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1. INTRODUCTION



INTRODUCTION

TEXT REQUIRED FROM OOSGG

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec neque mi, consequat in dui
faucibus, mollis interdum massa. Orci varius natoque penatibus et magnis dis parturient
montes, nascetur ridiculus mus. Phasellus quis magna felis. Etiam dignissim vel tortor sed
congue. Nulla diam lacus, dapibus vitae pretium at, tempus quis augue. Donec ullamcorper
sagittis dui, tincidunt ultrices ante pellentesque vitae. Sed mattis euismod lacinia. Aenean
eget iaculis turpis, ullamcorper mollis neque. Vestibulum lacinia, metus sit amet sagittis
facilisis, diam ex gravida sem, id finibus velit justo sed ipsum. Nulla vitae nibh id risus
maximus pulvinar non ac nunc. Morbi aliquet malesuada lectus ac cursus. Maecenas ac urna
purus. Phasellus semper nunc lectus. Mauris condimentum ut ipsum sit amet malesuada.
Phasellus vitae suscipit arcu.

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec neque mi, consequat in dui
faucibus, mollis interdum massa. Orci varius natoque penatibus et magnis dis parturient
montes, nascetur ridiculus mus. Phasellus quis magna felis. Etiam dignissim vel tortor sed
congue. Nulla diam lacus, dapibus vitae pretium at, tempus quis augue. Donec ullamcorper
sagittis dui, tincidunt ultrices ante pellentesque vitae. Sed mattis euismod lacinia. Aenean
eget iaculis turpis, ullamcorper mollis neque. Vestibulum lacinia, metus sit amet sagittis
facilisis, diam ex gravida sem, id finibus velit justo sed ipsum. Nulla vitae nibh id risus
maximus pulvinar non ac nunc. Morbi aliquet malesuada lectus ac cursus. Maecenas ac urna
purus. Phasellus semper nunc lectus. Mauris condimentum ut ipsum sit amet malesuada.
Phasellus vitae suscipit arcu.
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2. VISUAL BRAND



The primary brand mark of OOSGG is the Crown and Wattle insignia and this will generally be sufficient on its own. This may be
presented in gold (primary), black (secondary), or white (secondary inverted). The coloured Crown and Wattle graphic is reserved

for use by the Governor-General themselves.

A text logo may be used in situations where the name of the Office needs to be displayed; for example, on an annual report or

other external material.
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Logo Guidelines

Do:

\/ Allow plenty of space around the logo - aim for 1cm

| B

"
i;:g;} OFFICE of the

g;, OFFICIAL SECRETARY to the
}\{? GOVERNOR-GENERAL

L ]

\/ Use PNG files for everyday use
\/ Use vector files (Al, EPS, PDF) for large-scale and professional design use

\/ Ensure there is sufficient contrast or a brand colour overlay if placing the logo over photographs (see below)
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Do not:

X Edit or change the logo colour, font or layout

. Office of the
Official Secretary to the
Governor-General

X Rotate logos

4
%
OFFICE of the
OFFICIAL SECRETARY to the
GOVERNOR-GENERAL

X Place logos on busy or brand-inconsistent background

OFFICE of the

OFFICIAL SECRETARY to the

GOVERNOR-GENERAL

X Save logos as JPG files - these files do not support transparent backgrounds
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2.2 Typography

External Documents

Mrs Eaves should be used for main headings.

Small Caps

AA BB Cc Db EE Fr GG HH I1 Jj Kk
L MM NN Oo Pp Q@ RrR Ss Tt Uu Vv
Ww XX Yy Zz

Roman Lining

Aa Bb Cc Dd Ee Ff Gg Hh Ii Jj Kk LI
Mm Nn Oo Pp Qq Rr Ss Tt Uu Vv Ww
Xx Yy Zz

Gill Sans should be used for small headings and body text.

