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THE EMCDDA

What is the EMCDDA?

The EMCDDA is the European Monitoring Centre for Drugs and
Drug Addiction. Based in Lisbon, it is one of the European Union’s
decentralised agencies, set up to support the Member States and
their citizens in specific scientific or technical tasks.

The EMCDDA was established in 1993 to become the definitive source
for all information regarding drugs and drug addiction within the EU
Member States. In recent years, it has extended its coverage to
Norway and to the candidate countries to the EU.

The agency provides policy-makers, scientists, researchers and other
interested groups with the most relevant, accurate and up-to-date
facts about the drug phenomenon in Europe.

Why this manual?

This manual offers an introduction to the corporate identity of the
EMCDDA and sets out the agency’s basic visual communication rules.
It complies with the aims of the EMCDDA's Dissemination and
Communication Strategy, adopted in 2001, which calls for all
information to be presented with a ‘clear brand image’.

The manual:

* clarifies the thinking behind the identity and what it hopes to convey;
* sefs the tone for how the agency communicates;

e establishes guidelines for EMCDDA printed material; and

e offers practical advice on how to apply the identity throughout
all EMCDDA communications.

Successful recognition of the identity will depend on users’ careful
observance of the guidelines outlined in these pages and on the
accompanying CD-ROM.

Together, these tools communicate the vital attributes of the EMCDDA's
corporate character, qrticulating ‘who we are’, ‘what we believe’ and
‘what we do’. They are mainly intended for use by EMCDDA staff,
but will also be a useful guide for other organisations and partners
working in close collaboration with the agency.

The style guidelines set out in these pages may be adapted to
additional products not listed in the manual.



THE EMCDDA

OUR MISSION STATEMENT AND OUR CORE VALUES

Our mission statement

The EMCDDA strives to provide ‘objective, reliable and comparable
information at European level concerning drugs and drug addiction
and their consequences’.

By collecting, analysing and circulating high-quality statistical,
documentary and technical data on the drugs phenomenon, the
agency provides a solid information base on which drug policies
and strategies may be founded.

Our core values

In order to be recognised as the definitive source for all drug-related
information in Europe, the agency must provide ‘the right data, in the
right format, at the right time’. This will inspire confidence among
interested groups who will make the EMCDDA their first choice for
information on drugs in Europe.

As we have seen, the EMCDDA is mandated to supply information that
is objective, reliable and comparable. It is thus developing tools and
indicators to harmonise drug information across Europe. This allows
countries to gauge how they fit into the wider European picture and
examine common problems and responses to drugs.

The EMCDDA must also offer information that is easy to retrieve.
The processes involved in accessing the available information must
therefore be quick, simple and as efficient as possible.

To sum up, information supplied by the EMCDDA must be:
* user-focused

e timely

e objective

e reliable

e comparable

* accessible

These core values will help ensure a high degree of consistency and
professionalism in the agency’s work and should be reflected in every
written or spoken EMCDDA communication. The EMCDDA's primary
goal is to provide a highly valued information service that will help
bring about positive advances in the situations relating to drugs and
drug addiction in Europe.



THE EMCDDA

OUR IDENTITY

Ovur identity

A logo is often one of the most important parts of an organisation’s
identity and is its recognisable face. The EMCDDA symbol has been
developed to appear contemporary, streamlined and authoritative.

The dark blue, on the left hand side, represents the negative aspects
of drugs, while the yellow, on the right hand side, represents hopes
for a brighter future. These two halves are linked by the universal
symbol of unity and trust, the arch, making its own transformation
from darkness to light.

Surrounding this, and giving the logo a clear European character,
are the 12 unifying stars of the European Union flag.

The arch of the EMCDDA symbol is widely used as a graphic element
in the agency's collateral. It can be used in full, or in part, to create
an abstract design, adding simple, dramatic interest.




THE EMCDDA

HOW WE COMMUNICATE

How we communicate

The EMCDDA's Dissemination and Communication Strategy advises that
all information produced by the agency should be tailored to the needs
of its target groups. These include policy-makers, practitioners and
professionals, researchers, the media and the general public.

Style and tone

Communicating with such diverse audiences calls for the use of
appropriate sry|e and tone.

The strategy stipulates that:

e policy-makers at both European and national level require highly
synthesised information;

* practitioners and other drug professionals need more detailed,
analysed and comparable information;

e researchers in the field may be interested in information in a much
rawer state;

e the media require concise information supplied rapidly, with
concepts and terminology clearly explained; and

e the general public requires similar information to that supplied
to po|icy-mqkers, presented in |aqun's terms.

The main rule governing all EMCDDA communications, however, is that
messages should be clear, correct and straightforward, with sentences
kept as simple as possible.

Language

Presenting materials in the appropriate language is also central to
the way the EMCDDA communicates with its audiences.

To strengthen its European image nationally and regionally, and to
reach clients at grassroots level, the agency has adopted a multilingual
policy. Synthesised materials (e.g. policy briefings, presentation
brochures) are therefore produced in 12 languages (11 official
languages of the European Union plus Norwegian), while further
languages will be added on account of the EU enlargement process.
This multilingual output allows the agency to reach individuals in

their own language, making the information more effective and

useful. Lengthy scientific studies tend to remain in English only.
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This section contains detailed information on the construction of
the EMCDDA marque (symbol and logotype) in various European
languages. It is specifically relevant to graphic designers and
printers or anyone needing to reproduce the image.

Also explained here are rules on how and where to use the marque.
Please adhere to these guidelines on colour, typography and

construction to ensure full visual consistency in the EMCDDA identity.

Artwork files are available on the accompanying CD-ROM.



OUR IDENTITY

SYMBOL

The EMCDDA symbol has been designed to represent the agency,
its work and its role within the European Union. It uses the EU
colours, blue and yellow, in conjunction with the 12 unifying
stars of the EU flag.




OUR IDENTITY

SYMBOL CONSTRUCTION

1.2

Wherever possible, the EMCDDA symbol should be reproduced at
its standard size of 17 mm x 17 mm. It should never be smaller than
the recommended minimum size of 12 mm x 12 mm. This ensures
that each of the symbol’s components remains clear and legible.

Please refer to the accompanying CD-ROM and use the artwork
files provided to reproduce the marque. To ensure that the
EMCDDA identity is maintained, symbol components must

not be modified.

Standard reproduction size

17 mm x 17 mm

Minimum reproduction size

12 mm x 12 mm




OUR IDENTITY

CORPORATE COLOURS

The EMCDDA makes use of three core colours in all its communications: blue, yellow and

black (see Pantone® colours below). To create a strong and consistent visual identity, it is
important that this colour palette is always used when producing EMCDDA printed materials.

COLOUR SPECIFICATIONS

Spot colour Tints

CMYK equivalent (4-colour process)

PANTONE® 288 C

100% 90% 80% 70%

PANTONE® 122 C
100% 90% 80% 70%

Cyan

Magenta

Yellow

Black

General colour usage

The above palette includes the use of blue and yellow tints
(see percentages above). Tints of yellow should always be
used with caution and should never be used for full bleed
backgrounds, as the resulting design may look weak.

However, lighter tints of yellow are perfect as backgrounds
to graphs, charts and bulleted lists, while the strongest
colours (e.g. 100% yellow or tints of blue equal to 50%

or more) are best used in solid blocks to add structure,
interest and emphasis.

As colours may vary with different reproduction processes
and materials used, they should always be checked against
the Pantone® reference swatches supplied at the back of
this manual.

Cyan
Magenta
Yellow
Black
50% 40% 30% 20% 10%
Cyan 0%
Magenta 14%
Yellow 80%
Black 0%
50% 40% 30% 20% 10%

Web colours

Due to variations of colour representation on computer
screens and monitors, the EMCDDA advises the use of
screen-safe equivalents to its solid corporate colours and
tints of the agency's blue.

The following screen-safe colour codes should be used
to ensure maximum colour uniformity:

#003366 for Pantone® 288 C

#FFCCOO for Pantone® 122 C

#000000 for black

#335C85 for 80% tint of Pantone® 288 C
#6685A3 for 60% tint of Pantone® 288 C
#99ADC2 for 40% tint of Pantone® 288 C
#CCD6EO for 20% tint of Pantone® 288 C

1.3



OUR IDENTITY

TYPOGRAPHY

To convey the EMCDDA’s modern image, Futura® fonts are used for all of the agency’s printed material. Arial® fonts are used
in some templates, such as letters, memos and reports destined for internal or electronic transmission. In these cases, Futura®
is maintained for set printed fields. When Arial® fonts are used, 10 pt is recommended as the standard size.

Further details of precise font usage can be found in all artwork files on the accompanying CD-ROM. Please refer to the CD-ROM
and use the official style sheets incorporated within each file/document to ensure that the EMCDDA identity remains consistent.

L Futura Light

ABCDEFGHIJKIMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz

1 #3%/&*()_+1234567890

Futura

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz

i1#$%/&*()_+1234567890

H Futura Heavy

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz

1#$%/8&*()_+1234567890

O Futura Oblique

ABCDEFGHIJKIMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz

1#8%/&*()_+1234567890

Arial (for selected internal and electronic transmission)

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklimnopgrstuvwxyz

i'#$%/&*()_+1234567890



OUR IDENTITY

MARQUE AND CONSTRUCTION

The marque is the resulting combination of the EMCDDA symbol with a logotype consisting of the agency’s full title.

Wherever possible, the EMCDDA symbol and logotype should be reproduced at the standard size of 17 mm x 17 mm.
The marque should never be smaller than the recommended minimum size of 12 mm x 12 mm. This ensures that each
of the components remains clear and legible.

Please refer to the accompanying CD-ROM and use the artwork files provided on the marque and its construction.
To ensure that the EMCDDA identity is maintained, marque components must not be modified.

European Monitoring Centre
for Drugs and Drug Addiction

A d b 4
S PN 7 NI ST nire
| | N L ERTE] S
N
alan'lal [IV.a FallaYa ) Id =t Fan Vim! A\ N
| 4 \ | 4l [l
Standard reproduction size N
* . .
symbol: 17 mm x 17 mm . European Monitoring Centre
font: Futura, 11 pt .~ for Drugs and Drug Addiction
Minimum reproduction size =
bol- 12 12 . European Monitoring Centre
Symbor: mm x 14 mm .+ for Drugs and Drug Addiction

font: Futura, 7.7 pt

1.5



OUR IDENTITY

MARQUE TRANSLATIONS

The EMCDDA marque is reproduced below in the 11 official languages of the European Union

plus Norwegian. Examples are presented in the language protocol order adopted by the

Office for Official Publications of the European Communities.

" Observatorio Europeo de las

*  Drogas y las Toxicomanias

N

Spanish —

. Det Europaeiske Overvagningscenter
.= for Narkotika og Narkotikamisbrug

Danish -

. Europdische Beobachtungsstelle
« fir Drogen und Drogensucht

©
(0]
=
3
Q
=]
* | * *
* *

. Eupwnaiké Kévrpo MapakoAoiBnong
*  NapkwTikov kal To§ikopaviag

*

Greek —

. European Monitoring Centre
x  for Drugs and Drug Addiction

*g*
*

English -

. Observatoire européen des
.* drogues et des toxicomanies

French —

Osservatorio europeo delle
droghe e delle tossicodipendenze

*;*
o *

Italian -

Europees Waarnemingscentrum
voor drugs en drugsverslaving

Dutch -

Observatério Europeu da
Droga e da Toxicodependéncia

Portuguese —

Euroopan huumausaineiden ja
niiden v&drinkdyton seurantakeskus

Finnish —

Europeiska centrumet fr kontroll
av narkotika och narkotikamissbruk

*;*
£ *

Swedish -

. Europeisk overvakingssenter for
~* narkotika og narkotikamisbruk

Norwegian —




OUR IDENTITY

MULTILINGUAL MARQUE

The multilingual marque may be used on items carrying text in more

than one language (e.g. posters, exhibition stands) or on products
designed for multilingual purposes (e.g. presentation folders). In such
cases, the marque covers a variety of languages in the one identifier,

thus avoiding use of several logos in different languages on the same item.

