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Subtitle, author and date
Start here: replace the text on these pages with your own. Every style below is built in, so use the Styles gallery (Word) or Format > Paragraph styles (Google Docs) instead of formatting by hand. Delete this paragraph when you are done.
Section heading
Body text is Arial 11 pt in near-black, with generous line spacing. Keep paragraphs short and put the main point first.
Sub-section heading
Use bulleted lists for items without an order, and numbered lists for steps.
1. Members can bring one guest to most events
1. Tickets are limited, so reserve early
1. Questions go to the event organizer

1. Choose a date and venue
1. Open ticket sales
1. Send the reminder email
Minor heading
A quote or key sentence stands out in blue, with a rule above it.
Tables
	Item
	Owner
	Status

	Draft the announcement
	Name
	In progress

	Confirm the venue
	Name
	Done

	Open ticket sales
	Name
	Next




Meeting agenda and minutes
	Field
	Details

	Date and time
	Month day, year, 6:30 pm

	Location
	Place or video link

	Attendees
	Names

	Notes taken by
	Name


Agenda
1. Welcome and approval of the last minutes
1. Reports
1. Discussion
1. Decisions
1. Next meeting
Decisions
Write each decision as one sentence: what was decided and who agreed.
Action items
	Action
	Owner
	Due

	Describe the action
	Name
	Date

	Describe the action
	Name
	Date

	Describe the action
	Name
	Date




Callouts in the Nordic colors
Use a callout for a tip, a warning or a key number. There is one for each country; rotate through them so every color gets its turn.

	Denmark
A short note goes here. Red in the flag, used as the title color.



	Finland
A short note goes here. Blue in the flag, used as the title color.



	Iceland
A short note goes here. Blue and red in the flag, used as the title color.



	Norway
A short note goes here. Red and blue in the flag, used as the title color.



	Sweden
A short note goes here. Blue and yellow in the flag, used as the title color.



Color in documents
1. Headings are navy (#00205B) and sub-headings are blue (#005293).
1. Keep body text near-black (#18181B) for contrast.
1. Use country colors for callouts, charts and highlights, not for long text.
1. Never put yellow text on white; use it as a background with dark text.
The full palette and logo downloads are at www.ysc.org/brand.
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