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Using the MobiliseYourCity Word template (Title here)
Quick guide to structure, styles and publishing (subtitle here)
August 2026 (date if necessary)
MobiliseYourCity Secretariat (author)


1. Build the document with styles
The template is designed so that the document stays coherent as it grows. Use the built-in MYC styles instead of manually changing font, size, colour or paragraph spacing.
Use the Styles gallery
In Word, go to Home > Styles and choose the style that matches the function of the text. The style controls the typography, colour, spacing and pagination for you.
Core text styles
	Style
	Use it for

	Title
	The document title on the cover. Use once.

	Subtitle
	Optional clarification of the title or publication type.

	Heading 1
	Main sections of the document.

	Heading 2
	Subsections within a main section.

	Heading 3 / 4
	Deeper structure when the content genuinely needs it.

	Normal
	Standard body text for most paragraphs.

	MYC Lead
	A short opening summary or introductory paragraph.

	MYC Small
	Secondary supporting information such as brief metadata.


Keep the hierarchy clean
Keep headings in sentence case and use heading levels in order.
Do not create spacing with empty paragraphs; the styles already include it.
2. Lists and emphasis
Use emphasis selectively. The document should remain editorial and easy to scan; colour and special treatments are there to clarify meaning, not to decorate every page.
Bullets and numbered steps
· Use bullets for parallel points that do not need a sequence.
Use a second level only when one point genuinely contains sub-points.
Return to the first level for the next main point.
1. Use numbered lists for procedures, priorities or steps that have an order.
Keep each step concise and start with a clear action where possible.
Emphasis styles
Use MYC Key Message for one conclusion or takeaway that the reader should remember. Keep it short enough to scan in a few seconds.

Use MYC Note for supporting context, definitions, limitations or information that is useful but not part of the main narrative.

Use MYC Action for a concrete next step, recommendation or action required from the reader or project team.
Quotes
Use a quote style for an attributed statement or testimony, not as a substitute for ordinary emphasis.
Name, organisation or publication
3. Tables, figures and publishing
Tables and figures should support the argument, not interrupt it. Keep them simple, label them clearly and use the template styles so that repeated elements remain consistent across the document.
Tables
Use MYC Standard Table for most data tables. Use MYC Light Table when a report contains many tables and a lighter treatment improves readability. Keep a clear header row and avoid unnecessary merged cells.
	Measure
	Value
	Status

	Illustrative indicator
	82
	Current

	Illustrative financing
	EUR 4.4 billion
	Current

	Illustrative milestone
	2026
	Reference year


Figures, captions and sources
Insert photographs, charts and diagrams in line with text where possible. Add alternative text to meaningful visuals, then place the caption directly below the figure and the source underneath when needed.
[image: ]
Figure 1. MobiliseYourCity symbol.
Source: MobiliseYourCity visual identity.
Before publishing
Update the automatic table of contents if the document uses one.
Check heading order, meaningful link text, table headers and alternative text.
Run Word's Accessibility Checker and resolve relevant issues.
Export to PDF and review the final pagination, tables and figures before sharing.
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