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Purpose of the brand
guidelines

The purpose of this manual is to provide guidance
to staff and contractors on how to apply the
Global Health EDCTP3 brand identity in daily
activities. This brand manual contains the
elements that make the Global Health EDCTP3
brand identity unique and recognisable.

Eachuserplays aroleinbuilding and maintaining
aproperand solid identity throughout all
communication assets.

If you have any questions or queries, feel free to
contact the Communication Team.

How to use these
guidelines

Familiarise yourself with key sections: review all sections
tounderstand the brand’s essence, includingits mission,
tone andvisual elements.

Follow the rules: adhere to the specified guidelines for

logo usage, typography, colours,imagery and style guide.

Theserules are non-negotiable.

Referto examples: use the examples provided as a
reference for creating your materials.
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Brand mission

GlobalHealthEDCTP3’s missionis to
reduce the burden of infectious diseases
insub-Saharan Africaandincrease health
security globally.

Brand values

Ourworkis guided by sixvalues that were collectively
developed by staff and members of the Governing Board.

€ o %

Science Partnership Excellence

A I G

Diversity Equity Impact
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Brand name Brand tag line

Global HealthEDCTP3 The African and European research partnership oninfectious diseases
e Alwaysrefertothe Joint Undertaking as Ourtagline expresses our organisation’s vision and missionin

‘Global HealthEDCTP3’ afewwords. It canbe usedincombination with the logo and/or
o Alwaysspellout ‘Global Health’ and withthe brand name ‘GlobalHealthEDCTP3’.

refrain fromusing the acronym ‘GH’
e Donotusetheacronym‘GHEDCTP3
JU’inany circumstance
e Thereisnoneedtoadd‘Joint
Undertaking’ orthe acronym ‘JU’ for
external communication purposes.
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Primary logo design

| o TMI

Ourlogo has been created to portray the
cooperative nature of our organisation.

The two figures are different yet united
through theirhand holding to symbolise
the equal partnership between Africaand
Europe.

Preferably, thelogo should be placedinthe G | O b a | H e a | t h

top left cornerof the page. It canbe used

bothinthe positive and negative version,
dependingonitsusage.
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Clear space and size

When applying thelogo, itis mandatory

to allow forthe properamount of space

aroundit. Thisis for greaterlegibility and
impact. The security spaceis defined by
the height of the letters EDCTP3.

.1
JAVA

Global Health

EDCTP3 e

Global Health

EDCTP3

Safety zone Minimum size
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Logo colour
variations

e .1
JAVAl

Global Health

EDCTPS3

Full Colour

o WON|
ALY

Global Health

EDCTPS

Monochrome

_o_Wrm|
TaVA

Reversed
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Ex.1 Ex.2 Ex.3
Donotchange the Donotchange the Do not distort the logo
proportions of thelogo composition of thelogo

Incorrect usage s e B! e W |

ALY 2 Va7
1 A
examples b‘ AV
- ‘

Itis absolutely forbiddento transform
thelogo. Ontheright are examples
illustrating the kinds of changes that are
not permitted.

EDCTP3

Ex.4
Donotchange the order
of thelogo elements

I . ' CGlobdiHealth

IANAl =DCTP3

Ex.7
Do not create anoutline

[o [0

7\

Global Health

EDCTP3

GlobalHealth EDCTP3

Ex.5
Donotchange the
colourof thelogo

Ex.8

Donotaddashadowtothelogo

A%

Slobal Health

EDCTP3

Global Health

EDCTPS

Ex.6
Respect the minimum
size of thelogo

IR

BiovalHealn
EDCTP3

Ex.9
Donotflipthelogo

|
AT

Slobal Health

EDCTP3
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EU funding
acknowledgement

As a European Partnership, we should
acknowledge EU co-funding, by

adding the EU emblem and co-funding
statement next to ourlogo. The words
‘European Partnership’ canbe added

to communication productsif the
Communication Team considersit relevant.

When displayed alongside the Global
HealthEDCTP3logo, the EU emblemand
the phrase ‘European Partnership’ must
be displayed atleast as prominently and
visibly as the Global Health EDCTP3logo.