Aa Bb Cc Dd Ee Ff Gg Hh i Jj Kk LI
Mm Nn Oo Pp Qg Rr Ss Tt Uu Vv
Ww Xx Yy Zz

The above fonts are licensed for OOSGG use and must be used in professional external publications. If you require access to these
fonts, please contact [NAME] at [EMAIL].
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Headings - External Documents

TITLE Mrs Eaves Roman Small Caps 36pt

HEAD ING 1 Mrs Eaves Roman Small Caps 26pt

Heading 2

Mrs Eaves Roman Lining 20pt

Heading 3 Mrs Eaves Roman Lining 16pt
Heading 4 Gill Sans Bold 11pt
Heading 5 Gill Sans Bold 10pt
Body Gill Sans Light 10pt
. Bullet Point 1 Gill Sans Light 10pt, indent 10mm

- Bullet Point 2 Gill Sans Light 10pt, Indent 20mm
Subtitle/Caption Gill Sans Light 9pt

These sizes are guides based on this A4 publication.

How to access these fonts

Mrs Eaves and Gill Sans are available online for licensing from their type foundries. Mrs Eaves can also be synced to Adobe

applications free of charge through Adobe Fonts.

Spacing

Type should be spaced at 1.5x. This allows easier readability for large swathes of text.
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Internal Documents

Constantia should be used for main headings.

Aa Bb Cc Dd Ee Ft Gg Hh Ii Jj Kk LI
Mm Nn Oo Pp Qq Rr Ss Tt Uu Vv Ww
Xx Yy Zz

Calibri should be used for small headings and body text.

Bold
Aa Bb Cc Dd Ee Ff Gg Hh li Jj Kk LI Mm
Nn Oo Pp Qg Rr Ss Tt Uu Vv Ww Xx
Yy Zz

Light

Aa Bb Cc Dd Ee Ff Gg Hh li Jj Kk LI Mm
Nn Oo Pp Qg Rr Ss Tt Uu Vv Ww Xx Yy
/17
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Headings - Internal Documents

TITLE

Constantia, small caps, 36pt, expanded by 3pt

Heading 1

Constantia 26pt, expanded by 1pt

Heading 2

Constantia 20pt, expanded by 0.5pt

onstantia t, expande Opt
Heading 3 C 16pt, expanded by 0.5p
Heading 4 Calibri Bold 12pt
Heading 5 Calibri Bold 11pt
Body Calibri Light 11pt

o Bullet Point 1

Calibri Light 11pt, indent 10mm

- Bullet Point 2

Calibri Light 11pt, Indent 20mm

Subtitle/Caption

Calibri Light 9pt

These sizes are guides based on this A4 publication.

How to access these fonts

Constantia and Calibri are default Microsoft fonts and will be present in Microsoft Word, PowerPoint and Publisher.

Spacing

Type should be spaced at 1.15x.
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Do:
\/ Use Mrs Eaves (Headings) and Gill Sans (Small headings, body) for external publications
\/ Use Constantia (Headings) and Calibri Light (Small headings, body) for internal publications
\/ Use 1.5x line spacing for external publications and 1.15x line spacing for internal publications
Do not:

x Use unapproved alternative fonts

A special exception for typography

Mrs Eaves may be used in place of Gill Sans as a body font in situations where a regal look is required. Print banners are an
example of this - see below.

Ensure Mrs Eaves is not used as a body font when the font size is small or there are large amounts of text - as an older-style serif
font, it is much harder to read in small print and in paragraphs than Gill Sans.

Investiture ceremonies are held twice a year at

Government House.

The ceremonies are a chance to celebrate outstanding
Australians recognised through the Australian
Honours and Awards system. In front of family and
friends, rec i|;irn:.\ res e the in.\ixnm of their award

from the Governor-General

While some well-known people receive awards, many
more are known only to those they help and serve day
in, day out. All recipients arc worthy of recognition

and celebration.




The OOSGG colours are navy blue, dark gold, and white. Black may be used in typesetting or to provide background in shades of
grey.

Colour values are as follows:

Navy
R34 G42 B93 C100 M90 Y33 K26 PMS 534C #222A5D
40% and 15% tints

Gold
R181 G162 B105 C30 M31 Y68 K2 PMS 4515C #B5A269
40% and 15% tints

White
R255 G255 B255 CO MO0 YO KO H#FFFFFF

Black
R181 G162 B105 C30 M31 Y68 K2 PMS 4515C #000000

40% and 15% tints

Do:
\/ Use the exact colour values specified
\/ Use predominantly blue or white, with gold accents

\/ Apply colours in solid blocks

Do not:
X Use colours which are not brand-consistent

X Lighten, darken, or blend the colours in any other way, unless necessary for the undertaking of the task

An example of a necessary deviation is using blue in a feather gradient instead of a solid block to make the OOSGG logo visible
on a photograph, as on the cover of this style guide.



