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1.  Style conventions

Write and submit your texts in Microsoft Word. This is essential for the sake
of compatibility.

Always use the FRA sample report as a template in order to make sure you
use the correct layout.

If you copy text into your FRA document always paste it as ‘Unformatted
Unicode Text’, and then assign to it the FRA styles.

In particular, please use paragraph styles for text, headings and footnotes:
See chapters 1.2.2.-1.5.3.

To have text underlined or in bold or italic face, please use the according
character styles.

Insert a table of contents, automatically generated by Microsoft Word, at the
beginning of the document.

Page setup: Use the same measurements for margins as in the FRA sample
report and the present document. See chapter 1.1.

Please use the style (FRA) Body Text for any body text paragraphs. Body
text paragraphs must be numbered throughout the document in order to make
referencing easy.




1.1. Page setup

Margins | Paper I Layauk I

Margins

Top: % Bittom: [3 cm =]
Left: 3 om Right: |5,5 cm 5‘
Gukker: 0 crn Gukter position; ILeFt vl

Crrienkation

o]

Porkrait Landscape

Pages

Multiple pages: INormaI j

Preview
Apply ko
Whole docurment j =

Default. .. | Ok I Cancel
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1.2. Text

1.2.1. Bold, italic, underlined

[1]. To have text underlined or in bold or italic face, please use the according
character styles from the Styles and Formatting menue:

e (FRA) underlined; keyboard-shortcut: Strg + Shift + u

¢ (FRA)_bold; keyboard-shortcut: Strg + Shift + b
e (FRA) italic; keyboard-shortcut: Strg + Shift + i

j Styles and Formatting r x
Gl
Formatting of selected text

(FRA)_bold ‘

Select all Mew Style, ..

Pick formatting to apply

(FRA)_bold a FI

(FRA)_italic

-

I

FRA&Y_underlined

Default Paragraph Font a
FollowedHyperl ink a
Footer 1
[2]. To get rid of underlined, bold or italic formatting, select the text and click

‘Default Paragraph Font’ from the Styles and Formatting menue.
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1.2.2.(FRA) Basic Style

[3]. Use the style (FRA) Basic Style as the basis for other styles. Do not use it to
actually format text in your document!

[4]. (You can use it occasionally, however, if you need to put same space before or
after an inserted illustration or table.)

hewstyle x|

Properties
Marne:
Style bype: IF‘aragraph
Style based on: I 11 Mormal
Style For Following paragraph: I 1l (FR.A) Body Text
Farmatking
Times Mew Rornan j |11 j | B I U |

iy

"
*

=W~ = ==

Serrple Texl Sample Teil Saple Teal Somphe Teol Sanyple Tedl Sanple Teo Sanple Teo
Serple Texl Sample Teil Scmple Teal Somphe Teul Samyple Tedl Saple Teo Sanple Teu
Sergle Text Sample Text Somyprle Tedl Scmple Text Soephe Text Sanyple Tedt Saple Teo

Marmal + Indent: Left: O cm, First ling: 0 cm, Juskified

[ add to template [ Automatically update

Farmat = | Ok I Cancel
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1.2.3.(FRA) Body Text

[5]. In contrast to the (FRA) Basic Style and all other styles, the style (FRA) Body
Text is numbered and has 12pt space after it.

Newstyle x|

Properties
Marne:
Style bvpe: IParagraph j
Style based on: I 1l (FR.AY Basic Style j
Style For Following paragraph: I 1l (FR.A) Body Text j
Farmatking
Times Mew Roman | | nu =B I U | A -

I
1]
il

@
1]

[
Il

{FR.A) Basic Style + Indent: Hanging: 1,5 cm, Space After: 12 pt,
Tabs: 0 cm, List kab, Mumbered + Level: 1 + Numbering Skyle: 1, 2, 3,
...+ Start at: 1 + Alignment: Left + aligned at: -1,5 cm + Tab after:
Oem + Indent ak: 0 cm

[ add to template [ automatically update

Farmat = | [al'4 I Zancel |

[6]. In order to make referencing easier, all (FRA) Body Text paragraphs must be
numbered, so that each paragraph will take one number.



[7].

This is how you insert paragraph numbers for the body text:

Newstyle x|

Properties
Tarme: I(FRP.) Body Text
Style bvpe: IParagraph j
Style based on: I 11 {FRA) Basic Style j
Style For Fallowing paragraph: I 11 {FRA) Body Text j
Forrnatking
Times Mew Roman x| |11 ﬂ| B 7 U |&-
= = = = | B = = | A= 4= |
= = = = — = 4=
} (FRAY Hige 5oy le

(FRA) Basic Style + Indent: Hanging: 1,5 cm, Space After: 12 pk,
Tabs: 0 cm, List kab, Mumbered + Lewel; 1 + Mumbering Stvle: 1, 2, 3,
...+ Start at: 1 + Alignment: Left + Aligned at: -1,5 cm + Tab after:
0cm + Indent at: 0 cm

[ add to template [ Automatically update

Format = ; [0]'4 Cancel

Font...

Paragraph...
Tabs...
Border...
Language. ..
Frame...

tumbering. .. w

Shorkcub ke, ..