The placement of the EU emblem should
not give the impression that the partneris
connectedinany way to the EU institutions.
Itisthereforerecommendedto place the
EU emblem at a distance from the partner
organisation’slogo.

o WO
ALY

Global Health

EDCTP3

EUROPEAN PARTNERSHIP

"‘E EU emblem size

Global Health

EDCTP3

I Co-funded by
EPTa the European Union

* X %
* *
* *
* *

* 4 *

Co-funded by
the European Union
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Primary colour
palette

These are the primary colours of the
brand and are used consistently in all
graphics, publications, signage, etc.

CMYK
90/33/32/14

RGB
54 /116 /140

HEX
#36748C

CMYK
21/100/87/15

RGB
148/20/37

CMYK
47/8/12/0

HEX
#941425

RGB
161/197 /217

HEX
#A1C5D9
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Shades and

[ ]

tints

These shades and tints may be usedin

graphsinparticular, when more colours

are needed beyond the six primary/

secondary colours. They should

complement, not substitute, the primary

and secondary colours.
01 02 03 04 05 06
CMYK CMYK CMYK CMYK CMYK CMYK
75/28/28/12 60/22/22/10 45/16/16/0 90/33/33/60 90/33/33/45 90/33/33/30
RGB RGB RGB RGB RGB RGB
88/133/154 97/152 /169 132/171/186 0/69/82 0/86/101 0/103/121
HEX HEX HEX HEX HEX HEX
#36879A #6198A9 #84ABBA #65000B #7COB19 #951625
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Shades and

[ ]

tints

These shades and tints may be usedin

graphsinparticular, when more colours

are needed beyond the six primary/

secondary colours. They should

complement, not substitute, the primary

and secondary colours.
01 02 03 04 05 06
CMYK CMYK CMYK CMYK CMYK CMYK
17/83/72/12 14/66/58/10 14/64/50/0 21/100/87/60 21/100/87 /45 21/100/87/30
RGB RGB RGB RGB RGB RGB
184/71/68 195/104 /93 211/119/13 101/0/M 124/1/25 130/29/35
HEX HEX HEX HEX HEX HEX
#B84744 #C3685D #D37771 #65000B #7COB19 #951625
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01
Shades and
L)

tints

| 02

These shades and tints may be usedin

graphsinparticular, when more colours

are needed beyond the six primary/

secondary colours. They should 03

complement, not substitute, the primary

and secondary colours.
01 02 03 04 05 06
CMYK CMYK CMYK CMYK CMYK CMYK
37/6/10/0 28/5/7/0 19/3/5/0 12/2/3/75 23/4/6/50 35/6/9/25
RGB RGB RGB RGB RGB RGB
156/204 /220 180/215/227 204/226/235 86/93/97 122 /131/139 128 /165/178
HEX HEX HEX HEX HEX HEX
#B1CEDF #CODS8E6 #DOE2EC #A414F57 #617783 #819EAD
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Secondary colour
palette

These colours actasacomplimentary
palette to the primary brand colours and
are usedin graphics, charts, infographics,
publications, etc.

CMYK
86/38/100/36

RGB
25/90/46

HEX
#195A2E

CMYK
0/27/100/0

RGB
254/190/16

HEX
#FEBE1O

BEIGE

CMYK
7/18/23/0

RGB
232/214 /197

HEX
#HEBD6C5S
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Shades and
[ ]
tints
These shades and tints may be usedin
graphsinparticular, when more colours
are needed beyond the six primary/
secondary colours. They should
complement, not substitute, the primary
and secondary colours.
01 02 03 04 05 06
CMYK CMYK CMYK CMYK CMYK CMYK
70/30/80/28 52/23/60/21 34/15/40/4 70/54/70/52 43/20/50/67 65/28/74/51
RGB RGB RGB RGB RGB RGB
71/1M/72 109/137 /105 150/167 /143 52/63/52 64/79/63 55/86/57
HEX HEX HEX HEX HEX HEX
#476F48 #6D8969 #96A78F #343F34 #404F3F #375639
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01
Shades and
L)

