Heading 1, GEORGIA, 20 PT, BOLD, ALL CAPS; COLOR #115E59
Use for: Section title names. For sections with a “parent” section (e.g., “Special Populations” in Adult ARV, which has many “child” sections), only the “parent” section title would use H1, and the “child” section title would use H2.
Update Info, Arial 10.5 pt, no space between, 11.5 pt after
Updated: Month DD, YYYY
Reviewed: Month DD, YYYY
Heading 2, Georgia, 18 pt, Bold; Color #115E59
Use for: For sections with a “parent” section, the “child” section title should use H2 (e.g., in Adult ARV, “Special Populations” would be H1 as the “parent” section, and “Women With HIV” would be H2 as the “child” section. For standalone sections, this font (H2) can be used for primary headings within the Recommendations Box (e.g., Panel Recommendations) and within the text (e.g., Background, Epidemiology, Clinical Manifestations).
Normal (Text): Arial 10.5 pt  — Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua.
Hyperlinks are underlined and blue (color #005399). https://clinicalinfo.hiv.gov/en/guidelines. Do not truncate a displayed URL by deleting the prefix. Followed hyperlinks are underlined and violet (color #800080).
Heading 3, Georgia, 14 pt, Bold; Color #115E59
Use for: H3 use should be dictated by the hierarchical use of H1 and H2 above. H3 should not be used as a title (parent or child) but may be used as a primary heading when the section title is a “child” section and uses H2.
List Bullet — Bullet at 0, Tab at .25, Space before/after, 0/6
List Bullet 2 — Bullet at .25, Tab at .5; Word doesn’t always carry this over so it may need manual adjustment.
List Bullet 3 — Bullet at .5, Tab at .75; Word doesn’t always carry this over so it may need manual adjustment.
Manually adjust the space after the last item in every list to 11.5 so it doesn’t crowd the next line of text, which is often a heading.
List Number
Another List Number
Heading 4, Georgia, 13 pt, Bold; Color #3B3838
Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation. 
Footer (shown below) should be 0.5 inches from the top and bottom when possible.
Heading 5, Georgia, 12 pt; Color #3B3838
Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse.
Heading 6, Georgia, 11.5 pt, Italic; Color #3B3838
For some reason, Word doesn’t always carry the Level 6 heading over. Adjust it manually if necessary. 
Heading 7+, Georgia, 11.5 pt, run-in text (no line break), followed by a colon: DO NOT tag/style as a heading, as to avoid issues with HTML integration (maximum of 6 heading levels).
Recommendations Boxes
	Panel’s Recommendations (Now Source Sans Pro, Bold, 11.5 pt) Color #D3E3D3	Comment by Estupigan, Camille (NIH/OD) [C]: Title varies depending on guideline. Some Adult ARV tables and Adult OI tables use “Key Considerations and Recommendations” instead.

	Recommendations Box: Arial 9.5 pt (also Recommendations Bullet)
Single-line border around table cells
Recommendations Bullet, space after, 6
Recommendations Bullet 2, space after, 6 
Recommendations Bullet 3, space after, 6
Recommendations tables should extend to the left and right margins.

	Table Subheading (Level 1, AVOID WHEN POSSIBLE), Source Sans Pro, Bold, 11, Space 3 before & after, Fill: #ECF3EC

	Additional text, space after, 6
Additional text, space after, 6

	Adult OI Table Subheading (Level 1, AVOID WHEN POSSIBLE), Source Sans Pro, Bold, 11, Space 3 before & after, Fill: #ECF3EC	Comment by Estupigan, Camille (NIH/OD) [C]: Subheadings tagged with “Adult OI” are still in flux and are not applied as a Style on Word

	Adult OI Optional Table Subheading, Source Sans Pro, Bold, 10.5pt, Color #0A3835, space after, 6
Adult OI / Peds OI Table Subheading Bold (Level 2), space after, 6
Adult OI / Peds OI Table Subheading Italics (Level 3), space after, 6
Additional text, space after, 6
Additional text, space after, 6

	Rating of Recommendations, italics, bold: Text after the colon, italics only
Rating of Evidence italics, bold: Text after the colon, italics only

	a Note: Due to the increase in font size in the Panel Recommendations boxes, it may be helpful to add a row for any footnotes related to the Panel Rec box, but this is only necessary if there is “normal” paragraph text immediately following the footnote text. This would not apply if a heading (e.g., “Background”, “Introduction”) follows the Rec Box.