FRA Style Guide 2008



Bullets and Mumbering il

Bulleted  Mumbered | Cutline Numbered | Lisk Skyles I

FRA Style Guide 2008

[1] FRAtext 1 [11. (FRA) |

Mone [2]  FRAtex i [2]. (FR&) |

[3]  FRAten )] [3. FRA

1. FRABullel 1. FRABulle a. EUMC-Aetion A, EUMC-Decisi

2. FR&Bulla 2. FRABulle b. EURC-2ction B. EURC-Decisi

3 FRABullel 3 FRABule €. EUMC-Aetion C. BUMC-Decisi
Customize...[; |

Reset Ok I Cancel |

Customize Numbered List

|x

Murmber Farmat

I[1 1 Font. .. |
tumber skyvle:
Skart at: |1 5
|

|1J 2,3, . vl

Mumber position

ILeFt - I

Texk position
Tab space after:

||:| o 5‘ Indent at: ID o 5‘

Previes

ry
ry

Aligried at; |—1,5 cm 5

oK I Zancel
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[8]. This is how you insert 12pt space after (FRA) Body Text paragraphs, and how
you make sure that the indentation is correct:

Newstyle x|

Properties
Tarme: I(FRP.) Body Text
Style bvpe: IParagraph j
Style based on: I 11 {FRA) Basic Style j
Style For Fallowing paragraph: I 11 {FRA) Body Text j
Forrnatking
Times Mew Roman | | 1= | B 7 U | A -

- = =

Serrple Texl Sample Teil Saple Teal Somphe Teol Sanyple Tedl Sanple Teo Sanple Teo
Serrple Texl Samyple Teil Scnple Text Somple Texr Sanyple Texl S Text Samyle Text
Sergle Text Sample Text Sonyprle Tedl Scmple Text Saephe Tet Samyple Tedt Saple Teo

"
*

(FRA) Basic Style + Indent: Hanging: 1,5 cm, Space After: 12 pk,
Tabs: 0 cm, List kab, Mumbered + Lewel; 1 + Mumbering Stvle: 1, 2, 3,
...+ Start at: 1 + Alignment: Left + Aligned at: -1,5 cm + Tab after:
0cm + Indent at: 0 cm

[ add to template [ Automatically update

Format ~ ; QK Cancel

Font...

Paragraph...
Tabs...
Border...
Language. ..
Frame...
tumbering. ..

Shorkcub ke, ..
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Indents and Spacing | Line and Page Breaks I

General

Indentation

Left: |—1J5 cm 5 Special: By:

Alignment: m Zutline level: IBDdy et VI

Right: IEI crm ﬂ IHanging j |1,5 crm ﬂ

Spacing

Before: I':I pt 5‘ Line spacing: ak:

After: |12 pt = ISingIe j I_ =i

[ Don't add space between paragraphs of the same style

Prewview

et Samgrle Tenr Somprle Text
Somple Text Soagple Text
w Tenn

myle Ter Soaprle Teot Smple Tes Sa
Semple Text Soprle Texr Som
Sumprle Teat Sample Teal Simple

Tabs... | QK I Cancel

1.2.4.(FRA) Body Text Indented
hewstvie x|

Properties
Marne:
Style bype: IParagraph j
Style based on: I 11 (FR.A) Basic Style j
Style For Following paragraph: I 11 {FRA) Body Text Indentedj
Forrnatking
Times Mew Roman A |11 A | B 7 U |é-

s = || = = i= i=
===l |= =

Semrprle Teat Sample Tear Sumple Tear Sanple Texr Sonple Teu Sople Teo Smple
Texn Samyrle Text Sanypsle Text Sangle Teor Soyle Teoo Soangsle Text Saple Tex
Semprle Teat Sample Tear Sumple Tear Sinple Texr Sonple Teu Sople Teo Smple
Texn Samgrle Texr

(FRA) Basic Style + Indent: Left: 0,5 cm, Left, Space After: 12 pt

[ add to template [ automatically update

Farmat = | [o]'4 I Cancel

FRA Style Guide 2008
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1.2.5.(FRA) Bullet Points 1
hewstvie x|

Properties
Tarne; (FRA) Bullet Paints 1
Style bype: IParagraph j
Style based on: I 1l (FRA) Basic Style j
Style For Following paragraph: I 11 (FRA) Bullet Points 1 j
Farmatking

|Times My Rioman A |11 A | B

===

® Simpie Texo Sagde Teor Sonple Teor Songele Texn Saple Tear Songle Test Sople
Texn Samyrle Text Sanypsle Texn S Texn Somprle Text Somple Teur Sample Teo
Semprle Teat Sample Tear Sumple Tear Sinple Texr Sonple Teu Sople Teo Smple
Texn Samgrle Texr

{FR.A) Basic Style + Indent: Left: 0 cm, Hanging: 0,5 cm, Left, Space
After: 6 pt, Tabs: 0,5 cm, List kab, Bulleted + Level: 1 + Aligned at:
Ocm + Tab after: 0,5 cm + Indent at: 0,5 cm

[ add to template [ automatically update

Farmat = | [o]'4 I Cancel

FRA Style Guide 2008
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hewstyle x|

Properties
Tame: I(FR.C\) Bullet Paints 1
Style bype: IF‘aragraph j
Style based on: I 1l (FR.A) Basic Style j
Style For Following paragraph: I 11 (FRA) Bullet Points 1 j
Farmatking
|TimesNeanman | |11 j| B I U |&-

== ==

® Simple Tek Soamprle Tenr Soompsle Tedl Somple Tt Soemple Teal Sl Tedl Siample
Tt Saerypele Teul Sempple Tt Saepele Teut Smyle Teo Searpsle Teur Sinmple Teat
Smgrle Tenl Sy le Tenl Soaple Texl Sommple Texl Siomple Tedl Siomple Tel Sayple
Tk Saeryple Teet

"
*

{FR.A) Basic Style + Indent: Left: O cm, Hanging: 0,5 cm, Left, Space
After: 6 pt, Tabs: 0,5 cm, List tah, Bulleted + Level: 1 + Aligned at:
Ocm + Tab after: 0,5 cm + Indent at: 0,5 cm

[ add to template [ automatically update

Farmat ~ ; ok Zancel

Font...

