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Task Force Report Cover Instructions 

 

We are asked to adhere to UW brand guidelines for the report cover: 

  

 Use the UW brand font άOPEN SANSέ for the title of your report. The font size of the report 
title must be between 20 and 35pt. If Open Sans is not already installed on your computer, 
then you can easily download the font HERE. Please feel free to contact me if you run in to 
problems downloading the font off the UW Brand site. 

 

 Use high quality resolution photo/s: You can use more than one photo on the cover as long 
as your configuration fits the width and height of the space given in the photo section. 

 

 Cite non-free-source photos by inserting a caption at the bottom of the image (MLA or Chica-
go style) e.g., OΩShea, P. (Photographer). (2010, August 29). wŜǎŎǳŜŘ ƘŜŘƎŜƘƻƎ [digital im-
age]. Retrieved from http://flickr.com/photos/peteoshea/5476076002/. Please contact li-
brarian, Kian Flynn (flynnk7@uw.edu) if you have questions on citing digital photos. 

 

 The entire header and footer area with the JSIS logo is to remain as is.  

 
Report guidelines 

  

ItΩs important that your task force reports are set up properly before print.  

 Text fonts for the report content: Open Sans, Calibri, Arial, Times New Roman, or Veranda 

 Text size: 11 or 12  

 Paragraph  line spacing: 1.5 or 2.0 

 100-25 page limit (does not include executive summary and bibliography) 

 12-page color limit. Choose wisely the images and graphs that your group uses throughout 
the report. Please do not use color in your headers and footers. The Copy Center will refuse 
the print order if you go over the page color limit. 

  

 If you have any questions or concerns at any point, please feel free to see me in person in my office 
at Thomson 111, or contact me by email or phone (206.543.7320). 
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