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Section 1 | Overview



NERA template system for PowerPoint and Word
A profile-based approach to building presentations and documents

All new documents are created based on a profile, applying branding, language and other settings. It is important to ensure that all client-facing material
displays the correct branding and copyright information. A few moments of planning and conscious decision will save a lot of time later.

Profiles reside on individual computers, and are not transferred between users. Language and Logo settings for an active document will still be displayed in
the Document Settings fields.

File Home Insert Design Transitions Animations Slide Show Review View Developer Add-ins Templates Tools Acrobat Q Tell me what you want to do
43 | Document ID Language English (U.K) - (3.9 : ¥ User Profile | Default i?): G A o=
b o % .o
Attribute Blank v .i\‘. Disclaimer : i{/ Set User Profile as Default b < '
Template My Files b o Send Up To Date Send
go M 3 s File Feedback
Templates = MyFiles & Document Settings 3".""""yge.r.PLo.i.e.s."”."“ Mail Information
From the “Templates” tab, create and edit profiles using the M8 User Profile - o x
drop down list circled above. In the right hand column each selection Add ¢ Edt ) Delete Jo Save X Cancel
will define the available options in the subsequent fields, e.g. if NERA PROFILES DETALS
is selected as a company, only the locations where that company I!E_ Profle Name [NERA o Company | NERA Economec Consuling o
has offices will appear in the Office field. Once the office has been First Name [Fret Name o Ofice |New York Oty o
selected, only the entities present in that location will appear in the Loet e, [L2% Name o Enity [NERAUS o
Entity field and so on. roe | ] Logo |NERA Economc Consuling o
Settings such as language and page size will auto fill according to Diectphone (Prne ¢ ol -
office location while some fields are mandatory and will require filling Diect Fox ‘ Lorguege [N 5] z
in before the new profile can be saved. v | | g | e
. . Email |Email
Set yourself a default profile plus frequently used profiles so they o | d‘ —
are ready to create documents with the correct branding and | | FPelcmemacy
H . H H H Assistant Email
language settlr_lgs._A profile can be applied to eX|_st|ng documents, R | 2eRoRone RERGERCooponpasos
but beware! this will change language and branding, and may also O TR e LT BT
switch page size in Word. .

O Mandatory fields ".:..:: Important setting
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NERA template system for PowerPoint and Word
With a revised set of templates

Home Insert

-]

My_FiI es

- 0go

File

B ©

< Template
.

Attribute

:, Tampl gs,@ MyFiles T

Default
NERA dark
NERA

Design

E; Document IL

View

Developer

Transitions Animations Slide Show Review

@ Language English (U.K)
Blank v &Disclaimer

Document Settings

After selecting an appropriate profile, open a new
document from the Template drop down menu. Make

a conscious decision of which template to use; different
templates require different approaches to slide building,
density of content, and aesthetic design.

Although NERA templates are designed to interact, there
will always be some work involved when switching
between templates, particularly when different page sizes
or font sizes are involved.

STANDARD TEMPLATE

JANUARY 2018

templatefeedback@oliverwyman.com

FOR PRINTED SLIDE DECKS

NERA

ECONOMIC CONSULTING

»

DARK TEMPLATE
JANUARY 2018

templatefeedback@oliverwyman.com

Insight in Economics™

© NERA Economic Consulting

FOR SLIDESHOW PRESENTATIONS

Add-ins

- D

Templates Tools Acrobat Q Tell me what you want to do

§ User Profile Default - gD & B .\ .r;E_]
i‘/ Set User Profile as Default g o 1
Send Up To Date Send
File Feedback
User Profiles [ Mail Information

Default templates are installed on all NERA computers
and are updated automatically. Users cannot modify these
templates or what appears in the Default section of the
drop down list.

Other files can be saved as Custom templates and will
only reside on the individual computers they are saved on.

Custom templates can be edited and managed by
the user.

Insight in Economics™




Section 2 | Underlying template principles



NERA template system
Getting the foundations right

Enhancing and finishing
Format check, design improvement, proofing

Mindful slide building, design principles

Consistent
. content
Copgstgnt Consistent (spelling,
positioning, visual style bbreviati Use of
keeping Al sty Bl Sample Slide
S (font sizes, use terminology,
content within Formats
body area of color) chart layout/
order/
legends...)

Appropriate slide layout

Choosing the appropriate slide layout is like choosing your shoes according to
your planned activity; it is a conscious choice to be made at the start, as slide
layouts affect how content behaves and can alter formatting when reset

Single, correct template master

A presentation should only contain one master, unless there is a need to show a different format

(such as specific client material) within a presentation

© NERA Economic Consulting

Re-using old material leaves a great margin for error
whereby outdated or wrong material (even confidential
material from another client) could mistakenly be left in
and shown to clients.