*
*

www.emcdda.eu.int

The multilingual marque may also be used on products where space
is limited and a more condensed identifier is required (e.g. promotional
and display materials, newsletters and briefings).

The multilingual marque is composed of the symbol and the agency’s
website address, reflecting the agency’s aim to distribute information
as effectively and widely as possible, using the latest technology.



OUR IDENTITY

MULTILINGUAL MARQUE CONSTRUCTION

Wherever possible, the multilingual marque should be reproduced
at the standard and minimum size of 21.5 mm x 21.5 mm.

It should never be smaller than this recommended size. This ensures
that each of the marque’s components remains clear and legible.

Please refer to the accompanying CD-ROM and use the artwork
file provided. To ensure that the EMCDDA identity is maintained,
marque components must not be modified.

Standard reproduction size

symbol: 21.5 mm x 21.5 mm

font: Futura, 7 pt

www.emcdda.eu.int

1.8



OUR IDENTITY

MARQUE VARIATIONS ON COLOURED BACKGROUNDS

The following pages demonstrate how to use the EMCDDA marque on different coloured
backgrounds. Particular care should be taken to ensure that both the symbol and logotype
always remain clear and legible.

It is acceptable to use the marque on 100% colours, such as the EMCDDA’s Pantone® blue
or Pantone® yellow. This will lead to the blending of the symbol’s blue and yellow halves
into their corresponding dark or light backgrounds.

European Monitoring Centre

for Drugs and Drug Addiction

www.emcdda.eu.int

2-colour marque on Pantone® 288 C (equal to 100%)

European Monitoring Centre

for Drugs and Drug Addiction

www.emcdda.eu.int

2-colour marque on tint of Pantone® 288 C (tint equal to 50% or more)

" European Monitoring Centre
.+ for Drugs and Drug Addiction

www.emcdda.eu.int

2-colour marque on tint of Pantone® 288 C (tint equal to 49% or less)

. European Monitoring Centre
.= for Drugs and Drug Addiction

www.emcdda.eu.int

2-colour marque on Pantone® 122 C (equal to 100%)

1.9



OUR IDENTITY

MARQUE VARIATIONS ON COLOURED BACKGROUNDS

Examples of the marque are provided below in monochrome (blue only) against
different blue, tints of blue or white backgrounds.

. European Monitoring Centre
.+ for Drugs and Drug Addiction

www.emcdda.eu.int

Blue monochrome marque on white background

European Monitoring Centre

for Drugs and Drug Addiction

www.emcdda.eu.int

Blue monochrome marque on 100% blue background

European Monitoring Centre
for Drugs and Drug Addiction

www.emcdda.eu.int

Blue monochrome marque on medium tint of blue background (tint equal to 50% or more)

. European Monitoring Centre
.+ for Drugs and Drug Addiction

www.emcdda.eu.int

Blue monochrome marque on light tint of blue background (tint equal to 49% or less)



OUR IDENTITY

MARQUE VARIATIONS ON COLOURED BACKGROUNDS

Examples of the marque are provided below in monochrome (black only) against different black,
tints of black or white backgrounds.

. European Monitoring Centre
.+ for Drugs and Drug Addiction

www.emcdda.eu.int

Black monochrome marque on white background

European Monitoring Centre

for Drugs and Drug Addiction

www.emcdda.eu.int

Black monochrome marque on black background

European Monitoring Centre

for Drugs and Drug Addiction

www.emcdda.eu.int

Black monochrome marque on medium tint of black background (tint equal to 50% or more)

. European Monitoring Centre
.+ for Drugs and Drug Addiction

www.emcdda.eu.int

Black monochrome marque on light tint of black background (tint equal to 49% or less)



OUR IDENTITY

MARQUE USAGE GUIDELINES

Exclusion zones

The following diagrams indicate the correct amount
of space to be left around the EMCDDA marque.
This space has been designed to protect the marque
from close positioning of typography.

.| European Monitoring Centre
. for Drugs and Drug Addiction

www.emcdda.eu.int

Recommended positioning

In order to maintain consistency, the agency’s
marque should appear in the top left hand corner
of all literature.

Preferred marque usage

The marque is best displayed when used on solid
colours or simple graphic elements (such as on the
arch of the symbol).

The marque is not recommended to be placed over
photography so as not to clutter the image. However, if this
is necessary, the photograph should be made as faint as
possible, so as not fo interfere with the marque’s logotype.

* European Monitoring Centre d
.*  for Drugs and Drug Addiction
N European Monitoring Centre d
o for Drugs and Drug Addiction
*. European Monitoring Centre d
.+ for Drugs and Drug Addiction
" European Monitoring Centre X
.*  for Drugs and Drug Addiction

-w .- -5 % = ; ‘
T onitorifg e
'forﬂ/;d -%q_q_ﬁ X




2. OUR STATIONERY

Deluxe letterhead portrait

Deluxe continuation sheet portrait

Deluxe multilingual letterhead landscape

Deluxe multilingual continuation sheet landscape
Deluxe compliment slip and business card
Deluxe envelopes

Regular letterhead portrait

Regular continuation sheet portrait

Regular multilingual letterhead portrait

Regular multilingual letterhead landscape
Regular multilingual letterhead continuation sheet landscape
Regular envelopes

Mailing sticker

Mailing ribbons

Fax

Memo

Minutes

Internal reports

Transmission sheet 1

Transmission sheets 2 and 3

A4 notepad, message notepad and ring binder label

Employee ID card and visitor ID card



ltems of stationery are the most frequently used medium of communication
and are an important part of the EMCDDA identity. This section presents
design and layout elements for all EMCDDA stationery.

The front of each page shows the design elements incorporated within each
item. Please refer to the accompanying CD-ROM and use the appropriate
artwork files for producing pre-printed stationery of this kind.

Usage pages on the reverse illustrate the layout elements for stationery

and explain how to use templates, where applicable. These are available
to EMCDDA staff as Microsoft Word® templates but are also presented for
reference in pdf format on the accompanying CD-ROM. Details of any style
sheets included in the templates are also shown on the usage pages.

The agency has two ranges of stationery: deluxe and regular. Users should
ensure they select the range most appropriate to their task. Deluxe items should
be reserved for high-level external communication and correspondence. Regular
stationery items may be used for everyday internal and external communication.



OUR STATIONERY

This pre-printed item is available in 12 languages: ES, DA, DE, EL, EN, FR, IT, NL, PT, Fl, SV and NO.

DELUXE LETTERHEAD PORTRAIT

Artwork files are available on the accompanying CD-ROM.

20 mm

17 mm

‘ 18 mm

17 mm ‘A‘ 51 mm

“ European Monitoring Centre
+*  for Drugs and Drug Addiction

Rua da Cruz de Santa Apolénia 23-25, 1149-045 Lisbon, Portugal
Tel. (351) 218 11 30 00 - Fax (351) 218 13 17 11

info@emcdda.ev.int « http://www.emcdda.eu.int

‘ 18 mm

Deluxe letterhead portrait = (210 mm x 297 mm) — shown here at 60% of actual size

TYPOGRAPHY
Address

font: H Futura Heavy

size: 8 pt

tracking: 3

leading: 11 pt

colour: white

Bullet points

font: Futura

size: 5.5 pt

leading: 11 pt

colour: white

GRAPHIC ELEMENTS
Blue band

size: 210 mm x 18 mm
colour: Pantone® 288 C

2.1



OUR STATIONERY

DELUXE LETTERHEAD PORTRAIT - USAGE

Microsoft Word® templates are available to EMCDDA staff for use with the deluxe portrait
letterheads. They allow text to be aligned to the left or right according to layout practice for

correspondence in different languages.

STYLE SHEETS

n Address field

style sheet: Details

font: Arial, 10 pt

line spacing: 14 pt

COlOUI’I blGCk

n Reference field

style sheet: Details

font: Arial, 10 pt

line spacing: 14 pt

COlOUI’I blGCk

n Date field

style sheet: Details

font: Arial, 10 pt

line spacing: 14 pt

COlOUI’I blGCk

n Message field

style sheet: Message

font: Arial, 10 pt

line spacing: 14 pt

COlOUI’I blGCk

2.2

European Monitoring Centre
»*  for Drugs and Drug Addiction
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Rua da Cruz de Santa Apolénia 23-25, 1149-045 Lisbon, Portugal
Tel. (351) 218 11 30 00 . Fax (351) 218 13 17 11

info@emcdda.eu.int « http://www.emcdda.eu.int

Deluxe letterhead portrait template = (210 mm x 297 mm| = shown here at 60% of actual size




OUR STATIONERY

DELUXE CONTINUATION SHEET PORTRAIT

This pre-printed item should be used in conjunction with the deluxe portrait letterheads.

An artwork file is available on the accompanying CD-ROM.

17 mm

‘ 18 mm

20 mm

*
*
17 mm *
e

*

info@emcdda.ev.int « http://www.emcdda.eu.int

‘ 18 mm

Deluxe continuation sheet portrait = (210 mm x 297 mm) — shown here at 60% of actual size

TYPOGRAPHY
Address

font: H Futura Heavy

size: 8 pt

tracking: 3

leading: 11 pt

colour: white

Bullet points

font: Futura

size: 5.5 pt

leading: 11 pt

colour: white

GRAPHIC ELEMENTS
Blue band

size: 210 mm x 18 mm
colour: Pantone® 288 C

2.3



OUR STATIONERY

DELUXE CONTINUATION SHEET PORTRAIT - USAGE

This item will automatically appear as the second page within the Microsoft Word® template.

STYLE SHEET

n Message field
style sheet: Message

font: Arial, 10 pt -
line spacing: 14 pt

co|our: blGCk
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info@emcdda.eu.int « http://www.emcdda.eu.int

Deluxe continuation sheet porirait femplate = (210 mm x 297 mm] — shown here at 60% of actual size
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OUR STATIONERY

DELUXE MULTILINGUAL LETTERHEAD LANDSCAPE
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OUR STATIONERY

DELUXE MULTILINGUAL LETTERHEAD LANDSCAPE - USAGE
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OUR STATIONERY

DELUXE MULTILINGUAL CONTINUATION SHEET LANDSCAPE
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OUR STATIONERY

DELUXE MULTILINGUAL CONTINUATION SHEET LANDSCAPE - USAGE
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OUR STATIONERY

DELUXE COMPLIMENT SLIP AND BUSINESS CARD

Pre-printed compliment slips and business cards are produced in deluxe quality only to reflect the profile of the agency externally.

Artwork files are available on the accompanying CD-ROM.

‘Smm‘ 15 mm ‘4‘ 45 mm
10 mm
15 mm *  European Monitoring Ce.nh:e
«  for Drugs and Drug Addiction
*
With compliments
9 mm

Rua da Cruz de Santa Apolénia 23-25, 1149-045 Lisbon, Portugal
18 Tel. (351) 218 11 30 00 - Fax (351) 218 1317 11

info@emcdda.eu.int « http://www.emcdda.eu.int

‘Smm‘

Deluxe compliment slip = (100 mm x 200 mm) —
shown here at 88% of actual size

Business cards are available in EN only.

