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Terms of Reference for Designing PRI Reporting Template
About Policy Research Institute
[bookmark: _GoBack]Policy Research Institute (PRI) is a multidisciplinary org that works in the development and humanitarian sectors conducting evaluations, assessments and research.  Visit our web page:  www.policyresarchinstitute.org
Report template design objectives
For every assignment, PRI must produce a report. PRI therefore requires a report template that is:
1. Able to Reflect the PRI identity; and as a company that is global; 
2. Clean; 
3. Professional; 
4. Contemporary; 
5. Easy to use;
6. Adaptable to the needs of the client without losing originality and Our identity.
Target Audience
· Target clients
· PRI Associates
Deliverable
· A design concept for reports
· Front page With a picture option and no picture option
· Name of the report
· Client
· Date

· Back page
· PRI info
· ISBN
· Inside page
· Authors
· Disclaimer
· Date
· Executive summary page
· Acknowledgments page
· Table of content page
· Page dividers
· How to add graphics
· Tables and figures template
· 4 levels of title-sub title
· A format that can be used for final reports and for tenders
· Font size and spacing for text, sub titles, captions etc pre determined
· Headers and footers should include
· Name of the report
· Version of report
· Date
· Client

Post proposal tasks 
The design package of the selected report template should be supplied in PDF and MS Word that can be easily adapted with text.  All colour and specifications so that this can be corrected and updated if need be.
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