tints

| 02

These shades and tints may be usedin

graphsinparticular, when more colours

are needed beyond the six primary/

secondary colours. They should 03

complement, not substitute, the primary

and secondary colours.
01 02 03 04 05 06
CMYK CMYK CMYK CMYK CMYK CMYK
0/20/80/0 0/16/60/0 0/10/40/0 0/6/25/75 0/13/50/50 0/20/75/25
RGB RGB RGB RGB RGB RGB
250/199/79 252/211/125 253/224/165 98/91/77 146 /128 /85 196/160/72
HEX HEX HEX HEX HEX HEX
#FAC74F #FCD37D #FDEOA5 #625B4D #928055 #C4A048
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01
Shades and
L)

tints

| 02

These shades and tints may be usedin

graphsinparticular, when more colours

are needed beyond the six primary/ 06

secondary colours. They should 03

complement, not substitute, the primary

and secondary colours.
01 02 03 04 05 06
CMYK CMYK CMYK CMYK CMYK CMYK
6/15/20/0 5/12/15/0 0/10/10/0 7/18/23/45 7/18/23/30 7/18/23/15
RGB RGB RGB RGB RGB RGB
2377214 /199 240/221/208 254 /231/219 146 /131/121 174 /156 /144 203/181/166
HEX HEX HEX HEX HEX HEX
#EDD6C7 #FODDDO #FEE7DB #928379 #AESC90 #CBB5A6
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Colour usage
guidelines

The primary colours represent the brand
and should be used most frequently,
usuallyin the priority orderthat they are
presentedinthe palette.

Secondary colours are used to
complement the primary palette and are

typically appliedin supporting elements.
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Incorrect usage
examples

Inconsistent colourcombinations:
combining colours from the paletteina
way that creates poorreadability orvisual
discomfort (e.g. using low-contrast text
and background combinations) canbe an
incorrect application.

Wrong shades or tints: deviating fromthe
precise colourcodes (e.g. using lighteror
darkerversions of the approved colours
without approval) can weaken brand
recognition.
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e Tokotype Foundry- Google Fontslibrary
Primary typeface

Plus Jakarta Sans:
it expresses modernity,
professionalism, credibility.

MS Office and
web use

All materials created withMS Office
(MS Excel, Outlook, PowerPoint and
Word) and forthe web (website and
newsletters)use Arial.

AaBDb

Plus Jakarta Sans - Light
AaBb CcDdEeFf GgHhliJjKkLIMm

Nn Oo Pp QqRrSsTtUvVvWwXx Yy Zz
0123456789

Arial - Regular

Aa Bb Cc Dd Ee Ff Gg Hh li Jj Kk LI Mm

Nn Oo Pp Qq Rr Ss Tt Uv Vv Ww Xx Yy Zz

0123456789

Plus Jakarta Sans - Medium

AaBb Cc DdEe Ff GgHhliJjKk LIMm
NnOoPp QqRrSsTtUvVvWwXxYyZz
0123456789

Arial - Bold

Aa Bb Cc Dd Ee Ff Gg Hh li Jj Kk LI Mm
Nn Oo Pp Qq Rr Ss Tt Uv Vv Ww Xx Yy Zz
0123456789
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e Frank GrieBhammer - Google Fonts library

AaBb

Source Serif - Semibold

Secondary typeface
|

Source Serif:
it carries the human side of things.

AaBb Cc Dd Ee Ff Gg Hh Ii Jj Kk LI Mm
Nn Oo Pp Qq Rr Ss Tt Uv Vv Ww Xx Yy Zz

0123456789
MS Office and
web use
Arial - Regular Arial - Bold
HllmetErals eresite Wit s Oree Aa Bb Cc Dd Ee Ff Gg Hh Ii Jj Kk LI Mm Aa Bb Cc Dd Ee Ff Gg Hh i Jj Kk LI Mm
(MS Excel, Outlook, PowerPoint and
Nn Oo Pp Qq Rr Ss Tt Uv Vv Ww Xx Yy Zz Nn Oo Pp Qq Rr Ss Tt Uv Vv Ww Xx Yy Zz

Word) and for the web (website and
newsletters) use Arial. 0123456789 0123456789
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[ )

Hierarchy and usage e

EIIiS am que mOd Utem et Source serif semibold

Subtitle

Enis am que mOd utem et Priuslakarta Sans semibold
EniS amaqgue mOd utem et PiusJakartaSansregular

Body text

Enisam que mod utem et Plus Jakarta Sansregular
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Incorrect usage Body text

examples

Incorrect font size: using épt font for
body text, makes text too smalltoread
comfortably.