‘A.S‘ 15 mm ‘A‘ 45 mm

* European Monitoring Centre
.+ for Drugs and Drug Addiction

Name Surname
Title

Field
26 mm

Rua da Cruz de Santa Apolénia 23-25, 1149-045 Lisbon, Portugal
Tel. (351) 218 11 30 00 . Fax (351) 218 13 17 11 . http://www.emcdda.eu.int
name.surname @emcdda.euv.int

|os]

Deluxe business card — (85 mm x 55 mm) —
shown here at 88% of actual size

Compliment slips
are available in four
languages: DE, EN,
FR and PT.
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OUR STATIONERY

DELUXE ENVELOPES

These envelopes are produced in five standard formats and should be used with co-ordinating deluxe stationery.

These items are available in PT only, according to Portuguese postal requirements.

Artwork files are available on the accompanying CD-ROM.

B4 - (353 mm x 250 mm)

18 mm
*
30 mm * Observatério Europeu da Droga e da Toxicodependéncia
* Rua da Cruz de Santa Apolonia 23-25
1149-045 Lisboa, Portugal
18 mm
C4 - (324 mm x 229 mm)
18 mm
*
30 mm
Observatério Europeu da Droga e da Toxicodependzncia
* Rua da Cruz de Santa Apolénia 23-25
1149-045 Lisboa, Portugal
18 mm
C5—-(229 mm x 162 mm)
12 mm
22 mm depend
DL-(220 mm x 110 mm)
10 mm
17 mm depend
CoO= (162 mm x 114 mm)
10 mm
17 mm

Deluxe envelopes — all shown
here at 40% of actual size




OUR STATIONERY

REGULAR LETTERHEAD PORTRAIT

This pre-printed item is available in four languages: DE, EN, FR and PT. A multilingual version

of the regular letterhead has also been developed for use with text in any language.

Artwork files are available on the accompanying CD-ROM.

20 mm

17 mm

14 mm

17 mm

‘ 18 mm

A‘ 51 mm

*
*
*
s
*

European Monitoring Centre
for Drugs and Drug Addiction

TYPOGRAPHY
Address

font: Futura

size: 8 pt

tracking: 3

leading: 11 pt
colour: Pantone® 288 C

Bullet points

font: Futura

size: 5.5 pt

leading: 11 pt
colour: Pantone® 288 C

Rua da Cruz de Santa Apolénia 23-25, 1149-045 Lisbon, Portugal
Tel. (351) 218 11 30 00 « Fax (351) 218 1317 11
info@emcdda.eu.int « http://www.emcdda.eu.int

Regular lefterhead portrait = (210 mm x 297 mm| — shown here at 60% of actual size

18 mm
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OUR STATIONERY

REGULAR LETTERHEAD PORTRAIT - USAGE

Microsoft Word® templates are available to EMCDDA staff for use with the regular portrait
letterheads. They allow text to be aligned to the left or right according to layout practice
for correspondence in different languages.

STYLE SHEETS

n Address field

style sheet: Details

font: Arial, 10 pt

line spacing: 14 pt

co|our: blGCk

n Reference field

style sheet: Details

font: Arial, 10 pt

line spacing: 14 pt

co|our: blGCk

n Date field

style sheet: Details

font: Arial, 10 pt

line spacing: 14 pt

CO|OUI’I blGCk

n Message field

style sheet: Message

font: Arial, 10 pt

line spacing: 14 pt

co|our: blGCk

* European Monitoring Centre
P for Drugs and Drug Addiction

Bar & H Sampis
12 Spmple By
Earsplakram

AE1Z 3

Red 12358 n

Dol .E]I.ﬂtlm.
3
Loz 1% Sarrple

Liwsiati i3S SO 4o e, e SeCieled Ekiaieng oL S JEF oSurery S8 aurkTal] ek ul Seirael
ko PRGN O LTy 0l wobpad] L) e ST B Tl AT S ORI R0l BN Ul
B WA Pl ] AR 6 S GOERTIOO COnBETRT]

Caia malsm il sare wirs dodor in henainssil in o weipeiads ol sass moiesds conseqi o8l Bum aodore #ii
baigpinl rilla Pracilinde ml ssec sima o mooumaen o ek ool dgrinaim qul hlsnedd prasaent s el deiend
sdggun chin dodons b bugail nela feclied . Lorem iprem dolor s smad, conescisiuer sdizecing 4, s dmm
ranursery nibh ssered Hrckdung ol lsorssi dofors magas sbcusm sred voboipsl. US wei snen sd misim seniam,
cpan neaingd aamti nkon ullsmeorper wescipr obor@s el ol alepuip & s commods: conascyanl.

Cans sriem vall sure rurs dodor in harddrecd = weipriate vl e moissle consscqual. #el Bum Solors au
baugpal realka il il wasd @it o deoaTrin o usks ool degreaan Gul Dl praesent uptatum 220 dabind
gy DS Goknd [ Feugail iveld Mool Form BeT mgor Oust il fobed S hvke s Spdon ooagss ninil

i el A ] (O PLATET) PLICETEE a0 OSSIT BEELIT.

LS ki R0b 1 Vel GO ET ST R SR S50 JRETI IR RN Sk ek U s el
giodoie magny abgueem el sobrpeyi UH sied erdm o pd minim. ssndam, guis nosined sasd ishon ullsmoonper
pimsipi koboriie rded of pligiip 8 A8 comncdn consempayi Dads mosm v e Pars dolor in e in
wuipzinks vl sess molastia consscuai, vl Bum dolors sy gl nulls fecilizis ot o sms s sccumasn st
Lo oo Sligs maim g Eendil presses| pisben ool delani suges Suis doiors [e fespe i rulle eciei Lorem
e doior sl aml, comerciuer sdpecing oll, sed dem norvemeTy mbh meemcd bredent ol wonest dolom
T i e el ol

L izars doke 5l el

L e igaar doloe wif pas
Loresm izaus

Rua da Cruz de Santa Apolénia 23-25, 1149-045 Lisbon, Portugal
Tel. (351) 218 11 30 00 - Fax (351) 218 13 17 11
info@emcdda.eu.int « http://www.emcdda.eu.int

Regular letterhead portrait template = (210 mm x 297 mm) — shown here at 60% of actual size




OUR STATIONERY

REGULAR CONTINUATION SHEET PORTRAIT

This pre-printed item should be used in conjunction with the regular portrait letterheads.

An artwork file is available on the accompanying CD-ROM.

20 mm

17 mm

14 mm

‘ 18 mm

17 mm ‘

*
*
*
s
*

info@emcdda.eu.int « http://www.emcdda.eu.int

TYPOGRAPHY
Address

font: Futura

size: 8 pt

tracking: 3

leading: 11 pt
colour: Pantone® 288 C

Bullet points

font: Futura

size: 5.5 pt

leading: 11 pt
colour: Pantone® 288 C

‘ 18 mm ‘

Regular continuation sheet portrait = (210 mm x 297 mm) — shown here at 60% of actual size



OUR STATIONERY

REGULAR CONTINUATION SHEET PORTRAIT - USAGE

This item will automatically appear as the second page within the Microsoft Word® template.

STYLE SHEET

n Message field
style sheet: Message

font: Arial, 10 pt
line spacing: 14 pt

CO|OUI’Z blGCk

Duin sainrm #al a0 riurs defor in keredesri is wolprsis vl es mclnlis cormsgunl, vel fom dolees au
tipppnl, Pl N ol v arvos o Srturesan o foald ode S sa e Dlared paisse | ozl 2E0d hideval
BRI duk SORIE o UG el LBcE . ATy BEH [RRTE CART) SOhilD Pobed Seerid opran aoddr ekl

n mpariel doming i quecd mazin piacenat tecss poasm asmm

Lo ipesmn doloe mit smail, conescisihuer sadigiacing all, eed dism nerummy nibh suismcd Sncichunt ol ot
cekorg g fa e gusET el el LY vl grem i maem vereas, gues s e llen ulkerdonpe
S b N T R G0 B DONPIRO0N COrdesdiEt. D auhem vl sum wiele G0k i hendnai n

4 I s Wl ARAR TICA s Loe i, W BT Snkors S fesig it T LI PR B A O o B0 LPRST B
wmic odio digrissim oui bisrsld prassent lepisien ol delsni mges Suis doiors e feugad nals feclal Loeem
LT Solor it areel, commecishuer siizecing all, sed dam nesumey mbh auiemed nccunt ol Iscrest Solore
g o ol skl

Dl BT Wi BT i (008 i Py iS00 walDamaney well] eda Mokl iy (0N iad, vid BT D0d0PE S
fmugint rulle foeciiin sl e anca @ sscurmaen M e nd o digreeim sul blende poesssst bizbram reril dederd
mugrH dein Soloes = leopgerd rulle sl Fam e g cum schils robes afeiferd opSon corgua ekl
wrpurhel deoreng &l gusd macer plera! boes posss e

Ly e Gobod it e, Dorelnobed i pecpisaing o, ged dhae reoeaaaey bl cuRsm00 teepaiie ul Laorest
dokans e rs BhLeET B s, LE wisl erdm s minkms veniem, e nosinad aosc tion iilsereomess
muncipl inbertin niel LR sliquip & em commordo conesgunt. D azisn vl s ifes Solor in hardred in

L1 sl qunl, vel ilum Zolore aw feugint sulls feciom &l o srce ot sccomean ol
wnis o degindm g bl praesend leplilen Eil daling] sugoe Sur dokong b leogad el ledsl Lo
IR Sk A R, DOreech el ey AR i ped ol nosirmnep iebh eUkeTod tnce e ul Laorest dokons
kg aloienT At sl pat

Lormm o -dolce 5t mmal

Lioweas ipeaam fskod st mrvad

Loavari [pmaEm

info@emcdda.eu.int « http://www.emcdda.eu.int

Regular continuation sheet portrait template = (210 mm x 297 mm) — shown here at 60% of actual size




OUR STATIONERY

REGULAR MULTILINGUAL LETTERHEAD PORTRAIT

This pre-printed item has been developed to allow for correspondence in any language.

An artwork file is available on the accompanying CD-ROM.

‘ 18 mm 22 mm ‘

TYPOGRAPHY
16 mm Address

* font: Futura

22 mm * size: 8 pt

tracking: 3

=== www.emcdda.eu.int

leading: 11 pt
colour: Pantone® 288 C

Bullet points

font: Futura

size: 5.5 pt

leading: 11 pt
colour: Pantone® 288 C

Rua da Cruz de Santa Apolénia 23-25, 1149-045 Lisboa, Portugal
Tel. (351) 218 11 30 00 « Fax (351) 218 1317 11
info@emcdda.eu.int « http://www.emcdda.eu.int

14 mm

‘ 18 mm

Regular multilingual letterhead portrait = (210 mm x 297 mm) — shown here at 60% of actual size



OUR STATIONERY

REGULAR MULTILINGUAL LETTERHEAD PORTRAIT - USAGE

Microsoft Word® templates are available to EMCDDA staff for use with the portrait letterheads.
They allow text to be aligned to the left or right according to layout practice for correspondence

in different languages.

STYLE SHEETS

n Address field

style sheet: Details

font: Arial, 10 pt

line spacing: 14 pt

co|our: blGCk

n Reference field

style sheet: Details

font: Arial, 10 pt

line spacing: 14 pt

co|our: blGCk

n Date field

style sheet: Details

font: Arial, 10 pt

line spacing: 14 pt

CO|OUI’I blGCk

n Message field

style sheet: Message

font: Arial, 10 pt

line spacing: 14 pt

co|our: blGCk

www.emcdda.eu.int

Bk A B Zamcis
12 Sample B
Barphaioan
farmpds

BEE BT

Red 12358 n

Db .?Ell.rltlm

Loz 1% Sarrple

Liwsiati i3S SO 4o e, e SeCieled Ekiaieng oL S JEF oSurery S8 aurkTal] ek ul Seirael
ko PRGN O LTy 0l wobpad] L) e ST B Tl AT S ORI R0l BN Ul
B WA Pl ] AR 6 S GOERTIOO COnBETRT]

Caia malsm il sare wirs dodor in henainssil in o weipeiads ol sass moiesds conseqi o8l Bum aodore #ii
baigpinl rilla Pracilinde ml ssec sima o mooumaen o ek ool dgrinaim qul hlsnedd prasaent s el deiend
sdggun chin dodons b bugail nela feclied . Lorem iprem dolor s smad, conescisiuer sdizecing 4, s dmm
ranursery nibh ssered Hrckdung ol lsorssi dofors magas sbcusm sred voboipsl. US wei snen sd misim seniam,
cpan neaingd aamti nkon ullsmeorper wescipr obor@s el ol alepuip & s commods: conascyanl.