Paragraph...
Tabs...
Border...
Language. ..

Frame...
Murbering. . .
Shorbouk ke,

Bullets and Mumbe

Bulleted | Mumbered I Outling Numbered | List Styles I

® FR2chullet o -
Mone ® FRAbullet o -
® FR2chullet o -

" ® (FRA) Bullet | *  FRAbBullet-1 ¥
* ® (FRA) Bullet | ®  FRAbBullet-1 ¥
" ® (FRA) Bullet | *  FRAbBullet-1 ¥

Customize. .. [: |

Reset | Ok I

Zancel

FRA Style Guide 2008
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Customize Bulleted Lisk x|

Bullet character

. +

Eont... | Qharacter...l Fickure. .. |

Bullet position
Indent at: ID cm 5‘

Texk position
Tab space after:

||:|,5 m 5‘ Indent at: |U,5 om 5‘

Previes

Zancel |

1.2.6.(FRA) Bullet Points 2

hewstyle x|

Properties
Mame: (FR.A) Bullet Point:
Style bvpe: IParagraph j
Style based on: I 11 {FRA) Bullet Points 1 j
Style For Fallowing paragraph; I 1 {FRA) Bullet Points 2 j
Forrnatking
Times Mew Roman - |11 - | B I U | A -

nd
1
iy
(il

"
*

== =)

- Sampele Text Somple Teor Songrle Teat Somple Text Somple Texr Songle Teo Soaple
Tent Somprle Text Somple Tenr Samgrle Teor Soaypsle Teo Sonple Texo Sagpde Tea
Sagryprlee Tent Syl Text Sunple Tear Simple Tear Sople Tear Sople Teur Soagple
Tent Semyrle Text

(FRA) Bullet Points 1 + Indent: Left: 0,5 cm, Tabs: 1 cm, Lisk tab +
Mok at 0,5 cm, Bullebed + Level: 1 + aligned at: 0,5 cm + Tab after:
1 e+ Indent atk: 1em

[ add to template [ automatically update

Farmat = | a4 I Zancel

FRA Style Guide 2008
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Customize Bulleted Lisk x|

Bullet character

. [ +

Eont... | Qharacter...l Fickure. .. |

Indent at: ID,S cm 5‘

Bullet position

Texk position
Tab space after:

|1 o 5 Indent at: |1 o 5‘

Previes

»

Zancel

il

FRA Style Guide 2008
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1.3. Headings

[9]. Headings are separated from text and other

Spacing before: 24pt; spacing after: 12pt.

FRA Style Guide 2008

as follows:

[10]. There are two types of headings: numbered headings (e.g. ‘A.3. Headings’) and
unnumbered headings (e.g. ‘Contents’). Both types of headings exist in several

levels.

[11]. Use (FRA) Headings unnumbered for Foreword, Contents, Executive summary,
core thematic sections (as in the EUMC/FRA Annual Report), Conclusions

Annex only! For all other headings, use numbered headings.

1.3.1.(FRA) Heading unnumbered 1

Newstyle x|

Properties
Marne:
Style bvpe: IParagraph j
Style based on: I vl {FR.A} Basic Style j
Style For Following paragraph: I 1l (FR.A) Body Text j
Farmatking
|P.ria| Marr o j |24 j | B I U |é -
= . — — | 4= = | = =
= == === | &= =

"
*

Sample Text Sample Text Sample Text Sample
Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample

Touwt Saranla Towt Saranla Tawt Sarmnla Towt

{FR.A) Basic Style + Font: Arial Marrow, 24 pt, Left, Space Before; 24
pt, After: 12 pk, Keep with next

[ add to template [ automatically update

Farmat = | [al'4 I Zancel

17
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[12]. This is how you set left alignment, space before and space after:
Newstyle x|

Properties
Tarme: I(FRP.) Heading unnumbered 1
Style bvpe: IParagraph j
Style based on: I 11 {FRA) Basic Style j
Style For Fallowing paragraph: I 11 {FRA) Body Text j

Forrnatking

| Arial Marrow

Sample Text Sample Text Sample Text Sample
Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample
Touwt Saranlo Tow Saranla Towt Saranla Towt

(FRA) Basic Style + Font: Arial Narrow, 24 pt, Left, Space Before: 24
pt, Afters 12 pk, Keep with next

[ add to template [ Automatically update

Format = ; [0]'4 Cancel

Font...

Paragraph...
T Q

abs...

Border...
Language. ..
Frame...
tumbering. ..

Shorkcub ke, ..

