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The goal of this style guide is to ensure that reports
created for projects funded by the Growth and
Accessibility Planning (GAP) Technical Assistance
Program have a consistent format and style.




LOGOS

The logo of the recipient appears on the front
cover and back cover of the document
(in the location indicated).

The logo on the front and back covers should be
either in a .png format or an lllustrator (.ai) format so
that it has a transparent background. There should
not be a white rectangle around the logo.

If the logo is a dark color, use the reverse logo
(white), so that it reads well on the dark blue
background.

If a recipient does not have a logo or the logo
doesn’t read well with a dark background, include
the name of the entity in text.

REPORT TITLE GOES HERE
ADDITIONAL TEXT FOR REPORT TITLE
GOES HERE IF NEEDED

DRAFT MONTH 2021

front cover

back cover
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COLOR
PALETTE

In order to maintain a consistent identity,
these colors are to be used for GAP materials.

Screens of the colors can be used as needed for
’rab|es, graphs, char’rs, efc.

Primary Colors

CMYK
RGB
HEX

CMYK
RGB
HEX

Accent Color

CMYK
RGB
HEX

100/80/26/10
21/71/123
14467 a

0/0/0/50
147/149/152
939597

71/0/33/0
34/188/185
22bcb8
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FONTS

Consistent use of appropriate fonts contributes
to a distinctive and recognizable brand.

Additional Information:

* Do not combine a variety of different fonts
in one headline

* Do not feature extremely large differences
in the size of type

= Do not feature broad leading between lines
of type

* Do not feature headlines that require more
than three lines of type.

Futura Book

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz
0123456789

Futura Medium

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz
0123456789

Futura Bold

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
0123456789
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Layout

Text should be laid out in the 2-column format as indicated in the template. A
3-column format is included for when the 2-column format does not meet the
needs for the page. This might include a photo or graph that works better as

F IX E D N D 2/3 of the page rather than 1 column of the page or full-width.
A —

2-Column Format
T

FLEXIBLE
ELEMENTS

Fixed Elements
The following items are included in the layouts and - :
their size, font and color are fixed elements: e =

4Bold body copy:
N

- gezﬁon heading 2-column format -1 column images 2-column format - full width image
= Body

» Subhead

= Bullets

* Numbered bullets

» Second Tier indented subheads
» Second Tier indented bullets

Headers and Footers are set in the template and are
fixed elements.

Flexible Elements

Photos and graphs must be the set template column
width, but can vary in height as needed. Photos
included in the template are examples of types

and placement of photos and may be used in the

document if desired. 3-column format - 2/3 page image Style Guide | a




PHOTOS

= Do not use drop shadows on the bounding
box of photos or on silhouetted images.

= Do not use collages or combine more than
one photo. A single, powerful photo is far
more effective at attracting attention and
drawing the viewer in.

= Do not use clip art, halos on photos, photo
blends and montages, or crop images in
non-traditional shapes.

COVER

There is space for four photos to be placed
in the four quadrants on the cover. These
photos should be high quality and highlight
key features of your message. The photos
provided on the template cover (as well as
on any page) may be used if they are useful
for your particular program.

PHOTOS

Photos of people should tell a story. Individuals should not be looking into the
camera, rather shot in a lifestyle approach. Images should be ethnically diverse.
People should not be personally identifiable unless stock photos are used or a
photo release is secured (including staff).

Environmental/infrastructure photography should illustrate your message and
add inferest to the page.

All photos should be bright (not so dark you can’t make out what is in the photo),
should be sharp and have good quality resolution (not out of focus or digitized)
and are cropped in a way that focuses in on the pertinent message of the photo.
Crop out extraneous backgrounds and non-essential elements.

Photo is too dark.

X

i: J.II

Photo is low resolution.

o bt N
i A
e :

Cropped to include only

Photo needs cropping.
important elements.
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Maps
Maps may be formatted as full page, half page or quarter page. Identify
the map using the text style above each map in the template.

Map 1 - Full Page Map 2 - Half Page

Full page map Half page and Quarter page map
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TABLE Tables, Graphs and Charts
/ Samples of tables, graphs and charts are included in the template. Use

these to keep the style of graphics consistent throughout the document.

Screens of the primary and accent colors can be used as additional colors
< RA P H S for graphs and charts if needed.

Table 1: Name of Table (Example of full-width table)
Header Header Header Header : Nam o o rt 1: Name of Pi
fext goes here x x x x x x
he x x x x * *

foxt goes here

foxt goes here

CHARTS A

Table 2: Name of Table (Example of header column divided into 3 sub-columns)

Header - Figure 1: Name of Graph
column 2A | column 2A | column 2A

cuen W cwmrer [ o

uuuuuuuuu

st repone | @ wasonsreponc | @

Example of tables Example of tables, graphs and charts
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CO PY Copy Citations and Style

Copy: AP style.

Citations: Reference numbers should be indicated in the copy
and full citation will be included as a footnote.

AN(D

STYLE
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