Cans sriem vall sure rurs dodor in harddrecd = weipriate vl e moissle consscqual. #el Bum Solors au
baugpal realka il il wasd @it o deoaTrin o usks ool degreaan Gul Dl praesent uptatum 220 dabind
gy DS Goknd [ Feugail iveld Mool Form BeT mgor Oust il fobed S hvke s Spdon ooagss ninil

i el A ] (O PLATET) PLICETEE a0 OSSIT BEELIT.

LS ki R0b 1 Vel GO ET ST R SR S50 JRETI IR RN Sk ek U s el
giodoie magny abgueem el sobrpeyi UH sied erdm o pd minim. ssndam, guis nosined sasd ishon ullsmoonper
pimsipi koboriie rded of pligiip 8 A8 comncdn consempayi Dads mosm v e Pars dolor in e in
wuipzinks vl sess molastia consscuai, vl Bum dolors sy gl nulls fecilizis ot o sms s sccumasn st
Lo oo Sligs maim g Eendil presses| pisben ool delani suges Suis doiors [e fespe i rulle eciei Lorem
e doior sl aml, comerciuer sdpecing oll, sed dem norvemeTy mbh meemcd bredent ol wonest dolom
T i e el ol

L izars doke 5l el

L e igaar doloe wif pas
Loresm izaus

Rua da Cruz de Santa Apolénia 23-25, 1149-045 Lisboa, Portugal
Tel. (351) 218 11 30 00 - Fax (351) 218 1317 11
info@emcdda.eu.int « htip://www.emcdda.eu.int

Regular multilingual lefterhead portrait template = (210 mm x 297 mm) — shown here at 60% of actual size




OUR STATIONERY

REGULAR MULTILINGUAL LETTERHEAD LANDSCAPE
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OUR STATIONERY

REGULAR MULTILINGUAL LETTERHEAD LANDSCAPE - USAGE
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OUR STATIONERY

REGULAR MULTILINGUAL CONTINUATION SHEET LANDSCAPE
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OUR STATIONERY

REGULAR MULTILINGUAL CONTINUATION SHEET LANDSCAPE - USAGE
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OUR STATIONERY

REGULAR ENVELOPES

These envelopes are produced in five standard formats and should be used with co-ordinating regular stationery.

These items are available in PT, according to Portuguese postal requirements.

Artwork files are available on the accompanying CD-ROM.

B4 — (353 mm x 250 mm)

18 mm
*
*
30 mm
* Observatério Europeu da Droga e da Toxicodependéncia
. Rua da Cruz de Santa Apolénia 23-25
1149-045 Lisboa, Portugal
18 mm
C4 - (324 mm x 229 mm)
18 mm
*
*
30
mm * Observatério Europey da Droga e da Toxicodependéncia
" * Rua da Cruz de Santa Apolénia 23-25
1149-045 Lisboa, Portugal
18 mm
C5-1(229 mm x 162 mm)
12 mm
22 mm ﬁ‘ X! Observatério Eurapeu da Droga e da Toxicodependéncia
L Ruado Cruz de Sania Apolénia 2325
PR 1149-045 Lisboa, Portugal
12 ‘
DL- ({220 mm x 110 mm)
10 mm
17 mm
CoO- (162 mm x 114 mm)
10 mm
17 mm depende

Regular envelopes — all shown 2.21
here at 40% of actual size



OUR STATIONERY

MAILING STICKER

A self-adhesive mailing sticker has been developed in one standard format to be used
on large dispatches from the EMCDDA, such as mailing boxes. This pre-printed item is
available in PT, according to Portuguese postal requirements.

An artwork file is available on the accompanying CD-ROM.

TYPOGRAPHY

Address Destinatario

font: Futura font: Futura

size: 7 pt size: 8 pt uppercase
leading: 10 pt colour: Pantone® 288 C
tracking: 3

colour: Pantone® 288 C

8 mm

17 mm

18 mm

37 mm

20 mm

2.22

‘Smm 17 mm ‘3‘ 62 mm

*
*
% Observatério Europeu da Droga e da Toxicodependéncia
*  Rua da Cruz de Santa Apolénia 23-25
* 1149-045 Lishoa, Portugal
DESTINATARIO:
Mailing sticker = (150 mm x 100 mm) — shown here actual size

40 mm




OUR STATIONERY

MAILING RIBBONS

Two non-adhesive mailing ribbons have been designed for the national and international

distribution of the EMCDDA's newsletter Drugnet Europe. These pre-printed items are

available in PT, according to Portuguese postal requirements. An artwork file is available

on the accompanying CD-ROM.

‘A‘ 17 mm ‘3‘

‘]Smm ‘ 15 mm H ‘A‘

51 mm 34 mm
TYPOGRAPHY
Address
33 mm 33 mm font: Futura
size: 7 pt
| | leading: 10 pt
6 mm 5.5 mm ;
2™ | REMETENTE: tracking: 3
—S= p Observatério Europeu da ECONOMY | PORTUGAL DMI
. . . ®
*  Droga e da Toxicodependéncia CAIS DOS SOLDADOS 20 CO|OUI’. Pantone® 288 C
17 mm % Rua da Cruz de Santa Apolénia 23-25 LISBOA mm
* 1149-045 Lisboa, Portugal TAXA PAGA
x Drugnet Europe
Drugnet Europe
20 mm 17.5 mm font: Futura Heavy Oblique
DESTINATARIO: N size: 8 pt
M 1 tracking: 5
colour: Pantone® 288 C
37 mm
57 mm Remetente / Destinatdrio
B N font: Futura
size: 8 pt uppercase
20 mm tracking: 20
| N colour: Pantone® 288 C
REMETENTE:
146 mm % Observatério Europeu da PORTUGAL BUS-MAIL
* | Droga e da Toxicodependéncia o3 CAIS DOS SOLDADOS
% Rua da Cruz de Santa Apolénia 23-25 LISBOA
* 1149-045 Lisboa, Portugal TAXA PAGA
*
Drugnet Europe
DESTINATARIO:
mmm—m—————
- - ~ ~
- ~
L L d -~ ~ ~
- = - -~ - - - -

Mailing ribbons = (142 mm x 282 mm) — shown here at 8% of actual size
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OUR STATIONERY

FAX

A black monochrome fax template has been designed for use by EMCDDA staff.

This item is available as a single Microsoft Word® template combining EN and FR.

STYLE SHEETS

n Reference fields
style sheet: Fax bodycopy
font: Arial, 10 pt .
line spacing: 14 pt

COlOUI’I blGCk ]

n Message field

style sheet: Message FUK
font: Arial, 10 pt

line spacing: 14 pt n b g

colour: black
Tzo & Lorem peam Fea DI2145E THS
Froe - [ (LDeST) ippda d0dr 24 Fe= £33 456 THE

Harber of poges - Hordes de gagm 1
Mg

Lirem ipaue Sokoe il el oorsec] sluer ehprecosg el sed dam norrrryy nigh auremod Sscdun] ot eceeel
il Pl abiErm o vohaipal. LY sl ovem O reien veredi, Quek Foeli el eiand DS o kst e
SRR RO T ] Dl B i O R

Cuie @ vl LA WRAE SORH I8 BEnIREiil i viliiabi b o S5 5 okriles QRS a1, il BT BbD i
Feugiad nella faciieds ab weim e ol Sccumapn o iedn ook dignisaim ol hisnd i peassssni kiplaium ool debsed
Fapgiw rhia cdodars o rigal nulls tecils Lorss |paim cokor s smes corased Mo el piacing s eed tam
rewt Ty ih sk Hnccin ol el dedors magra slopoen aral wnleizad. LB wisd snim sd minkm ssnism,
piin. nadired s bebion uilsmeoreer suecipd keboriin niel uf slicuiz a8 as commodo conescual

Lorsm g dokcr o mmet, corascislusr sdipiscing i, sed dinm norarmmy nish sulsmed Secidunl u? inceesl
dokore magns sksumm ered vobuipel. U sl sren ed minim venem, gen rosined soeo) etice: slsmocrpar
st bedainis (el ol ilepep e i ool ol

Dupsi avleds vl gum rare Soky 18 Sendeeil oy sulpoki b mall S6se cpidl, vl B SlSi i Bl
Feugpal ivalla Mol oF wei0 edirs o SOCURMEN of el i Dok Q) g [ Diwedil pagsee] kiphabss Eni debaed
iy g b N T il facile .

Ly Apfii, dod 1 BiTed, GORGE Rl T ped pecing el S0 ERITY (OTATTY N0 SLEETION BALERIR] i B00Ee
el T Sk ienTs aras wodoipal L8 wind prim ol mindT wRnie, ojaln raednod soosn it o lameca e

mierigd ketawtin niel wi dlipip 85 &6 comimoals: conaspasl

B doTraa e Boreo dpatiedn 31-28, 1189343 Likes. Foregal
Tl (0] el 10 B0 < e [RSIDTIE I NP WD
whler nakba mend - e e sk b e wd

Fax template = (210 mm x 297 mm) — shown here at 60% of actual size
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OUR STATIONERY

MEMO

Memos should be used for internal communication only.

This item is available as a single Microsoft Word® template combining EN and FR.

STYLE SHEETS

n Reference fields

style sheet: Memo bodycopy
font: Arial, 10 pt

line spacing: 14 pt

colour: black

Message field

Memo style sheet: Message
font: Arial, 10 pt

line spacing: 14 pt

n Tz A Liwim prours dokor ) el Doty 8 e NS
colour: black

Froam - Os Lizesrm ipsasm dosor el smei Wr.l.ﬂllﬂ'iﬂ.l.l'l'l
fubist < Dbl LO#Ere ipaaim
:H.lmn.p
n Lot Py DT 0 (TR SO et i Seine] o, i O Rt (b dni e [n0ediam il MaegE]

chosrr o) Moo aral enlelpad. LE wisd snim s minkm oaniem Giie nodained 8 S bilan i erearper
miErdzd edbewn rinl ol sliuip s ea coarereRin Sormeg Ut

Cisin i ssl s s dolor in bandrer® in sulpuisies velif sees molseiis cormsgunt, vl ilem dolors su
Feugpnd nulls fscilizin & veW Soe & U @ usrn cdin dignissim gei bl nde prsssent fupistum  xerl dalsnd
migum dun Solore fa feugsd rulis iscilinl Losem ipeum dolor sl amel, conmssciaiuer sdipacing alt, sed dmm
ey Al aurETeed Incahus] ufl bereel dobiw magrs b e il whipsar] U e erem il resen sereae,
i Ol il Ll o MRS o erl i Bl s ol R i ] i e S el

Lo | pd ed S0 e i rianaDeluns i soa i, Sl deb FOrveRstp b s ok ol loreEl
CREOR VS BT ol vl ulned. L il ains B0 v ysmiam gies nosid e el Lhon ullemoorper
gamackad ke resd il BRI B0 B CONTHTHD SOTRETLBEL

Cijog audern esl gm bare dokod in hengienn i vulpuisle vell seas molegie coressgunt, vl lem dolore su
Friggand ol fcilisln o vPT AGE & SCCLTEen o L el ckg rissim el b rd pressent lupestum el dalsnd
iU duin Solore fa Feugel rudis iscilini

Lorem | prumn dokor sd amal, comascishssr sdipiscing ali, asd desm nonemsty nibh suismod Hnocun® ol lsoresi
dofore mages skgumm erai volvizal. LE wisl enim sd miem wesem. oo noeinud asei nbon ulsmeoser
iz bobers renl ol alepup e W corrresis cormsg Ul

Memo template = (210 mm x 297 mm) — shown here at 60% of actual size
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OUR STATIONERY

MINUTES

Minutes are largely, but not exclusively, used for internal communication.