Incorrect font weight: using alightweight
fontforheadings, reducesimpact and
readability.

Improperuse of colours: using light text
(e.g.white)onalight background, causes
low contrast and accessibility issues.

Iciliquo diaturibus alisacessum quibus sequi conesciamvelenissunt oditaecepuda simetus estior autatanonsed quatem alit
volupture voluptasecusreriosrerspisimilibus et hites porumfugianda con elibus mil es ailit, quisitam eictem fugitatemunt.
Ututverspe suntadionem.Nam, comnisverum eavolorecaes etus queinihilisrero consectiaeriaautem. lliquaecae vendaeptavel
modiiderferitasrescidisdusamnos quiconseculpaderes moluptasimilium haritipsae conporamerchill ectotate est latquid

Collaborationand Capacity
development

Iciliqguo diaturibus alisacessum quibus sequiconesciamvelenissunt oditaecepuda
simetus estiorautatanonsed quatem alit volupture volupta secus rerios rerspis imilibus et
hites porum fugianda con elibus mil es aiilit, qui sitam eictem fugitatemunt.
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Photography
style
|

Photography displaysresearchers
and healthcare professionalsin Africa,

research teams from Europe and Africa,

African patients, and Global Health
EDCTP3 stakeholders.
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Image composition
and usage

Cropimagestofocus onkey elements
orsubjects. Ensure no essential part of
the subjectis cropped out, including key
details such as the face.
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Incorrect usage
.1
examples ALY

Avoid overcrowdingimages with too
many elements or cropping subjects
too tightly.

Global Health

EDCTP3

Ifensum. Nos obse menimmod
Cupioiacturo es mo tala nimilin
tiguamguidente es cerfirio

Catum pravocchi, opopos se
aude actorternit.

Ne poensusips, C. Grae, unum
Romnique cupione

EUROPEAN PARTNERSHIP
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Illustrative
elements
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Graph guidelines S
and examples

First, use primary colours, in the priority

o)
)

Emolupta

Dasecerum
apellendebis

mi, se por
orderthey are presentedin the palette, then Ommolore‘
secondary colours and lastly apply shades pratiaes everit
y yappy evendus

andtints.

Pienihicidel @

Nam fugitatisin
nimusamus id
unt, quaminverio
experum

XXX

Demporumquoeum
verainvelestoblabor
repuditiis soluptin
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Incorrect usage
examples

Avoid using only one colour ongraphs.

€xxM

[searum

[searumNam

lbus Bore, ni

Isearum

[searumNam

[bus Bore, ni
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Business cards

The African and Europeanresearch

.1
M partnership oninfectious diseases

Global Health

EDCTP3

Co-funded by
the European Union

IMIchaeI Makanga | MD PhD FRCP(Edin)

Executive Director

E-MAIL & WEBSITE
[

michael.makanga@global-health-edctp3.europa.eu
global-health-edctp3.europa.eu

|\a‘ISITING ADDRESS

Avenue dela Toisond'Or/
Gulden Vlieslaan 56-60
1060 Brussels, Belgium
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.1 Co-funded by
“‘N the European Union
Global Health

Word template

The African and Europeanresearch WEBSITE VISITING ADDRESS

partnership on infectious diseases global-health-edctp3.europa.eu  Avenue delaToisond'Or /
Gulden Viieslaan 56-60
1060 Brussels, Belgium
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PowerPoint _
template |

Towards
EDCTP'’s objectives

2014-2021

25/05/2023 AssociationBoard s rpmet| < - |
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Annual activity
report

Foreword

Doar Reader, In Decerber 2023, the Work Programene 2024 was
I is with pleasure that | peesent to you the Consalidated DR MICHAEL MAKANGA ::::'-!"L‘d'ml;uvcrilﬂ'l‘ﬁmlnmnd;gnpmd -
3 3, the highest g0t snce the Global Health

