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Template instructions 
These instructions are designed to assist clients of the Canada Gazette Directorate in drafting their content[footnoteRef:2] for Part I publication. Using this template will ensure that the Canada Gazette’s formatting standards are applied consistently. [2:  There are exceptions: regulatory content is drafted by the Department of Justice, and Regulatory Impact Analysis Statements (RIASs) should be drafted using the Treasury Board Secretariat’s approved template.] 

As an online Government of Canada publication, the Canada Gazette must comply with the Web accessibility policy. As a content owner, the client is responsible for ensuring their content complies with the Standard on Web Accessibility. This template will help clients structure their content and ensure policy requirements are met. 
Consult the Canada.ca Content Style Guide for additional instructions on how to write accessible content for the web. Contact us if you have questions.
General instructions 
Ensure separate documents are submitted for English and French content. The appropriate template should be used for both versions. 
· Apply predetermined styles from the gallery to titles, subtitles (headings) and paragraphs. 
Do not use the main heading (H1), as it is reserved for the title of the different categories in the Canada Gazette. 
Do not change the font, font size, or font colour. 
Use numbers for footnotes,[footnoteRef:3] and letters for table notes (see table instructions below). [3:  Footnote example.] 

· Do not use end notes.
· Do not use footnotes in titles and tables. 
Embed URLs in descriptive text (displayed text) that indicates the destination (website).
If a URL is embedded more than once within a document, it must be linked to the same displayed text each time. 
· Do not use the same text for different URLs within the same document. 
Do not modify the style of the template headers and footers.
Limit headings to a maximum of six levels: use Heading 2, Heading 3, Heading 4, Heading 5, Heading 6. 
Only include content to be published in the Canada Gazette — do not include superfluous contact information or logos.
Do not use QR codes.
· Remove any tracked changes, comments, and hidden text before submitting your documents. 
· Mathematical formulas must be sent in as images (see image instructions below). 
Table instructions 
Consult section 5.3 Use tables to organize data of the Canada.ca Style Guide for details.
· Every table must be numbered and have a title.
Use simple tables with one header row at the top. Set the header row to repeat at the top of each page. 
Convert complex tables into multiple simple tables. Doing so will ensure that the tables are easy to read for people using screen readers or mobile devices.  
· Avoid tables that are only two columns; opt for paragraphs or lists instead. 
· Do not use footnotes in tables; use a superscript letter as a note reference and use the same superscript letter to identify your note below the table. 
Avoid empty cells; you can use “n/a” to fill unused cells. Do not use symbols such as checkmarks or dashes. 
A table caption may be added between the title of the table and the table itself, provided it is clear and concise (ideally under 120 characters) and describes the table’s content or purpose.
Example: One simple table
	Column title
	Column title
	Column title
	Column title

	Contenta
	Content
	n/a
	Content

	Content
	Content
	n/a
	n/a


a Table note text. 
Image instructions 
Consult section 6.0 Images and videos of the Canada.ca Content Style Guide for details.
· If your document contains images, these images must also be submitted as separate, high-quality files (preferred formats: .jpg, .png, .tiff). 
Provide alternative text (alt text) in separate English and French Word files. This text allows people using assistive technologies to access the information conveyed by an image. It also helps search engines yield better image results.
You must provide a long description if you can't describe the content and function of the image in less than 140 characters. If you can describe the image in less than 140 characters, use alternative text instead.
Describe the image as if you were describing it to someone over the telephone. 
· If you have multiple images, compile the alt text for all the images in one document (keep English and French versions separate). 
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