This item is available as a single Microsoft Word® template combining EN and FR.

STYLE SHEETS

n Reference fields

style sheet: Minutes bodycopy

font: Arial, 10 pt

line spacing: 14 pt

COlOUI’I blGCk

n Message field

style sheet: Message

font: Arial, 10 pt

line spacing: 14 pt

COlOUI’I blGCk

2.26

Minutes

Merding : lpaga Lisrsarr ks Sk dal Dot 24 June 200B
Wooss - Las  |Loowm ipum
Preaaat o Podssard ] ] Liodem ipaim

:'I‘FIH'I.

Lorem ipaum dolor mi smal, cormecisiuer sdppscng ald, ssxd e rarvamety mibh ul
el e b aral yolelsal. LE Wl dana S ST et s S iessned aeer lalon uleveerped
i ROl e ol R O i RTINSO

Coio GLAETTs vl G Wi DOhDF oy i i VAR wE T O TPE B DOTagLa, il (B JokE i
Teiagnd il a7 WEAD G0 O BCLETER o RIS o ohgress el DRI (oS SENE iuptatim 2 el
B b oboae i Mo radin LacBai Loredm ipeasm ooir o Ame, CONSSCIie SOpacing S5, sl diam
FaniaTT b ST tincidiinl ot soceasd dodoes muspron slges et eokiimor N sted enim s misim veniam,
rpie neadr] o Enlios ubsmcorper ez ok niel o Aliquip s s comimesdo conmeg L

Lorem ipaum dolor mi smal, cormscisiuaer sdipiscing ali, el dewn rorvamery nibh ui
dofore magen sk eral yoluizsl. LE wisl snim sd mim vasam, o neeined aseri nbon ulisreorser
sz kot renl wl alEpp o= oo cormesg et

Doy auler vl vum rewe dokon m hndned? n vulpolele sell mse molesbe comesguat, vl ilen dolore au
Tl ks Aaoils O w0 oN0 o SOOUETERI ol RS0 O (R qui Db RO (oS Sent uptai 225 delini
Py i b0 b Mgt ralin Lo,

L [y ChOhOd S0 (THELL SOl b (] RS 0, fed (T Py TRDh f e DT Ul e
doicery e ploieam erail volwipsd. LE wisd snim ad mindm wesaiam gids nogined saeml ion ulsmoorper
m Bzl kobewmia nial el Aliouip e B CORTEITERIG Sormesg Lot

B da Tra e Tanda dpceanea 31-25, 149 - D42 Labos, Porigal
Bl (0] ol b0 S0 s Fom (REDDRIE DT TR0

Loi3+ b o - g b e

Minutes template — (210 mm x 297 mm) — shown here at 60% of actual size




OUR STATIONERY

INTERNAL REPORT COVER (SHORT)

This template is designed to incorporate short EMCDDA reports, with text beginning on the
cover page itself.

This item is available as a single Microsoft Word® template combining EN and FR.

n Loremn izewrn doles wl mret

Hl Lorem ipsum dolor sit amet

n [eyies 2% Jises 200G
Autbor « Apbpar  Lonam frves

Paci peniy « Dmiraioree  Lorem ipaum doior sl amai

n 1. Loram ipsum dolor wié armst

Do drabesi vayl @iivs Wass GOk 1 Rerdsaill i vildgulale we bl £680 MObERE OOfdaunl, vl iBm oles b
faupinl resln Pecilimin mf wern e s sccuomeasn st iumin ook Sigeeeim oue Bancl prssanl episium el deleni
pi i g Gobons be Teugad nully decils, Lorem ipgom dobor 54 amesl. conescisbies sdipiscing ofil, ged dan
ramermerp nibh sl lescun ol el dobors mag e alopers el ardulpal. LN are acem ad resn sasEm
e noaingd et nlion uismcoreer Lecipi inhorie aikl Ui &8 &n commoric e R

n Leram ipsum doker wil amet
COMSEC T BRSO S0 da] RET) TOAETVY S o] kil Ul Bnsid OREE e i Bl sT o al
wobsfpal. LU s srem ekl menem vereem, ot reretned aceeci Wion ulsrmcorper suso p koo el ol alepop e
B COITITORES Cormms]unt

H [Crin moien vl aum rurs dokor i bergesrd in vuizuisis @ i ssas eolaris corasqunt, val jlum dolora as
ELgRe! il Tl B S8m BT B SOCUIMERN o S RID D0ko JR)0 RAET R SIS Rmeiand b LR L 2 pedeni
g uw chue dodors e leugad nulls feois .

¥ Loram ipsum deolor s armal

Chis dabe sl G The GOR I8 Beralteil i vilSULBE we Bl 440 ROl FRE OOPdaudl, vl IR dokis de
fauginl reslin Pecilimin ot wern smm sl sccumesn st umin ook Sigeeeim ou Bianci presssanl pisium el deleni
i e S b 1 TR Pills fpcils . Lows paiim diokod & ol corsectadies Sdipisceng o, e dasm
ramuermery nibh suered lrecchun] ol el dokrs megre alapuens el wiulpll LN wre anem @l meen sassm
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LT iV S0bd B BT 1

Internal report cover [short) template = (210 mm x 297 mm) — shown here at 60% of actual size

STYLE SHEETS

n Report title

style sheet: 01 Report Title
font: Arial, 26 pt
line spacing: 30 pt

co|our: blGCk

n Reference fields

style sheet: Normal
font: Arial, 10 pt
line spacing: 14 pt

co|our: blGCk

H Report heading
style sheet: 02 Report heading

font: Arial, 10.5 pt
line spacing: 15 pt

co|our: blGCk

n Report subhead

style sheet: 03 Report subheading
font: Arial, 10 pt

line spacing: 14 pt

co|our: blGCk

Message field
style sheet: 04 Report bodycopy

font: Arial, 10 pt
line spacing: 14 pt

co|our: blGCk

n Report header
style sheet: Ref in header

font: Arial, 10 pt

COlOUI’Z blGCk

Report footer

style sheet: Footer
font: Arial, 8 pt

colour: black

2.27



OUR STATIONERY

INTERNAL REPORT COVER (LONG)

A report cover template has been designed to help format lengthy EMCDDA reports.

This item is available as a single Microsoft Word® template combining EN and FR.

Lorem ipsum dolor sit amet
[1]

Dot 28 Jurwy 2005
n Spihor - Aalesr Lo ipmum

Rescipienis « Dol notoired (Lofem ipsens G0k s sved

Internal report cover (long) template = (210 mm x 297 mm) — shown here at 60% of actual size
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STYLE SHEETS

n Report title

style sheet: 01 Report Title

font: Arial, 26 pt

line spacing: 30 pt

co|our: blGCk

n Reference fields

style sheet: Normal

font: Arial, 10 pt

line spacing: 14 pt

co|our: blGCk




OUR STATIONERY

INTERNAL REPORT CONTENTS PAGE

The report template uses style sheets throughout to allow for consistency of style. It also includes an
automatic index function, which is activated by right clicking the word ‘Introduction’ on the contents page.
The styles on this page will update automatically.

Fields are also provided within the Microsoft Word® template for page headers and the title page.

Leswm prasmn dedor sil sl

Centants = Table das malidres

1. Lo ipisios doles sil sl ]
:.I :Tl-ﬁ‘ﬂhi'l:'l‘i"‘fll‘.l‘l‘ll :I
2 Lowem jpsum doloe g sweq 3
Losswer i, dicdor o e 1

Coamsdat noiphcing sl sed disre rorurry nibh seiarod
Bk il beoreed colore i

Lt i ane. koo 448, curves| i

Can bl pripeiodng sl fed (T Tera FETe Tebih 86 Bra

Frcbad ol beawd ool rregea Ebgarr w sl 4
Y Lorsm ipaum dolor st smes 4
Lisiae®'s gy oo il | 4
4. Lotem ipaum dolor sl smet 4
LB ket o Al 1
B Lo ipaum doloe sil snel [
[ S e ] 1

Coamsciaium aoiipiacing sl sed dism rerrery nibh S8 arod
bl ke dokey i

Ly’ i Qb 8 i | 3

Internal report contents page template = (210 mm x 297 mm| = shown here at 60% of actual size
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OUR STATIONERY

INTERNAL REPORT INSIDE PAGE

Style sheets have been set up within the Microsoft Word® template to allow for consistency in style.

STYLE SHEETS

n Report heading
style sheet: 02 Report heading

font: Arial, 10.5 pt
line spacing: 15 pt

CO|OUI’I blGCk

n Report subhead

style sheet: 03 Report subheading
font: Arial, 10 pt

line spacing: 14 pt

CO|OUI’I blGCk

n Message field
style sheet: 04 Report bodycopy

font: Arial, 10 pt
line spacing: 14 pt

CO|OUI’I blGCk

n Report header
style sheet: Ref in header

font: Arial, 10 pt

colour: black

Report footer

style sheet: Footer
font: Arial, 8 pt

colour: black

Fields are provided within
the template for page
headers and footers.

2.30

n Lizesrr ipeam dofor sil amal

n 1. Larer ipsam dedor 58 amet

Dhis. auhers wel Um iree S0bkof in hanered in vulpilale et oo mobsgie corsas]unal, vl ilum dokore S@
Fevgial Nl Facii O WEID S0 o SOCUITESN & LD D00 Ckgréssim qul bHasdt prossent upinium 22l
pesleri] g e Gokore b Tedgad ol Taclisl, Loredm ipesm dodor g amel, consacieiner adipacing o,
s ol sorvemvrry mibh spemnsa tireckdund of Leares] dodors magrae slopeam sl volelpal. LB wisd snim ad
rinim ke e nosingd see belion ulsmconzer seeci lobortes nisl Ul e Ba CommGo comesgLat
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Internal report inside page template = (210 mm x 297 mm] — shown here at 60% of actual size




OUR STATIONERY

TRANSMISSION SHEET 1

Transmission sheets outline the circuit for EMCDDA documents and are used internally.

This item is available as a single Microsoft Word® template combining EN and FR.

STYLE SHEETS

n Text entry fields
style sheet: Normal
font: Arial, 11 pt
line spacing: 14 pt

CO|OUI’Z blGCk

Trun:-j.missinn Text entry fields

Ganaeol « Gandrcla

style sheet: Body copy

font: Arial, 11 pt

line spacing: 14 pt
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n 26 Jura SIS colour: black
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Lemam paum dolor

Transmission sheet 1 template — (210 mm x 297 mm) — shown here at 60% of actual size
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OUR STATIONERY

TRANSMISSION SHEETS 2 AND 3

Financial transmission sheets outline the circuit for EMCDDA financial documents and are used internally.

This item is available as a single Microsoft Word® template combining EN and FR.

STYLE SHEETS
n Text entry fields

style sheet: Normal
font: Arial, 11 pt
line spacing: 14 pt

COlOUI’I blGCk

n Text entry fields Transmission
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style sheet: Body copy
font: Arial, 11 pt
line spacing: 14 pt
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Transmission sheet 2 template —
(210 mm x 297 mm) -
shown here at 60% of actual size
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Transmission sheet 3 template = (210 mm x 297 mm)
2.32 — shown here at 30% of actual size




OUR STATIONERY

A4 NOTEPAD, MESSAGE NOTEPAD AND RING BINDER LABEL

The A4 notepad is intended for use at EMCDDA conferences and seminars. The message notepad and ring binder
labels are available for general everyday use.