Some changes may be subtle and not noticed by the
user, leading to unintentionally altered content. Il a
If the wrong template or slide layout is used, the slide Q

could still look similar to the NERA template, but could
be showing outdated branding or be missing essential,
legally-required elements.

Taking the time to start a presentation with the right
# template, master and slide layout will make slide
»» Dbuilding easier and reduce effort and time needed for
- » polishing later on.

The new NERA template system uses profiles to set
parameters for specific client/user, including branding,
language, paper size, legal entity name.

When importing slides, always immediately apply
R:. the correct slide master and layouts.

Changing a slide master or slide layout after the content
has been inserted and formatted will reset the master/
layout settings and can create a lot of extra work

to redo.

The tools are set up to work with our latest templates, #
making it easier and quicker to adhere to company ¢#

formatting and branding standards.



Background on templates, themes, masters, layouts and placeholders (1/2)

PowerPoint
template

A pattern or blueprint of a slide or group of slides
that you save as a .potx file. Templates can
contain layouts, theme colors, theme fonts,
theme effects, background styles, branding
elements, and even content.

Company template contains
cover page, confidentiality
page, section break,
standard content page and
quals page.

me

H = = NERA

1. Corporate branding elements such as logo, cover design
2. Layouts to set up Company compliant slides

3. Confidentiality and qualifications slides

4. Theme containing Company fonts and colors

Theme

A collection of formatting settings that includes
the theme colors, theme fonts, and theme
effects. Themes can be applied to tables,
shapes, or charts in your slides. You can use
and share themes among all theme-supporting
Office programs, such as Word, Excel, Outlook,
and PowerPoint. E.g. you can save a theme
that you created or customized in PowerPoint,
and then apply it to a Word 2016 document or
Excel 2016 worksheet.

Company theme contains
official color scheme,
Company fonts (Arial).
Company standard is no
special effects.

Arial Theme colors
Tex/Background - Dark 1 | ¥
Arial Text/Background - Light 1

nnnnnnnnnnn

NERA Aral-Times New ...
Arial Accents
‘Tires New Roran.

LI L]
< e Ll el s e 3

e :

n
i

00
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a
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oo
oo
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Background on templates, themes, masters, layouts and placeholders (2/2)

Slide master

The top slide in a hierarchy of slides that stores
information about the theme and slide layouts of
a presentation, including the background, color,
fonts, effects, placeholder sizes, and positioning

» A PPT file should contain only one master,
unless there is a need to show a different
format such as specific client material within
a presentation. However they can contain
more than one master, often imported
unintentionally by pasting in slides from
other sources

+ All PPT files freshly created from Company
templates have only one master

Company slide master
(named “blank”) uses NERA
theme and includes slide
title and standard bullet text,
plus page number.

Slide layouts

Contain formatting, positioning, and
placeholders for content that appears on a slide.
Layouts are based on the slide master and also
contain the theme (colors, fonts, effects, and the
background) of the master.

Company standard layouts
include various
combinations of text
placeholders; some specific
slides such as section break,
cover, confidentiality, plus
relevant branding elements.

Click to edit Master title style

+ Edit Master toxt styles

- Fouth lovel
- Fifthlevel

1. A slide master in Slide Master view
2. Slide layouts associated with the slide master

Placeholders

The containers in layouts that hold text content
(including body text, bulleted lists, and titles).
They can also contain tables, charts, movies,
sounds, pictures etc., however Company
standard is to only use them for bullet text and
headings, due to issues with content jumping/

resetting when layouts are changed or reapplied.

Company placeholders
include slide titles, headers,
bullet text plus specific
layout elements such as
section break text.

ection # Click to add section title
| Click to add section subfitle

© NERA Economic Consulting




Slide layouts and placeholders
How they control slide contents

‘-‘ _ —ar - PlacehOIderS are @ Collective provision analysis challenges reported provisioning levels on
T i pre-formatted, Sized and collectively assessed portfolios

positioned to template
standards, with in-built bullet The calective provisi paing he " provionng apreach ot e

bank provisions () with the resuits of a simple challenger model € with accounting rules

Taieand Comtent —Tiieand2 Secton Feotamns 3 cotomns i point levels where relevant. besedon ECBguidance @ and analysingreau oo - Where he collective provisioning
wit g wit . i roach s not in line with
vith heading Content with he heading on a portfolio basis :‘:rounllng rulesthe workblock

