Fiscal Policy Institute

Budget Briefing Book Style Sheet


MARGINS

· .75” all around. If necessary the bottom margin can be .50” but no less.

FONT

· Arial for all charts and tables except title – Make titles Times New Roman.

· Times New Roman for text pages.

· At least 10 pt font everywhere.

· 20 point and bold for titles. Left justify the titles.

· For text pages, heading 20 if possible or close. Remaining page should be 16 or close.

CHARTS

· No page/chart border

· Axis options: No tick marks on Y – OR X – axis. 

· Also, position axis ON tick marks rather than BETWEEN tick marks

· No unnecessary decimal places in the labels on the Y-axis (i.e., if all the numbers after a decimal place are zeros, there is no need for the decimal places; if the y-axis labels are in half units, such as 6.0, 6.5, 7.0, 7.5, then all the labels should have one decimal place).
· Gridlines are dashed not solid (long dashes, 4th choice on Excel 2007) and ARE BLACK. (These photocopy better.)

· Plot outline and both axes are BLACK.

· DATA COLOR – Use dark colors – Use 7 point for all markers except squares which are 6 – Use a nice heavy line (2.25). 
· Titles for charts should be put in text boxes. Do not use the Chart Title option. This allows for repositioning the chart title in the appropriate place. The left edge of the title should align with the Y axis of a chart. 

· Avoid using shading in bar charts because when copying, the quality of the shading varies dramatically.

· For all bar and line charts, DO USE COLOR (it makes presentations much more engaging) but ALSO USE PATTERN, being mindful that there will be B&W photocopies as well as color PDFs.

TABLES

· Column headers are bold.

· When copying from Excel, first untick Gridlines under View.
· Do not use shading on rows.

GENERAL

· In Sources and Notes – please italicize (don’t quote or bold) titles of sources. No bolding whole note.
· No headings, footers, page numbers.

· No figure numbers in titles.
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