Ring binder labels are available as Microsoft Word® templates in two sizes. The templates have been set up with
multiple labels on the page. Artwork files are available on the accompanying CD-ROM.

A4 notepad = (210 mm x 297 mm) -
shown here at 60% of actual size

www.emcdda.eu.int

Message

Date Time « Heure

For « Pour Taken by « Enregistré par

Name « Nom

Tel. « Tel.

Message

Ring binder label template —

(50 mm x 110 mm) —

shown here at 75% of actual size
[Also available 30 mm x 110 mm)

Message nofepad = (100 mm x 145 mm) -
shown here at 75% of actual size
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OUR STATIONERY

EMPLOYEE ID CARD AND VISITOR ID CARD

The employee ID card is a pre-manufactured plastic swipe card. The visitor ID card is set up
as a Microsoft Word® template and can be easily produced on a laser printer onto card and
inserted into plastic badge holders.

Artwork files are available on the accompanying CD-ROM.

‘6mm‘ 14 mm ‘3.5‘

som
T *
” “.  European Monitoring Centre
« for Drugs and Drug Addiction
*
smm
o Name SURNAME
O
25 mm O
NS
TTTXXXXXX
L exp. 00/00
amm
‘ 14 mm ‘ 20 mm ‘ 2‘
Employee ID card = 85 mm x 53 mm — shown actual size
‘Smm 17 mm ‘6mm 54 mm ‘6mm
4mm -
- o . o 6 mm
Visitor - Visiteur -
17mm Date 5.5mm
L Name
Nom 9 mm
Purpose of visit 97
Objet de la visite m
Received by o
Accueilli(e) par
7 mm

Visitor ID card template = 88 mm x 52 mm — shown actual size
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3. OUR PUBLICATIONS

Publication literature guidelines
Annual reports

General report of activities
Monographs

Insights

Manuals

Risk assessments

Drugnet Europe (newsletter)
Drugs in focus (policy briefing)
CD-ROMs



Every year, the EMCDDA produces a variety of publications through which
it conveys its research and key findings.

These publications take the form of annual reports on the drug phenomenon,
an administrative report of activities and specialised scientific and thematic
volumes falling into four distinct series. More synthesised information is
released through a bimonthly newsletter and through policy briefings on
drug-related issues. The agency also produces CD-ROM:s.

In recent years, in line with new technologies and clients’ needs, many
EMCDDA publications have been made available both in print form and
on the agency’s website. In the case of the latter, volumes may be presented
as full online versions or provided as downloadable pdf files.

This section describes the range of EMCDDA publications and how
the volumes should be presented.

Artwork files are available on the accompanying CD-ROM.



OUR PUBLICATIONS

PUBLICATION LITERATURE GUIDELINES

Publication literature guidelines

The following publications have been designed to present information
as coherently, clearly and simply as possible.

Each document has been constructed using an underlying grid
structure which is visible in the relevant artwork documents

on the accompanying CD-ROM. Adhering to this grid is essential to
ensure structural consistency, whilst still retaining elements of flexibility.

To achieve typographical consistency, please ensure that the style
sheets which have been set up for each document are used.

With reference to colour, within lengthier publications, there are

a number of full-bleed ‘stopper’ or dividing pages in solid colours.
The EMCDDA Pantone® blue should mainly be used for these pages,
but interspersed with the agency’s Pantone® yellow at a 3:1 ratio.
This mixture adds an element of intermittent brightness to help
maintain the reader’s attention. Please see the ‘Corporate colours’
section in Chapter 1 ‘Our identity’ for further details.

The EMCDDA uses very little photography and imagery in its
publications. This is because much of the imagery relating to drugs
and drug addiction is generally perceived as negative. Instead,
usage of EMCDDA symbol elements, such as the arch or stars, or
other equally simple graphic shapes and typography, is preferred.

Please refer to the following layout options for publication covers
and spreads. These provide useful examples of the presentation
style we are aiming to achieve.

The arch as a graphic element

The arch of the EMCDDA symbol is widely used as a graphic element
in the agency's collateral. It can be used in full, or in part, to create
an abstract design, adding simple, dramatic inferest.

Colour composition

EMCDDA designs are mainly composed of blue and white space,
with accents of yellow, together with black body copy.

Headlines and subheads should be in blue (or tints of blue) and
black. Body copy should always be presented in black to ensure

maximum legibility.

Graphics and text Graphics only
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OUR PUBLICATIONS

ANNUAL REPORTS

Every autumn, the EMCDDA publishes a comprehensive overview of the drug phenomenon in the EU Member States and Norway.
Since 2002, it has also published an annual report on the drug situation in the central and east European candidate countries to
the EU. These annual reports are essential reference books for policy-makers, specialists and practitioners in the drugs field,

or anyone seeking the latest findings on drugs in Europe. The design options below may be adapted to both annual reports.
Artwork files in various languages may be found on the accompanying CD-ROM.

Sample inside spread — shown here at 19% of actual size

Sample inside spread — shown here at 19% of actual size

Front cover = (210 mm x 297 mm) — shown here at 45% of actual size

Front cover translations = (210 mm x 297 mm) — Sample inside spread — shown here at 19% of actual size
shown here at 14% of actual size
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OUR PUBLICATIONS

GENERAL REPORT OF ACTIVITIES

This annual publication provides a detailed progress report of the EMCDDA's activities over a 12-month period, including
the execution of the budget. Released every spring, it catalogues the agency’s achievements in each area of its annual work
programme. The report is a useful information source for all those seeking comprehensive information on the agency and
its work. Artwork files in three languages may be found on the accompanying CD-ROM.

Sample inside spread — shown here at 19% of actual size

GEMERAL REPODRT OF ACTIVITIES

Sample inside spread — shown here at 19% of actual size

Front cover — (210 mm x 297 mm) — shown here at 45% of actual size

Front cover translations = (210 mm x 297 mm) — Sample inside spread — shown here at 19% of actual size
shown here at 14% of actual size
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OUR PUBLICATIONS

MONOGRAPHS

EMCDDA Monographs are specialised publications containing thematic scientific papers prepared in the context of research
studies or conferences. Aimed at the scientific community, this EMCDDA series aims to ensure greater visibility for the agency
as a scientific authority in the drugs field. Topics cover a range of issues from science and policy to theory and method.

Sample inside spread — shown here at 24% of actual size

Lorem ipsum dalor sit amet consectatuer
nanummy nibh

Sample inside spread — shown here at 24% of actual size

Front cover — (160 mm x 240 mm) — shown here at 45% of actual size

Sample inside spread — shown here at 24% of actual size
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OUR PUBLICATIONS

INSIGHTS

EMCDDA Insights convey the findings of studies and research projects carried out by the agency on topical issues in the drugs
field. The series has addressed themes such as outreach work, drug substitution treatment and the prosecution of drug users.
It is particularly useful to policy-makers, practitioners in the drugs field and the media.

Sample inside spread — shown here at 27% of actual size

Lorem ipsum dolor adipiscing
consectetuer adipiscing

Sample inside spread — shown here at 27% of actual size

Front cover — (148 mm x 210 mm) — shown here at 64% of actual size

Sample inside spread — shown here at 27% of actual size
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OUR PUBLICATIONS

MANUALS

EMCDDA Manuals are practical handbooks providing step-by-step advice to programme-planners and evaluators.
This series is aimed in particular at professionals and grassroots practitioners working in the drugs field.
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Front cover = [210 mm x 210 mm| — shown here at 45% of actual size Sample inside spread — shown here at 19% of actual size

Sample inside spread — shown here at 19% of actual size
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OUR PUBLICATIONS

RISK ASSESSMENTS

EMCDDA Risk assessments are publications examining the health and social risks of individual synthetic drugs on the basis
of research carried out by the agency and its partners. This series also presents risk-assessment guidelines and advice on
implementing an early-warning system on new synthetic drugs. This system, set up in 1997, aims to rapidly exchange
information on the production, traffic, use and risks of these substances.

[Beropeon Monitoring Cantre
for Drugs ond Dineg Addiclion

GAO000D MESI

EMCDDA
RISK ASSESSMENTS

Sample inside spread — shown here at 27% of actual size

Lorem ipsum dolor sit amet

isectetuer ing elit sed diam

nony mmy nigh guismod

Sample inside spread — shown here at 27% of actual size

Front cover — (148 mm x 210 mm) — shown here at 64% of actual size

Sample inside spread — shown here at 27% of actual size
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OUR PUBLICATIONS

DRUGNET EUROPE (NEWSLETTER)

Drugnet Europe is the EMCDDA's bimonthly newsletter which features latest news on the agency’s
activities. It has a broad distribution throughout the world and across all of the agency’s target
groups. Artwork files in five languages may be found on the accompanying CD-ROM.
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Front cover — (210 mm x 297 mm) — shown here at 45% of actual size
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Sample inside spread — shown here at 19% of actual size
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Bivan

M= mymhari; cregs

Pt ool mi=ami

L=ty B

Sample inside spread — shown here at 19% of actual size




OUR PUBLICATIONS

DRUGS IN FOCUS (POLICY BRIEFING)

Drugs in focus is a series of bimonthly policy briefings, each concentrating on specific drug-related topics. The briefings
are targeted primarily at policy-makers in the EU but are also popular among the media and professionals working in
the drugs field. Artwork files in 12 languages may be found on the accompanying CD-ROM.
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Sample inside spread — shown here at 19% of actual size

Front cover — (210 mm x 297 mm) — shown here at 45% of actual size
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Front cover translations = (210 mm x 297 mm) — Back cover — shown here at 19% of actual size

shown here at 14% of actual size
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OUR PUBLICATIONS

CD-ROMS

The template proposed below has been designed for the production of EMCDDA CD-ROMs.
These provide an effective alternative tool for distributing information.

CD TITLE LOREM IPSUM 246 05 2005

Lorem ipsum delor sit amet consectetuer adipiscing

elit sed diam rorummey

CD front cover — shown here at 75% of actual size

Eurapean Monidoring Centra
fer Drugs end Drug Addiction

LOREM IPSUM
25.06.2005

CD inside cover and CD label — shown here at 75% of actual size
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PRESENTATION MATERIAL

Presentation brochure

Publications catalogue

A4 Products and services brochure
A5 Products and services brochure
Programme brochure

Presentation folder

Portable exhibition stand

Poster (two-language version)
Poster (four-language version)

PowerPoint® presentation




This section describes a range of EMCDDA presentation materials, conceived
to promote the agency, in general, and its products and services, in particular.
Developed under the EMCDDA's marketing activities, they are widely
distributed through mailings, promotions or via staff at key events.

All materials, whether in print or on screen, should project the organisation’s
corporate identity. In addition to pointers for brochures and leaflets, the
following pages therefore include advice on how to compile a PowerPoint®
presentation in accordance with the agency’s visual and written personality.

Artwork files are available on the accompanying CD-ROM.



OUR PRESENTATION MATERIAL

PRESENTATION BROCHURE

This brochure offers an informative introduction to the EMCDDA and its work. It covers the agency’s
mandate, objectives and areas of expertise and is the agency’s leading presentation item.
Among others, it is distributed to groups visiting the agency or to delegates at key drug-related events.

Front cover = (210 mm x 210 mm) — shown here at 65% of actual size

Back cover — shown here at 25% of actual size



OUR PRESENTATION MATERIAL

PRESENTATION BROCHURE (CONTINUED)
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OUR PRESENTATION MATERIAL

PUBLICATIONS CATALOGUE

A publications catalogue is released every autumn to advertise new titles in the EMCDDA publications

series. Its release is timed to coincide with the Frankfurt Book Fair. The catalogue may also be displayed
at conferences or distributed through targeted mailings, encouraging interest in the agency’s reports.