Table Title, Georgia, Bold, 12 pt; tagged as Table Title so it shows up in the Nav Pane
[bookmark: _Hlk223624648]The Table Title style is defined as a level 2 heading. All titles should reflect their actual position in the document and therefore, may require manual adjustment. (Ex. If a document starts with a level 2 heading, the Table Title should be formatted as a level 3 heading, not a level 2.)
	Table Column Header
	Source Sans Pro, 
Bold, 11.5
	Space 6 before & after
	Fill: #D3E3D3

	Table Subheading (AVOID WHEN POSSIBLE), Source Sans Pro, Bold, 11, Space 3 before & after, Fill: #ECF3EC
Table Border 1.5 pt
(Use of subheadings beyond this level is rare; fill color is determined on a case-by-case basis. #F0F0F0 should not be used for subheadings in tables that have row striping.)

	Apply the Table Body style to all non-list text.
Arial, 9.5.
	Insert table body text here.
	Insert table body text here.
	Table Bullet 1. You may have to manually adjust the indent.
Bullet at 0; Text Indent at .15
Set space after to 6 for all bullets in a series.
For Table Bullet 2, bullet at .15, indent at .15. Space after set to 6 all bullets in a series.
For Table Bullet 3, bullet at .3, indent at .15.
You should never need to go more than three bullets deep in a table.

	For tables with 4+
	rows, stripe every
	other row using
	fill #F0F0F0.

	Table within a table: Title and all column headings 10 pt, just like text. See next page.
	Weight
	Twice-Daily Dose, AM
	Twice-Daily Dose, PM

	3 kg to <6 kg
	3 mL
	3 mL

	6 kg to <10 kg
	4 mL
	4 mL



	Table Heading 1, Table Body, Bold
Table Heading 2, Table Body, Italic
Table heading level 3, if present, is Table Bullet 1.
The text that follows is adjusted accordingly (i.e., previous Table Bullet 1 text becomes Table Bullet 2, etc.
Table Hyperlinks have a separate style.


a Footnote text is in Table Notes and Key style: Arial, 9.5 pt; space before/after is 0/6. Space after for last footnote only.
b Footnote text
Key: The key with all the abbreviations is also Table Notes and Key. Make sure the colon after Key is bold.
See below for sample table with additional notes on formatting.
	Sample Drug 
	 Table Header
	(Fill #D3E3D3)

	Sample Subheader (Fill #ECF3EC) Row (Avoid If Possible) — Left Aligned

	Row Heading
	Text and Whatnot
	Text and Whatnot

	Notice
	BACKGROUND
	FILL #F0F0F0

	Row Heading
	Text and Whatnot
	Text and Whatnot

	Notice
	BACKGROUND
	FILL #F0F0F0

	Row Heading
	Text and Whatnot
	Text and Whatnot


Note: Make sure all table columns have the width set to percent (%). Click in the column header  Table Layout  Cell Size (dropdown button)  Column  Make sure “Preferred Width” is set to %. Repeat for all columns.
NOTE
Only hyperlinked text should be underlined. Text that is underlined for emphasis should be bold instead. Text that is underlined as a heading style in a table needs some other treatment (generally conversion to a level in a bulleted list).
Keep reading because there’s more. ↓ (Intentionally formatted with “Page Break Before”)
Reference Heading, Georgia, Bold 14 pt; #115E59
To maintain semantic structure in HTML, the Reference heading can be either a level 2 heading or a level 3 heading. For standalone sections in which the title is a level 1 heading, the Reference heading should be level 2. For sections that are considered subsections within a chapter/bookpart, the Reference heading should be level 3. The Reference heading is always formatted with a “Page Break Before.”
EndNote Bibliography: Number flush left, hanging indent .5, Arial, 10.5, space before/after, 0/10.5. Make sure hyperlinks are the right color.
If the references have not yet been converted to numbered notes, do not worry about this section at all. 
Footer: Arial, 9.5 pt (9 pt for Peds OI and Adult OI)—Guidelines Title—Get section letter from current guideline. Only the Perinatal footer should span two lines.	X-2