18



Paragraph

Indents and Spacing | Line and Page Breaks I

2%

General

Alignment: M Zutline level: IBDdy et VI
Indentation

Left: 0 cm = Special: By:

Right: IEI i ﬂ I(none) j I

=

Spacing
Before: =4 pt Line spacing: ak:

-

After: |12 pt ﬂ ISingIe j I_

[ Don't add space between paragraphs of the same style

=

Prewview

Sompie Text Simpie Text Sangle Teor Sonple Teor Sonple Texr Saple Teo Sople Teso
Semppie Text Simpie Texn Samgple Te Sa Texn Samyrle Text Sonypsle Texn Sy
Somple Text Simple Text Sangrle Teor Sonyple Teot Sonpele Texr Saple Teo Sogple Teso

Tabs... | QK I

Zancel |

1.3.2.(FRA) Heading unnumbered 2

Properties
Mame: (FR.A) Heading unnurmber
Style bype: IParagraph j

Style based on:

I 11 (FRA) Heading unnumberej

Style For Fallowing paragraph; I 11 {FRA) Body Text

=

Forrnatking

| Arial Marrow

’:

Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text

Cimwsnle, Tt Dol Tonck Compennle, Tood Diopeinle Tod

(FRA) Heading unnumbered 1 + Faont: 20 pk

[ add to template

Format - | Ok I

[ automatically update

Zancel

FRA Style Guide 2008
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1.3.3.(FRA) Heading unnumbered 3

Newstyle x|

Properties
Tarne; (FR.AY Heading unnumbe
Style bype: IParagraph j
Style based on: I 1l (FRA) Heading unnumberej
Style For Following paragraphs I 11 (FRA) Body Text j
Farmatking
|.ﬂ.rial Marrio A | 16 - | B 7
= = = | . — | =l =
= = = Y= A=

Sample Text Sample Text Sample Texdt Sample Text Sample Text
Sample Text Sample Text Sample Texdt Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Teaxt

{FR.AY Heading unnumbered 1 + Fonk: 16 pk

[ add to template [ automatically update

Farmat = | [o]'4 I Cancel |

1.3.4.(FRA) Heading unnumbered 4

Modify style x|

Properties
Marne:
Style bvpe: IParagraph j
Style based on: I 1 {FRA) Heading unnumberej
Style For Following paragraph; I 11 (FRA) Body Text j
Farmatking

Arial Marrov j|14 j| B I U |A'

) N |

1)
]
-
I [
&
I [

Sample Text Sample Text Sample Text Sample Text Sampls Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text

{FR.AY Heading unnumbered 3 + Fonk: 14 pk

[ add to template [ autamatically update

Farmat = | QK I Cancel

FRA Style Guide 2008
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1.3.5.(FRA) Heading 1
hewstvie x|

Properties
arne:
Style bype: IParagraph j
Style based on: I 1l (FRA) Heading unnumberej
Style For Following paragraphs I 11 (FRA) Body Text j
Farmatking

|.ﬂ.rial Marrio A |24 A | B

===

A Sample Text Sample Text Sample Text
Sarmnple Text Sample Text Sample Text
Sarmnple Text Sample Text Sample Text
Coarnnlo Towt Sornmlo Towt Sarnnla Towut

{FR.AY Heading unnumbered 1 + Indent: Left: 0cm, Hanging: 2 cm,
Tabs: 0 cr, List kab + 2 cm, Left, Qutline numbered + Level: 1 +
Mumbering Style: A, B, C, ... + Start ab: 1 + Alignment: Left + Aligred
at: Ocm + Tab after: 0 cm + Indent ak: 0,63 cm

[ add to template [ automatically update

Farmat = | [o]'4 I Cancel |

Indents and Spacing | Line and Page Ereaks I

General

Alignment: m Outline level: IBody bext VI

Indentation

-

Left: 0 cm Speial: By

Right: ||2| o ﬂ IHanging j |2 C ﬂ

Spacing
Before: 24 pt = Line: spacing: at:
After: = [snge =] | =

[ Don't add space between paragraphs of the same stvle

Preview

Tabs... | (a]'4 I Cancel

21



1.3.6.(FRA) Heading 2
hewstvie x|

Properties
[arne:
Style bype: IParagraph j
Style based on: I 11 (FRA) Heading 1 j
Style For Following paragraphs I 11 (FRA) Body Text j
Formatting
|.ﬂ.rial Matrow A |2D A | B
= = . =
= = — =
==-==

Al Sample Text Sample Text Sample Text Sample
Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample
Text Sample Text Sample Text Sample Text

Lo Tomock Cimuinle, Tt Dopenele, Tock Dol

{FR.A) Heading 1 + Font; 20 pt

[ add to template [ automatically update

Farmat = | [o]'4 I Cancel

1.3.7.(FRA) Heading 3
hewstvle x|

Properties
Marne:
Style bype: IParagraph j
Style based on: I 11 (FRA) Heading 1 j
Style For Fallowing paragraph; I 11 {FRA) Body Text j
Forrnatking
|.ﬂ.rial Marro A | 16 - |
BAA. Elechonic documerts available an the Inbzimet

(FRA) Heading 1 + Fant: 16 pt

[ add to template [ automatically update

Farmat = | [o]'4 I Cancel

FRA Style Guide 2008
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1.3.8.(FRA) Heading 4
hewstvie x|

"
*

Properties
Marne: (FRA) Heading 4
Style bvpe: IParagraph j
Style based on: I 11 {FRA) Heading 1 j
Style For Fallowing paragraph; I 11 {FRA) Body Text j
Forrnatking
|.0.riaINarrnw A |14 j| B I U |é S
EEIEE

= J- N

A1, Electronic decuments available on the Imemet

(FRA) Heading 1 + Fant: 14 pt

[ add to template [ automatically update

Farmat = | [o]'4 I Cancel
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1.4. Footnotes

[13]. Use the following style for footnotes:

1.4.1. Footnote Text

[14]. Whenever you insert a footnote, Microsoft Word automatically uses its built-in
Footnote Text style. Therefore you must not create a new (FRA) Footnote Text
style, but instead modify the built-in Footnote Text style (see chapter 3.2).