Publications
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Sample inside spread —
shown here at 23% of actual size

Front cover — (210 mm x 297 mm) — shown here at 55% of actual size
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OUR PRESENTATION MATERIAL

A4 PRODUCTS AND SERVICES BROCHURE

The brochure option below is designed to market a range of EMCDDA products, from unpublished scientific reports
and literature reviews, to databases, electronic products and publications. It is an ideal vehicle for publicising

materials in a particular subject area and may be tailored to an important event in a specific domain.

EMCDDA Crverview hitle
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Front cover — (210 mm x 297 mm) —
shown here at 55% of actual size
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Sample inside spread -
shown here at 23% of actual size




OUR PRESENTATION MATERIAL

A5 PRODUCTS AND SERVICES BROCHURE

This brochure aims to market individual EMCDDA products, such as a new title in the publications programme.
The leaflet may contain an extract of the publication’s contents, details on further titles in the series, ordering
information and other products available on the same subject. It may be displayed at conferences or distributed
through targeted mailings to stimulate interest.
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Front cover — (148.5 mm x 210 mm) —
shown here at 80% of actual size

Sample inside spread —
shown here at 33% of actual size
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OUR PRESENTATION MATERIAL

PROGRAMME BROCHURE

While the presentation brochure offers an overview of the EMCDDA’s mandate and work in general, this brochure

may provide more detailed descriptions of each EMCDDA programme area. It can also be adapted to present the
agency’s annual or triennial work programmes.

Drug situation

Monitoring the drug situation in the European Union
Diclorn as F-l-ugi-:r nulla Bacilinie of varo seou el accumean et s odic dignisim qui
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Front cover — (210 mm x 297 mm) —

shown here at 55% of actual size
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Sample inside spread —
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OUR PUBLICATIONS

PRESENTATION FOLDER

This folder may be used to hold documentation at meetings or to distribute compilations of brochures and reports.
It is recommended that the folder be produced with varying spine dimensions to accommodate both bulky and condensed
information. Artwork files for both 10 mm and 20 mm spine folders can be found on the accompanying CD-ROM.

Folder cover — (220 mm x 305 mm) —

shown here at 47% of actual size

Folder inside — (440 mm x 305 mm) —

shown here at 20% of actual size
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OUR PRESENTATION MATERIAL

PORTABLE EXHIBITION STAND

An EMCDDA exhibition stand has been developed for use at key promotional events. The stand may be set up at
EMCDDA conferences or at other high-level functions requiring a presentation of the agency’s work. The recommended
dimensions for the stand are 3280 mm x 2232 mm, but may be changed to accommodate a different style of stand.

www.emcdda.eu.int www.emcdda.eu.int

Lorem ipsum dolor it amef
Consectetuer adipiscing

Rounded-end panel Middle section panels Rounded-end panel
on left on right

Overhead view

Recommended size: 3280 mm x 2232 mm
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OUR PRESENTATION MATERIAL

POSTER (TWO-LANGUAGE VERSION)

The EMCDDA poster may be adapted for different purposes, such as publicising key meetings or
launching new products. It may also be used simply to present the organisation itself. The version
below allows for short descriptions in two languages. Areas have been left in the lower section of
the poster to allow for the insertion of suitable photography.

*

www.emcdda.eu.int

The pro dolores est centurm

Centurm meloria pro centrum est centrum ipsum lorem chartis est
pro centrum meloria est ipsum the lorem est chartis pro dolores
meloria pro est chartis pro dolores centrum. Centurm meloria pro
centrum est centrum ipsum lorem chartis est pro centrum meloria est
ipsum the lorem est chartis pro dolores meloria pro est chartis pro
dolores centrum.

T rp—

The pro dolores est centurm melori
pro denturm melori

The pro dolores est centurm meloria
pro denturm meloria

Pro centrum est centrum ipsum lorem chartis est pro centrum meloria
est ipsum the lorem est chartis pro dolores est centrum est centurm
meloria pro centrum est centrum ipsum lorem chartis est pro centrum
meloria est ipsum the lorem est chartis pro dolores meloria pro est
chartis pro dolores centrum.Pro centrum est centrum ipsum lorem
chartis est pro centrum meloria est ipsum the lorem est chartis pro
dolores est centrum est centurm meloria pro centrum est centrum
ipsum lorem chartis est pro centrum meloria est ipsum the lorem est
chartis pro dolores meloria pro est chartis pro dolores centrum. Al poster without phofogrg phS -

(594 mm x 841 mm) —
shown here at 8% of actual size
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Rua da Cruz de Santa Apolénia 23-25, 1149-045 Lisboa, Portugal
Tel. (351) 218 11 30 00 » Fax (351) 218 13 17 11
info@emcdda.eu.int * http://www.emcdda.eu.int

Al poster = 594 mm x 841 mm] — shown here at 22% of actual size
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OUR PRESENTATION MATERIAL

POSTER (FOUR-LANGUAGE VERSION)

This version of the poster allows for slightly shorter textual descriptions in four languages.
Areas have been left in the lower section of the poster to allow for the insertion of suitable photography.

*

* o

www.emcdda.eu.int

The pro dolores est
centurm meloria

Pro centrum est centrum ipsum
lorem chartis est pro centrum
meloria est ipsum the lorem est
chartis pro dolores est centrum
est centurm meloria pro
centrum est centrum ipsum
lorem chartis est pro centrum
meloria est ipsum the lorem est
chartis pro dolores meloria pro
est chartis pro dolores centrum.

The pro dolores est

Centurm meloria pro centrum
est centrum ipsum lorem chartis
est pro centrum meloria est
ipsum the lorem est chartis pro
dolores est centrum est centurm
meloria pro centrum est
centrum ipsum lorem chartis est
pro centrum meloria est ipsum
the lorem est chartis pro
dolores est centrum est centurm
meloria pro est chartis pro
dolores est centrum the and est
pro lorem meloria.

Centurm meloria pro
centrum

Est centrum ipsum lorem chartis
est pro centrum meloria est
ipsum the lorem est chartis pro
dolores est centrum est centurm
meloria pro centrum est
centrum ipsum lorem chartis est
pro centrum meloria est ipsum
the lorem est chartis pro
dolores est centrum est centurm
meloria pro centrum est
centrum ipsum lorem chartis.

The pro dolores est
centurm

Centrum est centrum ipsum
lorem chartis est pro centrum
meloria est ipsum the lorem est
chartis pro dolores est centrum
est centurm meloria pro
centrum est centrum ipsum
lorem chartis est pro centrum
meloria est ipsum the lorem.
Ipsum est centurm meloria pro
centrum centrum ipsum lorem
chartis est pro.

A1 poster without photographs —
(594 mm x 841 mm) -

shown here at 8% of actual size

Rua da Cruz de Santa Apolénia 23-25, 1149-045 Lisboa, Portugal
Tel. (351) 218 11 30 00 « Fax (351) 218 13 17 11
info@emcdda.eu.int ¢ http://www.emcdda.eu.int

Al poster = (594 mm x 841 mm) — shown here at 22% of actual size
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OUR PRESENTATION MATERIAL

POWERPOINT® PRESENTATION

EMCDDA staff regularly represent the agency at conferences, seminars and similar events where they are required to deliver
speeches or lectures on drug-related issues. These pages display the EMCDDA's master layouts for PowerPoint® presentations
and offer advice and guidelines for compiling such communications.

In order to ‘get the message right’, users will first of all need to familiarise themselves with some of the earlier sections of this manual
which cover: style and tone, language, corporate colours, typography and the EMCDDA marque construction. These sections provide
guidelines on how the presentation should look and sound, in keeping with the agency’s visual and written identity.

TYPOGRAPHY - TITLE SLIDE

n Main title

font: 24 pt

colour: white

n Details

font: 16 pt

colour: white

[1] The pro dolores est centurm meloria pro

centrum est: centrum ipsum lorem chartis

est pro centrum

TYPOGRAPHY - SLIDE 1

n Main title

font: 30 pt
HTITLE GOES HERE colour: blue
B Text goes here the pro dolores est centurm EX sody copy

font: 26 pt

meloria pro centrum est centrum ipsum
lorem chartis est pro centrum meloria est
ipsum the lorem est chartis pro dolores est
centrum est centurm meloria pro centrum est
centrum eat atque ipsum lorem chartis est
pro cenrum verum erat.

CO|OUI’Z blGCk

Slide templates = (297 mm x 210 mm) — shown here at 41% of actual size



OUR PRESENTATION MATERIAL

POWERPOINT® PRESENTATION (CONTINUED)

To help maintain audience attention, text should be interspersed, where appropriate, with illustrative graphs and charts.
Text slides should be kept reasonably brief and simple. Where possible, use of bullet points (maximum six per page) is
recommended to clarify information. The PowerPoint® templates have been set up to allow for use in any language.

TYPOGRAPHY - SLIDE 2

n Main title

font: 30 pt
colour: white NTITLE GOES HERE

Subhead 1
font: 28 pt

(2]« Text goes here

colour: white Sub lexl

Lorem ipsum dolor

n Bullet points LIt wisi emim &0 mimim wan
font: 20 pt

colour: white

n Footnote

font: 9 pt

colour: white

TYPOGRAPHY - SLIDE 3

n Main title

font: 28 pt
colour: black n = [ext goes here

E Key

font: 16 pt

co|our: blGCk

n . Laram |psum daler

L1 wisi &nim
B consectstuer adipiscing

Enim ad minim veniam

Slide templates — (297 mm x 210 mm) = shown here at 41% of actual size




5. OUR PRESS MATERIAL

News release

Feature article

Fact sheet

Press review

Press pack folder

Press pack inserts




The influence of the media on public opinion and awareness is widely
acknowledged, as is their contribution to raising the visibility of the EMCDDA
in society as a whole. The media are therefore considered essential channels
of communication from the EMCDDA to its target audiences and, as such,
must be properly served.

In order to relay information effectively, journalists need a timely supply of
high-quality information presented in a media-friendly format, with concepts
and terminology clearly explained. The success of the agency’s media
relations programme therefore depends on: the careful crafting of materials
communicated; the timeliness and relevance of information issued; and the

capacity to cope with information demands.

This section demonstrates the tools used by the EMCDDA to communicate
to both written and broadcast media. These are generally distributed to
journalists electronically and are also uploaded to the EMCDDA website
in a special News and media services section. This area of the site is
designed to familiarise journalists with the work of the agency and to
enhance coverage of drug-related stories.

Artwork files are available on the accompanying CD-ROM.



OUR PRESS MATERIAL

NEWS RELEASE

EMCDDA news releases are published between 15 and 20 times per year in various EU languages. They announce the

latest products from the agency as well as political developments and high-level events. News releases in the format shown
below can be uploaded to the EMCDDA website or dispatched electronically to journdlists in Europe and other world regions.
Microsoft Word® templates are available in 12 languages (the 11 official languages of the European Union plus Norwegian).

Eunzpeon Meniloning Canve
e Drugy and Drug Addiction

NEWS RELEASE from the EU drugs ogency in Lishon
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OUR PRESS MATERIAL

FEATURE ARTICLE

EMCDDA feature articles are produced on an occasional basis. Generally, they offer a more in-depth description of a new study
or publication and complement shorter news releases on the same subject. Feature articles in the format shown below can be
uploaded to the EMCDDA website or dispatched electronically to journalists in Europe and other world regions. These articles
are offered to specialised magazines and newspapers as ready-made pieces and may be accompanied by photographs or

other illustrative material. The master Microsoft Word® template may be adapted to different languages.