2.4 Tables

Table design is consistent with annual reports until 2018/19. These feature open rows and plenty of white space.

Example Table 1: List of Requirements

E(e;f:/:ari{:;e Part of Report Description Requirement
17AD(g) Letter of Transmittal

17Al i A copy of the letter of Mandatory
17AD(h) Aids to access

17A)@@) ii-iii Table of contents. Mandatory
17A)(b) 138 Alphabetical index. Mandatory
17A(© 136-137 Glossary of abbreviations and acronyms. Mandatory
17AJ(d) 128-133 List of requirements. Mandatory
17A(e) Inside front cover  Details of contact officer. Mandatory
17A() Inside front cover  Entity’s website address. Mandatory
17A)(g) Inside front cover  Electronic address of report. Mandatory
17AD(a) Review by accountable authority

17AD(a) 2-7 A review by the accountable authority of the entity. Mandatory
Specifications:

Font

Table Title: Heading 3 (Mrs Eaves Roman Lining 16pt)
Table Heading 1: Body (Gill Sans Light 10pt)

Table Subheading: Heading 5 (Gill Sans Bold 10pt)
Table Content: Body

Colour (Fill and Borders)

Heading Row: Blue 15% fill

Body Rows: White fill

Borders: Blue 100%, horizontal only, 0.2pt weight
No external borders

Table Guidelines

Do:

\/ Create tables using the styles specified in this style guide

Do not:

X Alter the visual design, linework or colours in any way
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Each department of OOSGG is represented by an icon. This icon should be used in internal communications to visually specify the

origin of the communication.

Government House Admiralty House IT

Finance Official Secretary Deputy to the Official Secretary

Human Resources Property Household

Communications Honours and Awards Horticulture

Creative Team



A composite icon graphic has been developed to show the interlinking departments of OOSGG. The Office has been provided
with different versions of this graphic, each with a separate department highlighted.

This graphic may be used in internal communication as a decorative element. Examples of this can be seen in
Section 4: Templates.

Do:

\/ Use icons as specified in this style guide

Do not:

X Alter the visual design, linework or colours in any way



2.6 (,Ic)n'l[)(,)sili(,)n

When designing assets, consider using the Rule of Thirds. This means that pages should be split visually into thirds, with key aspects
sitting within those distinct sections. Images, columns, lines and text might use 1/3 or 2/3 of a page either horizontally, vertically, or
both. Gold linework may also be used to emphasise section breaks or fill empty spaces.

This compositional style is common in graphic design as it appeals to established psychological principles.. Dividing visual content up
into sections of odd numbers is considered more pleasing to the eye than division into even numbers, and three is the most simple

multiple odd number. The resulting strategic asymmetry is considered visually pleasing in design and photography.

Applied examples of the Rule of Thirds can be seen below and on the next page.

13 23

CHAPTER 1
OVERVIEW

13
OFFICIAL SECRETARY'’S REVIEW

The Office of the Offical Secretary to the Governcr-General (the Office)
YEAR IN REVIEW Plays a pivotal role in supporting the GavernonGeneral in the conduct of
— hsfher offical be they al, statutory,

or Commandemin=Chief.

The community has come to value 2 GovernorGeneralls shllty asa
non-partisan and apoltical public figure, to support, inspire, to leam from,
and uplft everyday Australans fom all walks of life. Governors-General
typially act 1o reinforce our shared values, promote community cohesion,
and represent our broad national interests here and overseas,

As an Office we are moved to serve the Australian pecple in these ways,
through the GovernonGeneral We work hard to devise and develop
programs that maximise the value we contribute to national welbeing.We
do this by wsing all rescurces available to us: our budget: our people and
the goodwill carried forward over time, to have an impact. In addition to
the resources provided by Government for our purposas, we have avalible
the energy, drive and creathvity of our team, and the public spirt and high
standing of the Office in pursing cur work.

