxxx. Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx.

Main body box heading 2 (Key points)

· Main list bullet box: these bullets sum up the main arguments put forward in these guidelines. There should be 3-4 short bullets. Each bullet should be a maximum of 3 lines long.

· xxxxx xxxxxxxxx xxxxxxxxx xxxxxxxxxxx

· xxxxxxxxxxx xxx xxxxxxxxxxx xxxxxxx xxxxxxxxxxxxx xxxxx x xxxxxxxxxxxxxxxx xxxxxxxx

· xxxxx xxxxxxxxxxx xxxxxxx xxxxxx x xxxx xxxxx x xxxxxxx x xxxxx xxxxx.

Heading 2 (Find out more)

Provide titles, brief descriptions and weblinks of useful resources. Xxxxxxxxx xxx xxxxxxx xxxx xxxxxxxxxxx xxxxxx xxx x x xxxxxx xxxxxx xxxx xxxxxxxxxx xxxxxx x xxx xxxxx x  xxxxx xxxxxxxxx xx x xxxxxxxxxxxxx xxxx x xxxxxx xxxxxx xxx.
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