Eurcpean Meniloning Canve
e Diruge and Drug Acddichion
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OUR PRESS MATERIAL

FACT SHEET

EMCDDA fact sheets are designed for inclusion in press packs at conferences and seminars and complement the news
releases and feature articles. They can contain background information on a given theme, quotations, glossaries or
similar information. Fact sheets in the format shown below can be uploaded to the EMCDDA website or dispatched
electronically to journalists in Europe and other world regions. The master Microsoft Word® template may be adapted
to different languages.
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FACT SHEET from the EU drugs agency in Lishon
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OUR PRESS MATERIAL

PRESS REVIEW

Monitoring and recording coverage of the EMCDDA in the media is an essential way of following up
and assessing the impact of the agency’s press actions. An internal press review is produced on a quarterly
basis while a press review dedicated to the launch of the EMCDDA's annual reports is produced yearly.

Press clippings page

Peblcation Dare

www.emcdda.eu.int

PRESS REVIEW ANNUAL REPORT 2005

The pro dolores est centurm meloria pro centrum est centrum ipsum lorem chartis est pro
centrum meloria est ipsum the lorem est chartis pro dolores .
Date divider

,—l\—‘\% : JUNE 2005

BELGIUM

ARTICLES BY EMCDDA STAFF

European Parliament, Brussels
26 June 2005

Press review cover template —
(210 mm x 297 mm) —
shown here at 60% of actual size Country dividers

Category divider

Press review dividers — (210 mm x 297 mm) — all shown here at 25% of actual size
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OUR PRESS MATERIAL

PRESS PACK FOLDER

This folder is designed to hold EMCDDA press materials and products and may be used at news
conferences or in press mailings. It is recommended that the folder be produced with varying spine
dimensions to accommodate both bulky and condensed information.

Artwork files are available on the accompanying CD-ROM.

Folder — (220 mm x 305 mm) -

shown here at 50% of actual size

Folder inside — (440 mm x 305 mm) —
shown here at 20% of actual size
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OUR PRESS MATERIAL

PRESS PACK INSERTS

A cardboard insert page has been designed to carry photographs inside the press pack.
Alternatively, photographs may be offered digitally on CD-ROM or diskette and inserted into the pack.

Artwork files are available on the accompanying CD-ROM.

www.emcdda.eu.int

Insert for photographs = (210 mm x 297 mm) — shown here at 65% of actual size
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6. OUR CONFERENCE MATERIAL

Conference brochure

Conference programme

Conference proceedings

Invitation, participant’s badge and name plates
Banners

Document briefcase



Occasionally the EMCDDA organises high-level conferences on important
topics relating to its ongoing work programme. Such events are an invaluable
way for the agency to exchange views and expertise with key players
working in the drugs field.

This section presents materials that have been specially designed to publicise
these events and their findings. They include conference invitations, brochures,
programmes and proceedings as well as advertising banners, delegates’ name
plates and badges.

Artwork files are available on the accompanying CD-ROM.



OUR CONFERENCE MATERIAL

CONFERENCE BROCHURE

This brochure introduces the chosen theme of the conference and outlines the main issues at stake.
It is also used to promote conference attendance.

Eurapean Manilaring Cenlra
far Drug: and I:In.lg Addiction

The pro dolores est centurm meloria pro
centrum est centrum ipsum, 26.06.2005

CONFEREMCE BROCHURE

Front cover — (148 mm x 210 mm) — shown here at 80% of actual size Back cover — shown here at 40% of actual size
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OUR CONFERENCE MATERIAL

CONFERENCE PROGRAMME

Distributed among participants, this conference programme details the main items on the agenda.

European Monitaring Centre
for Drugs ond Drug Addiction
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The pro dolores est centurm meloria pro

centrum est centrum ipsum, 26.06,2005 Sample inside spread —

shown here at 30% of actual size

CONFERENCE PROGRAMME

Back cover — shown here at 30%
of actual size

Front cover — (148 mm x 210 mm) — shown here at 80% of actual size
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OUR CONFERENCE MATERIAL

CONFERENCE PROCEEDINGS

Available after each major conference, this publication records the event's highlights and results.
Its main purpose is to provide delegates with a succinct reminder of the topics discussed, conclusions drawn
and follow-up recommended. It may also be sent to non-attendees with a general interest in the topic.

Front cover — (210 mm x 297 mm) —
shown here at 55% of actual size

Sample inside spread - shown here at 23% of actual size
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OUR CONFERENCE MATERIAL

INVITATION, PARTICIPANT’'S BADGE AND NAME PLATES

A conference invitation, participant’s badge and name plates have also been developed for
EMCDDA conferences. The EMCDDA identity is carried across all items.

The participant’s badge and name plates are available as Microsoft Word® templates.

Invitation sample inside spread — shown here at 32% of actual size

IWLIANI

Invitation front cover — (120 mm x 120 mm) — Invitation back cover —
shown here at 75% of actual size shown here at 32% of actual size
* Name « Nom
*
*
e Organisation

Event « Evénement

European Monitoring Centre for Drugs and Drug Addiction Hﬂm E- EURHAME

Observatoire européen des drogues et des toxicomanies

Participant’s badge template = (90 mm x 55 mm) -

shown here at 75% of actual size ERCDD A m

Name plate templates — folded A3 {420 mm x 148.5 mm) —
shown here at 35% of actual size
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OUR CONFERENCE MATERIAL

BANNERS

The horizontal and vertical banners shown below have been designed to appear in strategic positions at conference venues.
They may be hung outside the conference building and/or inside the main hall. The type of material used in the production of
the banners will depend on whether they are intended for inside or outside use. The recommended dimensions for the banners
are 2000 mm x 6000 mm but these can be changed as necessary to suit the location requirements.
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Horizontal banners — 6000 mm x 2000 mm recommended size
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Vertical banners — 2000 mm x 6000 mm recommended size
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OUR CONFERENCE MATERIAL

DOCUMENT BRIEFCASE

Conference delegates may be issued with an EMCDDA
document briefcase for the easy transportation of papers.

www.emcdda.eu.int

Document briefcase
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7. OUR PROMOTIONAL & DISPLAY MATERIAL

Mousepads

Pencils, pens and bookmark

Fabric document bag and plastic carrier bag
Stickers, pins and anti-stress ball

T-shirts and ties

Umbrellas

Plaques

Flags



A range of branded promotional and display items has been developed to
help increase awareness of the EMCDDA.

All promotional and display material must be produced in accordance
with the agency’s image and clearly represent its visual identity.

These items may be presented at exhibitions, book fairs and conferences

or similar promotional events.

Artwork files are available on the accompanying CD-ROM.



OUR PROMOTIONAL & DISPLAY MATERIAL

MOUSEPADS

Two mousepad options have been designed for the EMCDDA. The first uses a segment of the agency’s arch
symbol, while the other uses the continuous contemporary arch motif. Both publicise the EMCDDA website.
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Mousepads = {210 mm x 210 mm) = shown here at 56% of actual size
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OUR PROMOTIONAL & DISPLAY MATERIAL

PENCILS, PENS AND BOOKMARK

Pens and pencils may be produced in EMCDDA blue or yellow. The pen displays the agency’s multilingual marque while the pencil
shows the EMCDDA website address. The bookmark features a simple striking design using a segment of the agency’s arch symbol.

vww.emcdda.eu.in

www.emcdda.eu.int
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Bookmark front Bookmark back

Recommended size = 50 mm x 160 mm — shown here at /1% of actual size

Pen Pencil
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OUR PROMOTIONAL & DISPLAY MATERIAL

FABRIC DOCUMENT BAG AND PLASTIC CARRIER BAG

These two items display the agency’s multilingual marque and may be used at seminars,
fairs, exhibitions and other similar events.

Fabric document bag

www.emcdda.eu.int

Plostic carrier bag
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OUR PROMOTIONAL & DISPLAY MATERIAL

STICKERS, PINS AND ANTI-STRESS BALL

EMCDDA stickers may be produced in three colour options as shown below.
The pins display the EMCDDA symbol only and the anti-stress ball, the multilingual marque.

‘ 13.25 mm ‘ 43.5 mm ‘ 13.25 mm ‘

44 mm

8 mm

www.emcdda.eu.int

8 www.emcdda.eu.int
mm

Stickers = (7O mm x 70 mm) — Stickers — colour variations
shown here at 100% of actual size

Pins

Anti-stress ball
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OUR PROMOTIONAL & DISPLAY MATERIAL

T-SHIRTS AND TIES

Two tie options are shown below. The first of these features the agency’s multilingual marque
against a plain background. The second uses the continuous arch motif.

Round-neck and polo-style T-shirts have been designed for the agency. Both styles may be produced
in a variety of EMCDDA colours, with the agency’s multilingual marque on the left breast.

Ties

Polo-style T-shirts

Round-neck T-shirts
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OUR PROMOTIONAL & DISPLAY MATERIAL

UMBRELLAS

Umbrellas may be produced in a variety of striking designs, featuring the agency’s colours,
multilingual marque and continuous arch motif.

Umbrellas — shown from above
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OUR PROMOTIONAL & DISPLAY MATERIAL

PLAQUES

The plaques shown below have been designed to appear at the reception door (Plaque A) and entrance gate (Plaque B)

of the EMCDDA.

The recommended dimensions for Plaque A are 560 mm x 372 mm and for Plaque B 280 mm x 186 mm.
These dimensions may be changed as necessary.

Screenprinting onto clear Perspex® is recommended for the production of these plaques. However, they may also be
engraved, embossed or screenprinted onto metals or Pantone® 288, Pantone® 122 and white materials.

TYPOGRAPHY

EMCDDA

font: Futura

size: 24 pt

tracking: 3

leading: 40 pt

colour: Pantone® 288 C

colour: Pantone® 122 C

‘ 44 mm ‘ 210 mm ‘
36 mm
*
210 mm *
*
*
22mm
European Monitoring Centre for Drugs and Drug Addiction
Observatoire européen des drogues et des toxicomanies
- Observatério Europeu da Droga e da Toxicodependéncia
34 mm

‘ 69 mm ‘

Plaque A — (560 mm x 372 mm) — shown here at 20% of actual size
‘ 22 mm 105 mm ‘
18mm
*
105 mm *
*
*
W
T European Monitoring Centre for Drugs and Drug Addiction
Observatoire européen des drogues et des toxicomanies
. Observatério Europeu da Droga e da Toxicodependéncia
17 mm
‘ 35 mm ‘

Plaque B — (280 mm x 186 mm) — shown here at 40% of actual size 7.7



OUR PROMOTIONAL & DISPLAY MATERIAL

FLAGS

The EMCDDA flag has been designed to appear at the entrance to the agency’s premises.

The blue version is recommended for this purpose.

Flags — 1600 mm x 1120 mm recommended size — shown here at 10% of actual size

Both versions may be used at
high-level events organised by the
EMCDDA or where the agency

or the Reitox focal points are
represented. The type of material
used in the production of the flags
will depend on whether they are
intended for inside or outside use.
The recommended dimensions are
1600 mm x 1120 mm but these

may be changed as necessary.

7.8

Flags — 1600 mm x 1120 mm recommended size —
shown here at 4% of actual size









REFERENCE MATERIAL

EMCDDA ARCH MOTIF

A continuous motif has been created based on the EMCDDA arch. This contemporary design is
largely used in promotional and display materials but may also be adapted for other purposes.

YAYAYAYAYATAYAYATATATAYA
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REFERENCE MATERIAL

EMCDDA BLUE - PANTONE® 288 C

Colour results may vary depending on the materials used in printing.

In all cases (coated or uncoated), please match final colours to the Pantone® swatches below.

Pantone® is a registered trademark of Pantone, Inc.




REFERENCE MATERIAL

EMCDDA YELLOW - PANTONE® 122 C

Colour results may vary depending on the materials used in printing.
In all cases (coated or uncoated), please match final colours to the Pantone® swatches below.

Pantone® is a registered trademark of Pantone, Inc.