Our Office values the opportunity it has to contribute towards buiking
a strongec more resient and hanmonious society, We see our role

¢ imagining new and powerful ways to enhance the impact of the
23 Governor-General's work,

Furthermore, 2 the agency intimately supporting the highest office in the
land, we feel duty-bound to set an exarnple, and be role models for the
efficient and judici of resources; for 1o be proud of
what our Office represents now and into the future. We endeavour to
achieve this in many ways:

+ Through educating the more than 20,000 school children who visit
23 Government House every year on the roks of the Govermo=General
dvics and good citizenry — the vast majority of whomn have the dhance
o interact with and ask questions of the Governo=General when his
presence in Yarrahumla, and his program, dlows.
* Developing a sophisticated and intensive program of outreach and
gogy that helps the I connect with Australians.
acrass the length and breadth of our nation = with Sir Peter and
Lady Cosgrove this year spending over one-third of thelr program in
t Government Hioose Pildings rurab regional and remots Ausraba (ravng now vaited more dan
200 separate locations snce commendng in office — many places no
Slack Mowggn e Governoe-Generad has ever been before).

7 axe Buriey Grifin

Ohast
UAL REPORT sor7_18

4mm Loy Doerman Do

Oz e @
O e D roree @ o~ g 3
@ S g nee ) e S -
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Do:

\/ Allow sufficient space between elements

\/ Use the Rule of Thirds as a guide

13

CROWN AND WATTLE

The Gardens of Government House, Canberra

\/ Make sure elements are correctly aligned left, right, or centrally using a ruler or software

There are no ‘do not's’ with composition, as long as colour and shape rules are adhered to - but ensure the design is approved

before going to print.

23
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Thin linework is used in OOSGG branding to distinguish between sections, provide framing for images, and lead the eye around
the page in a logical manner.

These lines should be gold on a predominantly blue or white background, and used sparingly to highlight important information or
break sections.

See examples as follows.

Generally, all other shapes used in OOSGG visual branding are solid blocks of colour. Images should be presented as a simple
square, rectangle, or rhombus, accented by a thin gold line frame if desired.

GOVERNMENT HOUSE OPEN DAY

10am-2pm - free entry

ABOUT THE ROLE

KEY DUTIES




Do:

Use shape as specified in this style guide

Do not:

Deviate from shape guidelines in any way, unless necessary for the undertaking of the task.

An example of a necessary deviation from shape rules can be seen below. The brochure and social media tiles for the Order of
Australia Medal needed to look different from standard OOSGG print material, so fan-like diagonal shapes were used to mark out
the page. Note that the composition still follows the Rule of Thirds, the predominant colours are still navy and white, and images
are still framed by a thin gold line. This style must now only be applied to OAM materials and not standard OOSGG materials to
keep the distinction consistent.

—

THE ORDER OF
AUSTRALIA

FIND OUT MORF

His Excellency General the Honourable
David Hurley AC DSC (Retd),
Chancellor of the Order of Australia

THE ORDER OF
AUSTRALIA

How it works and how to
nominate someone for the
ultimate recognition

www.gg.gov.au

6o



2.8 Images

Images should be selected as follows:
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2.9 Signature Blocks

E-mail signatures should be laid out as follows:

<name> | <position>

Office of the Official Secretary to the Governor-General
Government House, Canberra ACT 2600

T: <number> | <mobile if relevant>

E: <email> | W: www.gg.gov.au

)
W)

(

g

&

Note that brand fonts are not available in e-mail clients so [NAME] is used instead.
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3. WRITING GUIDELINES



HEADING

Heading 2

TEXT REQUIRED FROM OOSGG

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam ullamcorper sapien fringilla laoreet malesuada. Sed et ex sed

lacus venenatis vestibulum et ut nisi. Nunc ultricies urna eget tortor ullamcorper pharetra. Donec ultrices sed lacus imperdiet
pellentesque. Maecenas tristique lorem sed magna laoreet volutpat. Cras nec libero lectus. Mauris sit amet consectetur sapien.
Donec non neque neque. Mauris tempor ornare ligula egestas mollis. Donec quam massa, gravida quis augue a, gravida facilisis
quam. Pellentesque sit amet volutpat lacus. Aliquam orci mi, blandit a erat vitae, consequat tincidunt sapien. Sed arcu urna, tincidunt
faucibus commodo sed, viverra at ante. Morbi id eleifend leo. Morbi eget est a est maximus scelerisque vel non nulla. Mauris sodales

urna sed est feugiat aliquet.