[15]. The modified Footnote Text should be formatted like this:

Modify style x|

Properties
Marne:
Style bvpe: IParagraph and characker j
Style based on: I 11 {FRA) Basic Style j
Style For Following paragraph: I 1l Fooknote Text j
Forrnatking
|Times Mew Roman A |9 A | B I U | A -
=== = — = w= = i=
= = = — | W= 4= | = =

’:=

aTaras availah

(FR.A) Basic Style + Font: 9 pk, Indent: Left: 0 crm, Hanging: 0,5 cm,
Left, Tabs: 0,5 cm, Left

[ add to template [ automatically update

Farmat = | [o]'4 I Cancel |

[16]. At the beginning of each footnote text, insert a tab at 0.5 cm, so that there will
be a clear space between the footnote number and the footnote text. '

' Atthe beginning of each footnote text, insert a tab at 0.5 cm, so that there will be a clear
space between the footnote number and the footnote text.

24



[17].

1.4.2.(FRA) Footnote Reference?
hewstyle

Properties

Marne:

Style bvpe: ICharacter j
Style based on: I a Default Paragraph Font j
Style For Following paragraph: I j
Forrnatking

| A H| B z ulA-
=E===|—-==|12Z|= =

ety

Default Paragraph Font + Superscript, English (LK.}

[ add to template [T automatically update

Farmat = | [o]'4 I Cancel

In
it.

FRA Style Guide 2008

sert the footnote reference after the full stop/comma/semicolon,® not before

4

Footnote references are numbers in default paragraph style and superscript.
Insert the footnote reference after the full stop/comma/semicolon, not before it!
Insert the footnote reference after the full stop/comma/semicolon, not before it!
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1.5. Figures and tables

1.5.1.(FRA) Figure and Table Heading

hewstyle x|

Properties
Marne:
Style bype: IParagraph j
Style based on: I 1l (FRA) Basic Style j
Style For Following paragraph: I 11 (FRA) Figure and Table Hej
Farmatking
|AriaINarrnw - |11 j| B I U |A-—
=== = i RE = i= =
EEEE|———|*E4E|‘§,=Z_.'—
Sanple Text 8anple Text Sanple Tet Sanple Text 8anple Tet Sanple Tet Sanple Tet
Sanple Text 3anple Text Sanmle Tet Sanple Text 8anple Tet Sanple Tet Sanple Tet
Sanple Text 3anple Text Sanmle Tet Sanple Text 8anple Tet Sanple Tet Sanple Tet
{FR.A) Basic Style + Fonk: Arial Marrow, Bold, Left
[ add to template [ automatically update

Farmat = | a4 I Zancel
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1.5.2.(FRA) Figure and Table Content
hewstyle x|

Properties
Marne:
Style bvpe: IParagraph j
Style based on: I 11 {FRA) Basic Style j

Style For Fallowing paragraph; I 11 {FRA) Figure and Table an

Forrnatking
|Times Mews F.oman A | 1 - | B I U | A -
— = = = o A= ¥= i= i=
= | = | = b= | ==
Sueple Tex Sueplc Text Sueplc Tex Sueple Tex Sueplc Tew Saeplc Tex Sareple Tex Sueple
Texa Sueple Text Sueplc Texa Sueple Tew Saeple Tex Sueplc Tex Sueple Tex Saeple Tex
sareple Texm Sueple Tex Sueple Tex Saeple Tex Sueple Tex Sueple Ten
(FRA) Basic Style + Font: 10 pk, Left
[ add to template [ automatically update

Farmat = | [o]'4 I Cancel |

1.5.3.(FRA) Figure and Table Content_centered
Modifystyle x|

Properties
Marne:
Skyle type; IParagraph j
Skyle based on: I 11 {FRA) Figure and Table Coj

Skyle Far Fallwing paragraph: I 11 {FRA) Figure and Table Coj

Farmatking
|Times Mew Roman = |1E| = | B 7 U |é -
= = = = e += ¥= = =
= = = = | — Bl | = A= | = =
Saraple Teac Sarapdc Ti Saraple Teac Sarapd Sarapl Sarapdc Ti Sarapd
pic T ple T Saraple Teac Saraplc T Sardple Teac Sarapde Ti Saraplc Ti
Saruglc Tcac Sruplc Teac Sraplc Teac Sareplc Teac Sarapdc Trac Sanpe T
(FRA) Figure and Table Conkent + Centered
[ Add to template [ Automatically update

Farmat - | Ok I Cancel
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1.5.4.(FRA) Figure and Table Content_right