Title Slide Title Slide 2 Title Only Title and Content Heading

Tar o 1

provides a quantitative

They are quick and easy to ° P esasamonton mot o comecing

Potential bufer/ — the model/calibration in order to

H Tan | o O . ozl determinate impact on the AQR
2 headings Itedbores 4textboxes with Theadings 3 columns use and are in the CorreCt 9 (5] adjusted CET1%
heading Bank provisions ChallengerModel - Pointintime 1 and LG/ parameters,

position for specific layouts, amgpeensss o ot et perporttaor s s
s

. remedial actions the

ona 1 year point in bank: d to undertake it

however, any manual T crenbsaes benksneed o undereko s a es
provisioning analysis

(c}\‘::';rlvnwth 3 headings 6 textboxes Etf_:‘t::;ig\(h 6 headings formatting and position If Sllde Iayout |S reset’
changes will be lost if the ——— placeholders revert to

Provisions

i | et | | slide layout is reset or if | original position and format.
i slide is imported into
another file.

If some placeholders were
. o @llective provision analysis challenges reported provisioning levels on nOt preVIOUS|y Used, they

collectively assessed portfolios reappear as empty
placeholders.

A

Headwigd djihe key eiements of the Workbiock Heading 12 pt

Ciicto add title . ) v
;anl:p:(;‘\‘;l::;‘;ol with the results of a simple challen;erm:;:IE (5] " Reauls 4 Content moved to anOther

- Areas where the banks collective

T R ks colectv "
il o @ e Winaccoumingrues position and format.

on a portfolio basis
- Cickto add et - Clkto addtext

+ Where the collecti

A

) approachis not in line with
Potental bufer! — accounting rulesthe workblock
gap analysis provides a quantitative
J =) assessment on impact of

Bank provisions . Model

order to determinate impact on the
Bank provisions as Estimate collective AQR adjusted CET1%
ported > <

gnm;"?;:zrb::ﬁm + Pointintime Pl andLGI

time expected loss parameters per portfolio for use in
stress test

: ;’;:;":,:‘f;:;hi:::%;:?z:‘:;:;m Manual formatting reset

(bold, italics...).

Provisionsodel

Use layouts with caution, mainly for simple bullet and header slides

© NERA Economic Consulting 10



Slide layouts and placeholders
Copying content between slides with different slide layouts (even with the
same template master) (1/2)

Despite having similar looking formatting, this content behaves differently when copied/pasted according to how it
was created — in placeholders or not

: Placeholder content copied to another slide
e — with a different layout will change format. =

2 columns1/3 Title Only
split
@ Collective provision analysis challenges reported provisioning levels on mm%CIick o add tiie

collectively assessed portfolios

0000000000000 000000000
Overview of the key elements of the workblock e Results

eeecc0000000000

« Areas where the banks collective
provisioning approachis not in line
with accounting rules

The collective provisi lyses are dby ing the

bank provisions () with the results of a simple challenger model (5] Areas where the banks

collective provisioning
approach is not in line
with accounting rules

. . " « Where the collective provisioning
based on ECB guidance @ and analysing resulting buffers or gaps approachis not in line with

ona porifoliobasis % accounting rulesthe workblock
provides a quantitative
assessment onimpact of correcting

the model/calibration in order to

* VWhere the collective
provisioning approach

\ 4

T £

e Potential buffer/ —

gap analysis determinate impact on the AQR 15 not in line with
) | adjusted CET1% accounting rules the
Bank provisions ChallengerModel «+ Pointintime Pfand LG/ parameters. workblock provides a

quantitative :
assessment on impact
of correcting the
modelicalibration in
order to determinate
impact on the AQR
adjusted CET1%

« Point in time Pl and LGI :

per portfolio for use in stresstest

« Presentation of remedial actions the
banks need to undertake as a result
of the collective
provisioning analysis

®e00c0c0c0c0cc0cccccccco oo

Bank provisions as

Estimate collective
reported > <

provisions based
ona 1year point in
time expected loss

eeccccccccs00000000000000 0
.......'l...l...........l....

Bank Challenger param»eters per
Provisions Model p0m0|l0 for use in
B oo e e
16 OliverWyman | MAD-DQC03011-001 29 OO I

* Presentation of

All instances of bullet text in Sample Slides retain levels and formatting, without
being linked to placeholders, so they can be copied and repositioned as required

© NERA Economic Consulting 11



Slide layouts and placeholders
Copying content between slides with different slide layouts (even with the
same template master) (2/2)

Despite having similar looking formatting, this content behaves differently when copied/pasted according to how it
was created — in placeholders or not

Title Only

Non-placeholder content copied to another
slide with a different layout will retain format.

