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How to create a document that follows the City’s visual
and brand standards

To achieve a document that aligns with the visual aesthetic of the Coquitlam brand and
best practices for accessible documents, please use the following tips when creating and
formatting documents in Word.

Font, Style and Size

City departments use BC Sans, which consists of three weights (regular, italic, and bold)
geared to the office environment. The weights are adjusted for laser printers, and are
optimized for display on computer monitors.

BC Sans Regular
abcdefghijkimnopqgrstuvwxyz | 1234567890
ABCDEFGHIJKLMNOPQRSTUVWXYZ

BC Sans Italic
abcdefghijklmnopgrstuvwxyz | 1234567890
ABCDEFGHIJKLMNOPQRSTUVWXYZ

BC Sans Bold
abcdefghijkimnopqrstuvwxyz | 1234567890
ABCDEFGHIJKLMNOPQRSTUVWXYZ

e Headings can be bold for differentiation, do not use ALL CAPS
e Avoid using italics on large blocks of text

e Minimum font size for the body of a document is 10pt

e If BC Sans font is not available, the alternate global font is Arial

Titles and Headings
e Titles and headings should be written in Title Case rather than ALL CAPS
e Use the styles that are built into the word ribbon for titles and headings to ensure
the metadata of style hierarchy is captured. This ensures that the document is
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file://files3/public/Fonts/TheSans

accessible for screen readers and other assistive technology:

naBbceDe | aaBbcedec) AaBbC( AaBbCer AsBbCeD 4assbeeoe A B

T Mormal 8T Mo Spac...] Heading1l Heading2 Heading3 Heading 4 Title

o Once the style is applied, you may manually adjust the font, size, colour or
style to adhere to the tips outlined in the font section of this document, or
you can modify the default styles to be the correct font by:

1. Expanding the style:

AaBbCcDe | AzBbCeDe| AaBbCc AaBbCel AaBbCeD 4aebcene AQ B
T Mormal §T Mo Spac..| Heading1 Heading2 Heading3 = Heading 4 Title

2. Selecting modify from the drop down

Clear All

Mormal

Update No Spacing to Match Selection
‘ A Modify...

Select All: (Mo Data)

Bemove All: (No Data)

Delete Ne Spacing...

Remaove from Style Gallery
lte

subtitle

Subtle Emphasis

Emphasis

File #: 04-1395-01/000/2023-1 Doc #: 4840955.v1



Assigning BC Sans (or Arial) as the default font for the style.

Maodify Style ?
Properties
MName: Mo Spacing
Style type: Faragraph i
Style based on: (no style) ~
Style for following paragraph: T Mo Spacing hd
Formatting
TheSansOffice 1 v| B I U Automatic |
Calibri Light [Headings) 2 — N
- iz = =
Calibri (Body)
& BC Sans
(} wingdings 'Qé&'@i‘éﬂ?}@'}

1le Text Sample Text Sample Text Sample
0 TheSans Cd Samiple Texct Sample Text Sample Text

0 TheSans C5 Plain il
O Montserrat: A Wi O LWL,
O Chewed Pen BB

0 TheSans C5 Extralight

O Ludicrous

¢ TheSerif C5 Plain

% TheSansOffice v

¥ AUD LU LIE 3LYIES UdIETy || AULUMdLILdIy Upudie

e: Show in the Styles gallery, Priority: 2

@ COnly in this document O Mew documents based on this template

Format - OK Cancel

Colours
The City's corporate colours are specific shades of Green and Blue. If you would like to use
these colours as an accent within your document, the RGB codes can be added.
Green R 133 Blue R 48
G 180 G 109
B 108 B 165

To add the custom colours:
Select more colours in the font colour selection tool

B Automatic

Theme Colors
H EEEENENR

Standard Colors
HE EEEEN

[d Gradient 3
——
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1. Add a custom colour using the RGB values

Colors

Standard  Custom Standard  Custom

Colors: Cancel

Cancel

Color model: Color model:
Greem: 180 IZ' Green: 109 EI
Blue: 108 Iil Blue: 165 EI
Current A Current 4

Additional Resources
e City Writing Style Guide - CEDMS 3275583
e Style Guide Quick Reference - CEDMS 2884453
e Graphic Standards Guide - CEDMS 3855371
o City Logo Use Requirements - CEDMS 4459467
e Indigenous Territorial Acknowledgement - CEDMS 4815090
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