Modify styie x|

Properties
Marie: A) Figure and Table Content_ri
Skyle type; IParagraph j
Style based on: I 1l (FR.A) Fiqure and Table Coﬂ
Skyle for Following paragraph: I 11 (FRA) Figure and Table Coj
Farmatting
Times Mew Roman | |1IZI | | B I U | A~
== = = —_ = = += ¥= = =
EEEE|———|*£4E|'§'—"£=
Sarapdc Tear Sarapde Teac Saragdc Teac Sarapde Tear Sarapde Teac Saragde Teac Sarapde Teac Saraph
Teac Sarapde Teac Saragde Teac Sarapdc Teac Saraple Teac Sarapdc Teac Sariple Teac Saraple T
Sarapdc Tear Sarapdc Trac Saragle Teac Srapde Teac Saraple Teac Sarugde Te
(FRA) Figure and Table Cantent + Right
[ Add to template [ Automatically update

Farmat - | Ok I Cancel |

1.5.5. Figure and Table Source
hewstyle x|

Properties
Marne: (FR.A) Figure and Table Source
Style bvpe: IParagraph j
Style based on: I 11 {FRA) Basic Style j
Style For Fallowing paragraph; I 11 {FRA) Figure and Table Solj
Forrnatking
|Times Mesy Rioman A | 1 - A -

I
(il

]

I
0

I
LAl

(FRA) Basic Style + Font: Italic, Left, Space Before: 6 pt

[ add to template [ automatically update

Farmat = | [o]'4 I Cancel
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2. Writing conventions

2.1. General rules

e Use English names for countries and cities (were available); regions or
communities should be named in their original language.

e Use clear, focused and easy to read language, as, for example, proposed in
the European Commission’s booklet ‘How to Write Clearly’.’

e Use non-discriminatory and inoffensive language.
Examples:
- Use he/she or his/her rather than he or his. Where appropriate, use the
neutral terms ‘they’ or ‘their’.

- Use disabled (including physically and mentally disabled) rather than
handicapped.

Where an original quote uses discriminatory or offensive language, reference
the text appropriately and insert quotation marks to indicate that the
language used is in the original.

2.2. Spelling rules

e Use British English, not American English.

Examples: programme, centre, labour, enrol, offence.

e Use...-ise, not ...-ize; and ...-1sation, not ...-ization.

Examples: organisation; categorise.

e Spelling of particular terms:
- anti-Semitism

- Islamophobia

- multiculturalism

- anti-discrimination

The booklet is available online at
http://ec.europa.eu/translation/writing/clear writing/fight the fog en.pdf (23.03.2007). It
will also be distributed by the FRA as a PDF.
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- EU directives in general take lower case, but upper case if referring to a
specific one.
Example: Racial Equality Directive

- specialised body or equality body (referring to the bodies foreseen by
Art 13 of the Racial Equality Directive)

- Parliament (with capital, if talking about a concrete one)

- government

The spelling of quoted matter should, however, be respected and included
without changes.

2.3. Punctuation

Use single quotation marks (°...”) for direct quotes;
use double quotation marks (“...”) for quotes within quotes.

Full stops should be used after abbreviations (p.; pp.; ed.),
but not after contractions (Dr; Mr; eds; UNESCO; UK; USA).

Use a hyphen closed up (...-...) to denote a range.
Examples: March-May; 2004-2006.

Use % only in tables or diagrams.
In the text use per cent (not percent or %).

Footnote references go after the full stop/comma/semicolon,® not before it.’

Footnote text starts after a tab at 0.5 cm. It begins with a capital letter and
ends with a full stop.®

Insert the footnote reference after the full stop/comma/semicolon, not before it!

Insert the footnote reference after the full stop/comma/semicolon, not before it!

Example: Footnote text starts after a tab at 0.5 cm. It begins with a capital letter and ends with
a full stop.
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2.4. Numbers

Use words for simple numerals from one to ten.

Use figures for numerals from 11 upwards,
and for all numerals that include a decimal point or a fraction.

Examples: 12; 4.25; 4Va.
Exceptions:
- Always use figures for references to pages and in percentages and

measurements.
Examples: p. 4; 10 per cent.

- Always use words and not numerals at the beginning of a sentence, even
in percentages.
Example: Forty per cent of respondents agreed.

Use a full stop for decimal points.

Example: 97.85 per cent.

Use commas for thousands.
Example: 1,000,000.
Date convention:

Use dd.mm.yyyy for dates;
use yyyys for decades.

Examples: 23.05.1951; 1980s.

Do not shorten inclusive numbers, but write these in full.

Examples: 21-24; 130-133 (not 21-4; 130-3).

To denote a range of numbers, use a hyphen closed up.
Examples: 2004-2006; pp. 713-721; pp. 713-714.
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2.5. Names and titles (e.g. organisations,
positive initiatives, important documents)

e Only the first time the name/title of an organisation, positive initiative or
important document is mentioned, introduce its name/title in the native
language(s) and its official abbreviation (in brackets). Then add the official
English translation [in square brackets, and, if existing, its official
abbreviation (in brackets)]. Use your own, unofficial English translation only
if there is no official translation.

Afterwards continue with the English name/title or the English abbreviation

only!

e If the organisations are international ones with several official names in
several languages, the English name should be chosen.

e The original name/title should be put in italics.

e For Greek and Bulgarian names/titles: Use Greek and Cyrillic script.

