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Agenda template 

Page two of this document is an example of an accessible agenda. It is a Word document, so you can amend it for your own use.

Consider developing an accessible template which can be used throughout your organisation.  This will save time and money. 

Instructions for use 

Visual images 

The logo area is a suggested position for a logo if you want to use one. 

The table in this template has visible borders, which will show up when the form is printed out. The table is provided to allow symbols and the related text to be aligned quickly and easily.

Adding images to an MS Word document is slightly tricky. In order to change the images in the template, you will have to:

· click to select the symbol you wish to replace, and delete it

· click the place where you want the new symbol to appear

· select ‘Insert/Picture/From file’ on the menu bar and, in the dialogue window, find the symbol you require in the ‘Agenda symbols’ folder on this CD

· select it and click the ‘Insert’ button. 

· with the symbol selected, in the Picture toolbar use the wrapping button to select the ‘in front of text’ option. This will put the picture ‘above’ the text and allow you to move it around freely without affecting the rest of the page contents.

Once in place, you will have to resize the symbol to fit the space available. Do this by ‘dragging’ one of the corners of the symbol while it is selected. If it doesn’t have draggable corners, you will need to click on it to select it. 

Simply delete any table rows you don’t need by clicking on the surplus table row and selecting ‘Delete/Rows’ under ‘Table’ on the menu bar.

Other symbols that might be useful (in addition to or instead of the ones in the example) are provided in the Agenda symbols folder on this CD.
Written text 

Please consider more than font size. Keep language clear and simple. Avoid jargon, and explain abbreviations. 
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