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[bookmark: _Toc83726464]Document Title (Heading 1 in Styles)	Comment by Sellman, Suzanne (OS/ASPR/OEA): For a more formal look to longer documents and reports, use the pre-designed report cover available on the ASPR Portal for download. For shorter documents, use the pre-designed ASPR banner shown here. This banner should be centered at the top of the first page only. Do not use the report cover and banner in the same document.
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[bookmark: _Toc83726465]Executive Summary (Heading 2 in Styles)	Comment by Sellman, Suzanne (OS/ASPR/OEA): This template is the body of your report or document. To order a custom cover, contact the Division of Communication at ASPRComms@hhs.gov. 

All documents should include a footer with the title of the document and the page number. The footer format is set in the Styles pane.

Before finalizing a document, run the Check Accessibility option located under the Review tab. Fix any issues found.

This document was formatted to be compliant with Section 508 of the Rehabilitation Act to be accessible to users of all abilities. These paragraphs are based on Normal in the Styles pane with Arial, 11pt font. Simply replace the holder text in this document with your own to ensure it complies with both ASPR branding standards and Section 508.	Comment by Sellman, Suzanne (OS/ASPR/OEA): Ensure hyperlinked text is clear, unique, and makes sense when announced (via screen readers) in isolation. For example:
On April 16, the FDA revoked the EUA for the monoclonal antibody bamlanivimab. Click here to read the release. (INCORRECT)
On April 16, the FDA issued the release “FDA Revokes the EUA for the Monoclonal Antibody Bamlanivimab. (CORRECT).

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna eros quis urna. Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.
Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Proin pharetra nonummy pede. Mauris et orci. Aenean nec lorem. In porttitor. Donec laoreet nonummy augue.
[bookmark: _Toc77590823][bookmark: _Toc77591024][bookmark: _Toc77591987][bookmark: _Toc77592162][bookmark: _Toc83726466]Main Section (Heading 2 in Styles)	Comment by Sellman, Suzanne (OS/ASPR/OEA): Each main section of your document will be titled using Heading 2 in the Styles pane.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna eros quis urna. Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.
Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Proin pharetra nonummy pede. Mauris et orci. Aenean nec lorem. In porttitor. Donec laoreet nonummy augue.
Suspendisse dui purus, scelerisque at, vulputate vitae, pretium mattis, nunc. Mauris eget neque at sem venenatis eleifend. Ut nonummy. Fusce aliquet pede non pede. Suspendisse dapibus lorem pellentesque magna. Integer nulla.
[bookmark: _Toc77590824][bookmark: _Toc77591025][bookmark: _Toc77591988][bookmark: _Toc77592163][bookmark: _Toc83726467]First Level Title (Heading 3 in Styles)	Comment by Sellman, Suzanne (OS/ASPR/OEA): For each subsection of the main section, use Heading 3, Heading 4, and so on until you are ready for the next main section, where you will return to Heading 2.
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna eros quis urna. Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.
Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Proin pharetra nonummy pede. Mauris et orci. Aenean nec lorem. In porttitor. Donec laoreet nonummy augue.
Suspendisse dui purus, scelerisque at, vulputate vitae, pretium mattis, nunc. Mauris eget neque at sem venenatis eleifend. Ut nonummy. Fusce aliquet pede non pede. Suspendisse dapibus lorem pellentesque magna. Integer nulla.
Second Level Title (Heading 4 in Styles)
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna eros quis urna. Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas.
Proin pharetra nonummy pede. Mauris et orci. Aenean nec lorem. In porttitor. Donec laoreet nonummy augue. Suspendisse dui purus, scelerisque at, vulputate vitae, pretium mattis, nunc. Mauris eget neque at sem venenatis eleifend.
Ut nonummy. Fusce aliquet pede non pede. Suspendisse dapibus lorem pellentesque magna. Integer nulla. Donec blandit feugiat ligula. Donec hendrerit, felis et imperdiet euismod, purus ipsum pretium metus, in lacinia nulla nisl eget sapien. Donec ut est in lectus consequat consequat.
[image: Healthcare provider inserting syringe in bottle.]	Comment by Sellman, Suzanne (OS/ASPR/OEA): To ensure that your image and caption is read by assistive technology, insert images as In-line with Text. Images should be centered on the page and include a photo caption and number or photo credit and number. 

To add an image, go to the Insert tab and choose where the image is located from the Pictures icon tab. Once inserted, right click on the image and select In-line with Text under the Wrap Text option. Right click on the image again and select Insert Caption. The caption/credit format is set in the Styles pane. 