Examples:
o Dokumentations- og Radgivningscenteret om Racediskrimination (DRC)
[Documentation and Advisory Centre on Racial Discrimination (DACoRD)]

o Respektvolle Zusammenarbeit [Respectful Cooperation]

o vvipyopog tov Tlolitny (Xt11) [The Greek Ombudsman]
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2.6. Country listing order and country codes

[18]. In text passages the Member States must be listed according to the following
order, which is the official order used by EU institutions.’

[19]. To abbreviate country names, use the following codes, which are officially used
by EU institutions. "

Country listing order and country codes

Country name (English) | Code
Belgium BE
Bulgaria BG
Czech Republic CZ
Denmark DK
Germany DE
Estonia EE
Greece EL
Spain ES
France FR
Ireland 1E
Italy IT
Cyprus CY
Latvia LV
Lithuania LT
Luxembourg LU
Hungary HU
Malta MT
Netherlands NL
Austria AT
Poland PL
Portugal PT
Romania RO
Slovenia SI
Slovakia SK
Finland FI
Sweden SE
United Kingdom UK

This order is based upon the order of protocol for the Member States, which lists the countries
alphabetically using the short name of each country in its native language.

See http://publications.europa.cu/code/en/en-370100.htm#i1711b (27.02.2007).

These EU country codes correspond to the ISO country codes, except for the codes used for
Greece and the United Kingdom, which should be abbreviated EL and UK.

See http://publications.europa.eu/code/en/en-370100.htm#i711b (27.02.2007).
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2.7. References

2.7.1.General rules

References should be given in footnotes.
References should refer to the original source.
For Greek and Bulgarian names/titles: Use Greek and Cyrillic script.

Authors/Editors: Initial of first name. Last name.

Editors should be marked with (ed.) or (eds), if there are more than one.

If there is more than one author/editor list all of them in alphabetical order of
their last names, separated by a comma.

If a source is quoted twice, the full reference should be given again, in order
to make reading easier and more convenient:
Do not use ‘ibid.” or ‘op cit’.

If you refer to a specific item from a book/article/report, state the page
number(s):

Use ‘p.” for one page and ‘pp.’ for more than one page.

Examples: p. 5; pp. 5-12; pp. 5, 7, 18.

When referring to an article or a book chapter in its entirety, insert pp. and
the page range at the end.
Example: pp. 234-250.

2.7.2.Books

Titles of books, journals and newspapers should be ifalicised.
General structure for books:

Initial of author’s first name. Author’s last name (year of publication) Title,
place of publication: Publisher

Example:

M. Barker (1981) The New Racism, London: Junction Books
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2.7.3. Articles published in books, journals or
newspapers

o Titles of articles and chapters published in books, journals or newspapers
should be ‘in quotation marks’.

e General structure for articles published in books:

Initial of author’s first name. Author’s last name (year of publication) ‘Title’,
in: Initial of editor’s first name. Editor’s last name (ed./eds.) (year of
publication) Title of book, place of publication: Publisher, p. (quoted page)

Example:

Y. Bauer (1994) ‘In Search of a Definition of Anti-Semitism’, in: M. Brown
(ed.) Approaches to Anti-Semitism, New York: American Jewish Committee,
p. 17

e General structure for articles published in journals:

Initial of author’s first name. Author’s last name (year of publication) ‘Title’,
in: Title of journal, Vol. (volume number), No. (number), p. (quoted page)

Example:

T. Modood (2003) ‘Muslims and the Politics of Difference’, in: Political
Quarterly, Vol. 74, No. 1, pp. 105-106

e General structure for articles published in newspapers:

Initial of author’s first name. Author’s last name (year of publication) ‘Title’,
in: Title of newspaper (dd.mm.yyyy), p. (quoted page)

Example:

E. Noelle (2004) ‘Der Kampf der Kulturen’, in: Frankfurter Allgemeine
Zeitung (15.09.2004), p. 5
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2.7.4.Publications of organisations

e General structure for annual reports:

Name of Organisation, Title Year
Example:
Amnesty International, Annual Report 2006

e General structure for other reports:

Name of Organisation (year of publication) Title
Example:

EUMC (2006) Roma and Travellers in Public Education: An overview of the
situation in the EU Member States

2.7.5. Governmental reports

e General structure for annual reports:

Country name in English/authority in native language, Title Year
Example:
Germany/Bundesamt fir Verfassungsschutz, Verfassungsschutzbericht 2006

e General structure for other reports:

Country name in English/authority in native language (year of publication)
Title

Example:

Germany/Bundesamt fiir Verfassungsschutz (2006) Rechtsextremismus in
Deutschland
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2.7.6.Laws

e General structure for EU law:

Type of legislation Year/Number/EC (date of decision)
Examples:

Council Directive 2000/43/EC (29.06.2000)
Council Regulation (EC) No 168/2007
e General structure for national law:
Country name in English or Region name in original language/legal source
number (date of decision)

Examples:

Austria/BGBI /82 (31.07.2001)
Salzburg/LGBI 10/2003 (17.01.2003)
Spain/Ley 62/2003 (30.12.2003)
France/Loi 2006-396 (31.03.2006)

2.7.7. Judicial decisions

e General structure for European Court of Justice decisions

ECJ/Number (date of decision)

Example:
ECJ/C-92/02 (04.12.2003)

e General structure for national judicial decisions:

Country name in English or Region name in original language/Name of
Court in native language/Number (date of decision)

Examples:
Austria/Verfassungsgerichtshof/B1045/98 (09.06.1999)

Ostrava/Krajsky soud/23c 110/2003-36 (02.06.2004)
Slovenia/Ustavno sodis¢e/U-1-152/03-13 (06.04.2006)

37



FRA Style Guide 2008

2.7.8. Electronic documents available on the Internet

General structure:

http://address (date when this link was last visited)
Example:
http://www.heartstone.co.uk (08.02.2007)

If the Internet link refers to a document the document should be mentioned
first according to the reference rules above:

Reference to the document, available at: http://address (date when this link
was last visited).