Nunc rutrum nunc libero, ut rutrum urna finibus sit amet. Pellentesque eu leo non lorem consectetur scelerisque. Etiam rutrum
ante risus, vitae tincidunt magna laoreet id. Morbi ipsum velit, blandit sit amet velit vel, feugiat congue lorem. Proin condimentum
justo at nulla lacinia, vitae faucibus nisi blandit. Aliquam egestas suscipit tortor dapibus euismod. Quisque quis vestibulum nisi. Nulla
sed dapibus metus. Nulla accumsan velit non porttitor gravida. Praesent vitae mi eget leo ullamcorper lobortis dapibus vulputate ex.
Mauris hendrerit tortor eget imperdiet eleifend. Quisque pharetra pellentesque enim, ut dapibus ex iaculis a. Pellentesque laoreet
diam sit amet consectetur euismod. Phasellus a sapien non libero fringilla dapibus ut sed urna.

Cras posuere scelerisque finibus. Curabitur non metus vitae nisl volutpat rhoncus. Nullam suscipit massa lorem, ut tincidunt
tortor efficitur id. Morbi porttitor dignissim tempus. Sed scelerisque ante id nisi auctor cursus. Pellentesque bibendum quis lorem
ut commodo. Curabitur scelerisque non risus eu consectetur. Morbi fringilla nulla est, ut bibendum tortor posuere convallis.
Phasellus id felis pretium, varius libero dictum, volutpat erat. Phasellus placerat ex eu orci dapibus fringilla. Morbi volutpat ac urna
non tristique. Nunc et nisl nec tortor scelerisque tempus. Nulla gravida dui sit amet feugiat convallis. Integer quis posuere turpis.
Pellentesque nec condimentum purus. Morbi consectetur, nunc ac posuere hendrerit, nisl ex suscipit ex, ac ultrices nibh massa a

sapien.

Maecenas eget auctor est. Morbi sollicitudin maximus erat non ornare. Nunc sit amet felis risus. Duis aliquet vel justo quis
lobortis. Sed consequat dui ante, non sodales justo commodo non. Cras interdum enim id rutrum elementum. Morbi id nisl

arcu. Suspendisse in tempor libero, sed sagittis nibh. Donec elit tellus, tempor et tincidunt a, pharetra id lorem. Aenean finibus
blandit sagittis. Cras tempor leo a luctus porttitor. Aliquam commodo velit ac eros imperdiet vulputate vel sed augue. Interdum et
malesuada fames ac ante ipsum primis in faucibus. Aliquam metus nibh, euismod congue turpis eu, dignissim pellentesque nisi.

Donec sodales, urna vitae gravida congue, urna eros luctus ante, sit amet dapibus magna massa ut nibh. Nullam faucibus leo metus,
et condimentum ipsum dignissim non. Vivamus iaculis luctus dolor, quis tincidunt mauris facilisis euismod. Nullam urna urna, cursus
id diam sit amet, fringilla aliquam sapien. Sed eu vestibulum diam. Nam volutpat ornare malesuada. Nam nec est laoreet, dictum
ligula at, auctor justo. Suspendisse sollicitudin efficitur vulputate. Nam porttitor, quam ac porta maximus, felis ex consequat velit, id
lacinia mi orci et lorem. Nam fermentum placerat magna, vitae suscipit magna egestas et. Aenean vitae leo eu erat pulvinar congue
elementum ac orci. Maecenas molestie justo eget lectus condimentum rhoncus. Praesent consectetur arcu finibus lectus vestibulum,
nec finibus magna varius. Morbi nec massa sit amet nulla volutpat rutrum in sed quam. Donec et elit a massa posuere cursus.
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Maecenas eget auctor est. Morbi sollicitudin maximus erat non ornare. Nunc sit amet felis risus. Duis aliquet vel justo quis
lobortis. Sed consequat dui ante, non sodales justo commodo non. Cras interdum enim id rutrum elementum. Morbi id nisl