: TP3 Joint
Annual Activity Report of the Global Health EDC GLOBAL HEALT EDCTP3 Uwas & This anrusl programime wil

support arange of activities simed a seases
suchas malaria, HIV/AIDS or Neglected Tropical Diseas-

&5 (NTDE]. 85 well a5 building resesech capacity in Mrica

Undlertaking (Global Health EDCTP3 I UNDERTAKING E

Building on the previous investments of over EUR 1 bilion
Inthe frst and second EDCTP programme:
EUR. EDCTP3 8y

relgrated the momentum in the hght against infectious Our
diseases. With a fresh irvestment of over EUR 103 million become hp:

nits fest yoar of implamentation in 2022, 28 new projects g

A alraadly undensay. ted through I
In2 forprop din

IN2023, we continued 1o suppar key resaarch ininfac abjectives.

tious diseases and expanded our
longer-lasting mgact, Wa ey
funding opportunities to expand our por
wents. With a total budget of over EUR 130 milion
Seven new calls for proposals were launc
$UPPOM activities alming at tackling the Ebola outbreaks
1 saib-Saharan Africa, improving the health of women
idren, and improving the delivery and up!
amarsg others

This amibition was demonstrated during the Eleventh
eurn hatd in Pasis.
ipants, this special ev

vas!

On 16 November, | star

s my tenure a5 the new Executive
Director and, following my sppaintment, on 23 Nover
ber, the Giobal Health EDCTPS JUbecame financially
Sutanomaus from the Eurcpesn Commission, which had

| oparation of the
ational capacity to

hecosystems in Afica and

Marecver, we finalised the Europe and contributing to the global fight against infec-
_ Stakehold tious diseases.
2.8 new body werking to provide input o the

Finaily, |would ke 10 take this opportu
o vohved in the Global Hesth EDCTPS programene.
colleagues. ben 03, partrrs and many mare, for
rDUTons 10 our common goals. |

sclenific, strategic and teehnol;

i ‘-‘g and technological prorities to k =
¥ the Giobal Health EDCTP, s wal as 1o

BNEE SyTRrgios Betw :

secton. Thise ovents

&0 the parinenshio and adjacent
ked sigrificant mile

kick-started the new g
ViImplementation q
HO¥th EDCTPS programme ation phase of the Global ook forward inuing working with you 1o provide
solutions to those who need tham mast
&
7
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Page 45

AL
Fact sheet

Global Healtn

EDCTP3

Highlights of
2023

l

in numbers
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| Ao ofictal websleof the Eumpean Unicn - How do you know? v

Website

'\\J

The African and Ey
infectious diseases
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Social media -

Home My Network Jobs Messoging ol

People also viewed

The African and Europeanresearch

i i i i N
partnership oninfectious diseases ame surname

Global Health Connect

EDCTP3
Global Health EDCTP3 fwme surname )

The African and European research partnership on infectious diseases
Research Services - Brussels - 11K followers « 11-50 employees Connect

N

(_ 7 Message |

Name surname
 ciokor sit amet
cing ait

Home About Posts Jobs People

Connect

Overview Name surname
rm dokar sit amet,

Global Health EDCTP3 is a partnership between the European Commission, representing the European oy

Union, and the EDCTP Association, representing the governments of European and sub-Saharan African Connect

countries participating in the partnership. Established in 2021, the Global Health - Europea ... see more

Name surname

Show all details 3
Connect

Name surname

mdolor s

Page posts

tuer adiplscin
A El?hal Health EDCTP3 K F!Iub_al Health EDCTP3 Connect

sl
1d « Edited «

Name surname

™ Don't miss out on the third edition of the

vorem ipsum dolor sit amet,
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Common usage
guidelines

GlobalHealth EDCTP3 follows the English Style
Guide of the European Commission.

You will find here some common usage guidelines
foryourconvenience.

Abbreviations

Itis best towrite out the fullterm followed by the
abbreviationin parentheses the first time the
abbreviation appearsinadocument: The Strategic
Research andInnovation Agenda (SRIA) presents
the scope of strategy of the Joint Undertaking.