Example:

EUMC (2006) Roma and Travellers in Public Education: An overview of the
situation in the EU Member States, available at:
http://eumc.europa.eu/eumc/material/pub/ROMA/roma_report.pdf
(08.02.2007)
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3. Hints on how to use
Microsoft Word

3.1. Creating new paragraph styles

[20]. Before you start writing, make sure the necessary paragraph styles are defined
correctly. Start with the (FRA) Basic Style, and then do the other styles — all
must comply with the style rules given in chapter A.

[21]. The following illustrations show you how to create new styles step by step:
¢ Insert | Format | Tools  Table  window Help  Adobe PDF Ac
0 E i A Fort... i
=t » Times =N Paragraph... EI= = tE - £
= Bullets and Numbeting...
o2 3
Borders and Shading. .. ! !
Tabs...
i
hange Case...
Background »
L= Theme...
Frames v\ to use
& Format Painter  Chrl+Shift+C
Styles and Formatting. .. t:
1"?‘_;* Reveal Formatting..,  Shift+F1 aragraph St
[1%8]. the necessary para
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ﬁ Styles and Formatting v X
G S A
Formatting of selected text
[1]. (FRA) Body Text
| Select All | | New Style.
Pick formatting to apply
Clear Formatting =
(FEA) Basic Style 1
[1]. (FRA) Body Text 1
(FEA) Body Text Indented 1
* (FR&) Bullet Pomts 1 1
- (FRA) Bullet Points 2 1
(FR&) Figure and Table Content 1
(FRA) Figure and Table Heading 1

Newstyle x|

Properties
Marne:

Style bvpe: IParagraph

[
Style based on: I 11 Mormal j
[~

Style For Following paragraph: I 11 Mormal
Forrnatking
Times Mew Roman A |11 j| B I U |é-
===El-I==lEE|==
Sampalic Teat

Text Scmnprle Teat
Siniple Tt Simphe: Teed

Morrnal + Juskified

[ add to template [ automatically update

Farmat = | [o]'4 I Cancel
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3.2. Modifying built-in paragraph styles

[22]. The following illustrations show how to modify the built-in Footnote Text style.
Accordingly, you can also modify other styles.

sow- |29 2 -- @Y - E ]

| ‘i Styles and Formatting
IR

Formatting of selected text

+ (FE4) Bullet Points 1

| Select Al | | Mew Skyle, ., |

Pick formatting to apply

(FRA) Subtitle s/

(FRA) Title

i

v

Footnote Text
Left: 0 cm
| Modify,
Mormal
Delete...

H oo ow A

Update ko Match Selection

Ll

Shows: | Cuskam,,
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Modify stvle x|

Properties
Marne: IFootnote Text
Style bype: IF‘aragraph and character j
Style based on: I 1l (FR.A) Basic Style j
Style For Following paragraph: I 1l Footnote Text j
Farmatking
|Times Mew Rioman j |9

I =

~|B 7 ulA-

-
i 1h
-
i 1h

The sl | cingy il rations dhors you b 10 dedine nes wes mep by wepr

{FR.A) Basic Style + Font: 9 pt, Indent: Left: 0 cm, Hanging: 0,5 cm,

Left, Tabs: 0,5 cm, Left

[ add to template

Forrmat = ;

Font...

Paragraph...

| Tabs... !}‘

Border...

Language. ..
Frame...
Murnbering. . .

Shorbouk ke,

x

Tab stop position:

[ automatically update
oK Cancel

0,5 em d Tab stops to be cleared:
=
Alignment
& Left " Center " Right:
" Decimal " Bar
Leader
' 1 Mone L G
g

Set | Clear

| Clear all |

oK I Zancel |
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3.3. Using the Format Painter

[23]. If you are having difficulties with formatting the text correctly, it might be
helpful to use the feature of the Microsoft Word Format Painter:''

e Click the Format Painter icon in the Microsoft Word Menu with the mouse
(see illustration below).

e Then click left into any paragraph which has the paragraph style you need.
You can either choose a — correct — paragraph from within the same
document or a — correct — paragraph from a different Microsoft Word
document, for example the FRA Sample Report.

e After this, move the mouse onto the paragraph you need to change, and click
left.

e The paragraph will now have the same style as the one you had chosen
before.

s_03 04_DR.doc - Microsoft Word

Tools Table Window Help Adobe PDF  Acrobat Comments
I\ o NI I e 4 e} = Insert Section Break %_} = & EE TE
=== t=- T EE g ey . =
iz B LU |E == ,Z = <=--'_tFormatF‘ainterl A El
Cg g a0 e 12 A

-

RN NS -
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""" Caution: using the Format Painter might also cause new problems!
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