Don’t forget to include alt text by right-clicking on the image, selecting Edit Alt Text. Enter a description of the image. Place a border around your image by right-clicking on the image, selecting Format Picture, select the paint can icon, then Line. Select Solid Line and choose black for the color.

Images can be right or left justified with text wrapped around the image only if the image does not add anything to the content. Use the Alt Text feature to mark the image as Decorative.

Photo Use Guidance
According to the HHS Office of General Counsel, ASPR documents that include photos from the internet used without the copyright holder’s permission are a potential liability for copyright infringement. To avoid this concern, only use images that are obtained:
 from a known public domain repository (for example, images created by federal employees and posted to ASPR’s Flickr.com/phegov account or from the CDC photo library);
 under license that warrants no infringement of copyright or violation of privacy/publicity rights; or 
 by procurement contract (e.g., iStockPhoto or Getty Images).


Photo Caption 1: BARDA supported the development of 65 COVID-19 medical countermeasures. (Photo courtesy of GettyImages.com)
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna eros quis urna. Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas.
Third Level Title (Heading 5 in Styles)
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna eros quis urna. Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Proin pharetra nonummy pede.
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	Header 1	Comment by Sellman, Suzanne (OS/ASPR/OEA): It is important to use the table feature within Word to add tables to your document. Images of tables and charts created in other applications and then pasted into Word may not accurately convey all necessary information to participants who use a screen reader. 

Tables are inserted by clicking on Insert, Table, Insert Table. The table header should be formatted is Dark Blue: Accent 1 with White Text. The table border should also be set to Dark Blue: Accent 1. All tables and charts should include a table number and description by right clicking on the table and selecting Insert Caption. The table description format is set in the Styles pane. Remember to add alt text by right clicking on the table, choose Table Properties then the tab Alt Text. 
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[bookmark: _Toc77590825][bookmark: _Toc77591026][bookmark: _Toc77591989][bookmark: _Toc77592164]Suspendisse dapibus lorem pellentesque magna. Integer nulla. Donec blandit feugiat ligula. Donec hendrerit, felis et imperdiet euismod, purus ipsum pretium metus, in lacinia nulla nisl eget sapien. Donec ut est in lectus consequat consequat. Etiam eget dui. Aliquam erat volutpat. Sed at lorem in nunc porta tristique.

	Comment by Sellman, Suzanne (OS/ASPR/OEA): It is important to use the chart feature within Word to add charts to your document. Images of charts created in other applications and then pasted into Word may not accurately convey all necessary information to participants who use a screen reader. 

Charts are inserted by clicking on Insert, Chart, then select Type of Chart. The chart header should be formatted is Dark Blue: Accent 1 Text. All charts should include a Figure number and description by right clicking on the table and selecting Insert Caption. The chart description format is set in the Styles pane. Remember to add alt text by right clicking on the chart, choose Edit Alt Text. 


Figure 1: Title of Chart

[bookmark: _Toc83726468]Appendix A: For More Information 	Comment by Sellman, Suzanne (OS/ASPR/OEA): Each appendix should start on a separate page. Format the title with Heading 2.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna eros quis urna. Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.
Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Proin pharetra nonummy pede. Mauris et orci. Aenean nec lorem. In porttitor. Donec laoreet nonummy augue:
· auspendisse dui purus, 	Comment by Sellman, Suzanne (OS/ASPR/OEA): It is important to use Word’s bullet and numbering feature to create unordered and ordered lists. Do not try to insert your own bullets without using this built in feature. Unordered lists begin with bullet points. Use these when the order of steps doesn’t matter – like your grocery list. Ordered lists begin with numbers, roman numerals or letters (1, I, A, a) and have a sequential order.
· scelerisque at, vulputate vitae, 
· pretium mattis, 
· nunc. 
Mauris eget neque at sem venenatis eleifend. Ut nonummy. Fusce aliquet pede non pede. Suspendisse dapibus lorem pellentesque magna. Integer nulla.
Donec blandit feugiat ligula. Donec hendrerit, felis et imperdiet euismod, purus ipsum pretium metus, in lacinia nulla nisl eget sapien. Donec ut est in lectus consequat consequat. Etiam eget dui. Aliquam erat volutpat. Sed at lorem in nunc porta tristique.
Proin nec augue. Quisque aliquam tempor magna. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Nunc ac magna. Maecenas odio dolor, vulputate vel, auctor ac, accumsan id, felis. Pellentesque cursus sagittis felis.
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