DAI Non-Formal Workshops Style Guide

We are using Arial font for both the Facilitator's Guides and the Workbooks.

On Page Layout, please select Size: A4 (because most countries we work in use A4 size
paper)

Facilitator’s Guide Workbook
Workshop Title Arial 28 Bold Centred Caps (with | Arial 28 Bold Centred Caps
DAI logo) (with DAI logo)
Workshop Subtitle Arial 16 Bold Centred Caps Arial 16 Bold Centred Caps
Session Title Arial 18 Bold Centred Arial 18 Bold
Facilitator's Guide Arial 18 Bold Centred
Section Headings Arial 16 Bold Underline Centred | Arial 16 Bold Underline
Text Arial 13 Arial 12
Specific Instructions Arial 13 Italic
to Facilitator
Exercise Headings Arial 13 Bold ltalic Arial 12 Bold ltalic
Footers Arial 11 Blue Arial 11 Blue

For both the Facilitator’s Guide and the Workbook:
DAI Logo to be on first page of each Session, alongside the Workshop Title.

Footers to include the following information: Workshop Title / Session Title
(document name) / Page Number

On the final page of each Session, include copyright symbol as follows: © DAI [Year]

Acknowledgements:
If you are basing information you are providing in the Facilitator's Guide on another
source, or if you are using a diagram which you have obtained from elsewhere,
please acknowledge that source by providing the author and book or article title (in
parenthesis and italics) in the text. You may like to include a section on further
reading at the end of the Session Notes if you feel that would be helpful for the
Facilitators running the workshop.

In the Workbook, acknowledge any diagrams you are using which you are copying
from other sources.
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Example: Facilitator’s Guide

WORKSHOP TITLE

Arial 28 Bold Centred Caps

WORKSHOP SUBTITLE

Arial 16 Bold Centred Caps

Session Title

Arial 18 Bold Centred

Facilitator’s Guide

Arial 18 Bold Centred

Section Headings

Arial 16 Bold Underline Centred

Text

Arial 13

Specific Instructions to Facilitator

Avrial 13 Italics

Exercise Headings

Arial 13 Bold ltalic

Exercise Text (to be enclosed in a box)

Arial 13; if more than one part to the
exercise, use

a.
b.
etc

Footers

Arial 11 (right justified)

Example: Workbook

WORKSHOP TITLE

Arial 28 Bold Centred Caps

WORKSHOP SUBTITLE

Arial 16 Bold Centred Caps

Session Title

Avrial 18 Bold Centred

Section Headings

Arial 16 Bold Underline

Text

Arial 12

Exercise Headings

Arial 12 Bold lItalic

Exercise Text (to be enclosed in a box with
space for participants to record responses)

Arial 12; if more than one part to the
exercise, use

a.
b.

etc

Footers

Arial 11 (right justified)
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