If yourdocument contains a lot of abbreviations,
considerincluding alist of them and theirmeanings
atthe beginning orend of the document.

Abbreviations should notbe used needlessly. If an
abbreviation occurs only once ortwice,itisbestto
dispense withit altogetheranduse the full form.

Abbreviations of titles

Dr

Prof. (With a full stop because Prof. is a truncation.)
Mr/Mrs/Ms

Abbreviations of titles are to be used in emails, letters of invitation,
publications but not on social media, unless duly justified.

Alignment of text
Alltext should be left aligned, avoid justification.

Alphabetical order
Names of organisations/institutions and countries should always be in
alphabetical orderwhenlistedin a sentence.

Ampersand (&)

Unless used as part of aname of acompany/institution

(e.g. Bill& Melinda Gates Foundation; European & Developing
Countries Clinical Trials Partnership), the ampersand should be
avoided.
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Capitalisation
Use title case (capital letteron the first letter of each
word) for:

e names of institutions and departments
(e.g. University of Cape Town)

o title of documents, reports, or publications
(e.g. Interim Technical Report)

e propernames/nouns and titles
(e.g. Executive Director).

Use sentence case
(capital letteronfirst word only) for:

e headlines, headings, and sub-headings
indocuments or publications

o titles of projects
o titlesof books

o titles of calls forproposals.

Currency

Currency abbreviations:
EUR2,400; USD 2 billion
€120,000; £78,000; $100m

Units and subunit
Use apoint to separate units from subunits:
€7.20; $50.75; EUR 2.4 billion; USD 1.8 billion

The euro. Like ‘pound’, ‘dollar’ or any other currency name in English,
the word ‘euro’ is writteninlower case with noinitial capital. Where
appropriate, it takes the plural ‘s’ (as does ‘cent’): This book costs ten
euros and fifty cents.

However, indocuments and tables where monetary amounts are used
frequently, make maximum use of the € symbol or the abbreviation

EUR. Intablesuse the shorthand Mformillion (e.g. €1.25M; EUR1.25M).

Date and time

Dates are writtenas Day Month Year (e.g. 06/01/2025; 6 January 2025).
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Do notuse ordinalnumbers (e.g. Ist, 2nd, 3rd, 4th).
Oné January 2025

From 6-9 January 2025

Between é and 9 January 2025

Use the 24-hour clock for time with minutes
separated by acolon(e.g.15:00).

Emphasis

Emphasis should be used sparingly to have
maximumimpact. If aword or phrase needs to
be emphasised, use bold, notitalic orunderline.
CAPITALISED text should be avoided.

Enrule

Anenrule orendash(-)iswiderthanahyphen(-)and
narrower thanemdash (-).

Use the enrule between figuresto show arange, in
replacement of the word ‘to’ (forexample, 1939-45;
pages13-13; 6-9 January 2025).

Hyphens

Use hyphens sparingly or only forcompound adjectives, to
avoid ambiguities, orwhenwriting numbers (e.g. twenty-one,
fifty-two).

Hyperlinks

Use active hyperlinksinall electronic documents and
publications. Embedded hyperlinks are allowed and
encouraged.

Italics
Useitalics (in written documents) for:

o titles of books, newspapers, and other
publications (e.g. The Lancet)

o foreignwords thatare notcommonusage (e.g. carte
blanche). If awordis usedrepeatedly, define the word
the first time and thereafter use it withoutitalics

e scientific names of organisms with genus (capitalised)
and species (e.g. Plasmodium falciparum).
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Lists
Bullet pointsin Word documents are used as a
means of breaking textinto an easily readable list;

e bulletsareround
e indentation of the bulletisOcm

e spacebetweenthe bulletand
text(hanging)is 0.7 cm

e addaé-pointspace before
and afterthe bullet list .

Numbered lists should only be used whena
specific orderis needed:

e donotuselettersorRomannumeralstoorderalist
¢ indentation of the bulletisOcm

e spacebetweenthe bulletand
text (hanging)is 0.7 cm

e addaé-pointspace beforeand
afterthe bulletlist 23.