arcu. Suspendisse in tempor libero, sed sagittis nibh. Donec elit tellus, tempor et tincidunt a, pharetra id lorem. Aenean finibus
blandit sagittis. Cras tempor leo a luctus porttitor. Aliquam commodo velit ac eros imperdiet vulputate vel sed augue. Interdum et
malesuada fames ac ante ipsum primis in faucibus. Aliquam metus nibh, euismod congue turpis eu, dignissim pellentesque nisi.
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Cras posuere scelerisque finibus. Curabitur non metus vitae nisl volutpat rhoncus. Nullam suscipit massa lorem, ut tincidunt
tortor efficitur id. Morbi porttitor dignissim tempus. Sed scelerisque ante id nisi auctor cursus. Pellentesque bibendum quis lorem
ut commodo. Curabitur scelerisque non risus eu consectetur. Morbi fringilla nulla est, ut bibendum tortor posuere convallis.
Phasellus id felis pretium, varius libero dictum, volutpat erat. Phasellus placerat ex eu orci dapibus fringilla. Morbi volutpat ac urna
non tristique. Nunc et nisl nec tortor scelerisque tempus. Nulla gravida dui sit amet feugiat convallis. Integer quis posuere turpis.
Pellentesque nec condimentum purus. Morbi consectetur, nunc ac posuere hendrerit, nisl ex suscipit ex, ac ultrices nibh massa a
sapien.

Maecenas eget auctor est. Morbi sollicitudin maximus erat non ornare. Nunc sit amet felis risus. Duis aliquet vel justo quis
lobortis. Sed consequat dui ante, non sodales justo commodo non. Cras interdum enim id rutrum elementum. Morbi id nisl

arcu. Suspendisse in tempor libero, sed sagittis nibh. Donec elit tellus, tempor et tincidunt a, pharetra id lorem. Aenean finibus
blandit sagittis. Cras tempor leo a luctus porttitor. Aliquam commodo velit ac eros imperdiet vulputate vel sed augue. Interdum et
malesuada fames ac ante ipsum primis in faucibus. Aliquam metus nibh, euismod congue turpis eu, dignissim pellentesque nisi.

Donec sodales, urna vitae gravida congue, urna eros luctus ante, sit amet dapibus magna massa ut nibh. Nullam faucibus leo metus,
et condimentum ipsum dignissim non. Vivamus iaculis luctus dolor, quis tincidunt mauris facilisis euismod. Nullam urna urna, cursus
id diam sit amet, fringilla aliquam sapien. Sed eu vestibulum diam. Nam volutpat ornare malesuada. Nam nec est laoreet, dictum
ligula at, auctor justo. Suspendisse sollicitudin efficitur vulputate. Nam porttitor, quam ac porta maximus, felis ex consequat velit, id
lacinia mi orci et lorem. Nam fermentum placerat magna, vitae suscipit magna egestas et. Aenean vitae leo eu erat pulvinar congue
elementum ac orci. Maecenas molestie justo eget lectus condimentum rhoncus. Praesent consectetur arcu finibus lectus vestibulum,
nec finibus magna varius. Morbi nec massa sit amet nulla volutpat rutrum in sed quam. Donec et elit a massa posuere cursus.
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4.. TEMPLATES



The following are previews of templates which are available for office use alongside this style guide. For copies of the templates,
please consult NAME at EMAIL ADDRESS.

These guidelines are provided to assist your organisation with planning an event involving the Governor-General
and/or Mrs Hurley. The Governor-General’s Aide-de-Camp (ADC) will be your primary point of contact (POC) at
Government House (GH). The information they request from you will be used to convey event specifics to Their
Excellencies. Please send all email correspondence to the ADC shared inbox (adc@gg.gov.au).

You will be provided two documents to assist both Government House and your organisation with planning for
the Vice-Regal visit:

e Government House external event preparation form. This document captures all the relevant
information required by Government House to prepare Their Excellencies for an event.

e Protocol advice and checklist. This document provides guidance to your organisation around the
protocol of a Vice-Regal visit. It includes guidance on modes of address and the role of the host.

Please return the ‘event preparation form’ to the ADC as soon as practicable (draft formats are acceptable),
as this information will greatly assist them in planning the event and to compile a briefing pack for Their
Excellencies in the lead up to the event.

Media (if applicable)

Please note that all information about the Governor-General’s attendance must be sent to-y email
for approval, prior to being released into the public domain. We would also be grateful if you could adwse-
-y email whether there will be an Official Photographer and/or Official Videographer at your event, and
whether you intend to invite media to the event. Please copy the ADC on all correspondence.

Speeches (if applicable)
e The Government House Speechwriter is
If a speech is to be delivered by the Governor-General, please provide key background
information to no later than two weeks before the event.



For consistent official communications: Either

a) a MailChimp template customised for each department with a different look, feel and ‘from’ field
or

b) A header or e-mail signature to show who the comms are from and display levels of importance
once clicked, followed by etiquette rules by department/importance
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