Lists of shortitems (without main verbs) should be introduced
by afull sentence and have the following features:

e introductorycolon
e noinitial capitals
e nopunctuation(very shortitems)orcomma aftereachitem

o afullstopattheend.

Where eachitem completes the introductory sentence, you
should:

e beginwiththeintroductory colon;

¢ labeleachitemwiththe appropriate bullet ornumber;

e endeachitemwithasemicolon;

e close withafull stop.

If allitems are complete statements without a grammatical
link to the introductory sentence, proceed as follows:
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introduce thelist with a colon;

label eachitem with the appropriate
bullet ornumber;

starteachitemwith alower-case letter;
end eachonewith asemicolon;

put a full stop atthe end.

If any one item consists of several complete
sentences, announce thelist withacomplete
sentence and continue asindicated below:

Introduce thelist with a colon.

Label eachitem with the appropriate
bullet ornumber.

Begineachitemwith a capital letter.

End each statement with a full stop. This
allows several sentences to beincluded
under a single item without throwing
punctuationinto confusion.

Listsinsentences

Inalist of three ormoreitems, acommais used to separate
them, with an additional comma (for clarity) before the final
item separated by ‘and’ or ‘or’.

Xmay not be added to beef, ham orprocessed meat and milk
products. [unclear]

The use of Xis forbidden in beef, ham or processed meat, and
milk products. [clear]

Whenitemsin aseries arelongand complexorinvolve internal
punctuation, they should be separated by semicolons forthe
sake of clarity:

The membership of the international commission was as
follows:

France: 4, whichhad 3 members until 2010; Germany: 5,
whose membership remained stable; and Italy: 3, whose
membership increased from1in 2001.

Names of foreign institutions
If aninstitution or organisation has an official name in English,
always use that:
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Dutch. Instituut voor Tropische Geneeskunde (ITG)
English. Institute of Tropical Medicine (ITM).

Elsewhere,if abody’snameis essentially a
description of whatitdoes(e.g.thename ofa
ministry oruniversity), you should translateiit,
preferably witha commonly accepted or previously
usedterm:

The Bundesministerium flr Gesundheit (Federal
Ministry of Health)

Universitat Tibingen (University of Tibingen)

If aninstitution’s or organisation’s name is familiar to
theintendedreadership, use the original rather than
the translation: Médecins Sans Frontiéres has long
been activein this region.

Numbers
Spelloutthe numbers oneto nine, use digits thereafter;
however, where numbersinarange fallabove and

below thislimituse digitsforboth: ‘9to17’, not ‘nine to 11",

When a sentence contains three ormore numbers, orwhen
the sentence contains both digits and written numbers, use
digits forallnumbers, but always write out the numberif it
beginsthe sentence.

Twenty-six clinical trials projects have been funded: 9on HlIV,
8 ontuberculosis, and 16 on malaria.

Forgrantagreements and otherlegal documents,
consistently write the numbersin digits followed by the word
of the numberin parenthesis, e.g. 14 (fourteen) days.

When writing large amounts, use acomma(,) to separate
thousands and millions and write out the numberthe same
way youwould say it out loud.

Three million, two hundred and fifty-two thousand, three
hundred and eighty-one euros (€3,252,381).
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Salutation

Letteroremail:

Dear Professor Ransome-Kuti
DearDrRobertKoch
DearMrBog

Slash

The forward slash (/) replaces ‘and’ incompound
terms (e.g. the January/February issue)and ‘or’ to
suggest alternatives (e.g. bigger/smaller).

Use aslashto separate date elements and to
represent fractions:

16/07/2012

The new drug was successfulin1/3 of trial
participants.

Do not add spaces before or afterthe slash.

Spelling

British spelling should always be used.

Names of institutions or organisations in other English-speaking
countriesretain the original spellings, e.g. World Health
Organization.

Table of contents

Consideratable of contents forany documentlongerthan10
pages. This canautomatically be generatedin Microsoft Word,
inthe ‘References’ ribbon > Table of contents box. Onlyinclude
Zheadinglevels.
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If you have questions regarding these guidelines,
please contact the Communication Team.