Title and Content

Best practice Business - IT interface setup

Business Unit IT
L ©
[ BUCEOD | ) Group CIO
; B nusJ ; (2}
Client [] clo
Satisfactio| | Scorecard “'@
nSurvey | | |
(1]
—— «— [ Production |
Requirements BU
clo <«—> | Application |
o Lavice «—» | Business
| Solutions

T
ite

Source: OW Study "

T
it

[ Fact-based planning process

al
]

For the leading Russian bank we have recently implemented best practice
Business Unit CIO offices to improve business-IT alignment and establish
end-to-end accountability for change

Best practice properties

« Centresarounda CIO who is located with the business
- Interface setup is designedto focus the shared service on BU
customer needs
— Enable the CIO to proactively articulate howtechnology can
enhance the BU’s competitive position

+ Five elements workin concertto give the BU control while the

Bank benefits from shared service efficiencies

- CIO profile: Business knowledgeable with a strong service
orientation and the technical know-howto become both
technology advisorto, and representative for, the business

-~ Scorecard: Based on the BU-specific service levels and the
project priorities for the year

- Client satisfaction survey: Voice of client based assessment
of service quality in additionto metrics-based measurement

— BU-drivenbonus determination: Based on scorecard and
satisfaction survey, BU CEO signs-off on bonus proposed by
Group CIO

- Fact-based planning process: Annual planning process
around infrastructure needs and project priorities, explicitly
stating what will be addressed and what not

« The elements reinforce each other, making them essential to
overcoming service quality issues in shared service structures

1® Oliverwyman

'.oo-.ooo.ooo.oocooooooooooooo.ooo?‘

Click to add title

= Click to add text

+ Bestpractice properties

)\ A

Centres around a CIO who is located with the business

— Interface setup is designedto focus the shared service on BU
customer needs

— Enablethe CIO to proactively articulate howtechnology can
enhance the BU’s competitive position

Five elements workin concert to give the BU control while the

Bank benefits from shared service efficiencies

— CIO profile: Business knowledgeable with a strong service
orientation and the technical know-howto become both
technology advisorto, and representative for, the business

— Scorecard: Based on the BU-specific service levels and the
project priorities for the year

— Clientsatisfaction survey: Voice of client based assessment
of service quality in addition to metrics-based measurement

— BU-drivenbonus determination: Based on scorecard and
satisfaction survey, BU CEO signs-off on bonus proposed by
Group CIO

— Fact-based planning process: Annual planning process
around infrastructure needs and project priorities, explicitly
stating what will be addressed and what not

The elements reinforce each other, making them essential to
overcoming service quality issues in shared service structures

16 OliveriWyman

15

@*ecceccccccccccccscscccsccccscccccccccced

(ctr)

All instances of bullet text in Sample Slides retain levels and formatting, without
being linked to placeholders, so they can be copied and repositioned as required

© NERA Economic Consulting
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Notice the minute difference in slide title position, due to importing a different slide layout. This is barely noticeable, until scrolling though the slides

T

Sliéde layouts and placeholders

i Capying from different template masters, with different slide layouts

Slide layout issues

Complete Guide.pptx - PowerPaint

ions  Animations  Review View Developer Add-ins  Templat

i :‘ j Delete @ Ees i I Colors - &) Background Styles - [
IS} Rename. [A]Fonts~ [ Hide Background Graphics
Insert Slide Insert aster  Insert [ Footers Themes | — Sli
Master Layout % P/&5¢ve | Layout Placeholder» - Offeas~ si
ut  EdtTheme  Back ground
=] hro]

iClick to edit Master title style

© NERA Economic Consulting

« This layout doesn’t exist in my destination file so when | import the slide, the

layout is added

— This can cause confusion when similar layouts do not pick up the correct
branding elements, such as taglines or up-to-date copyright statements

» The old copyright has carried into my new file and is out-of-date

» The page number placeholder from the old layout has superimposed on

the new one

Importing material from slide layouts that don’t exist in the
destination file adds those slide layouts to the master, and retains
elements such as copyrights, page number layout etc. and can
lead to wrongly branded material or even references to other
clients — it is imperative to apply/reapply correct layouts as
soon as slides are imported, and delete incorrect layouts that

have been added.




Charts in placeholders

Chart size will revert if slide layout is changed or reset

Charts in placeholders
If layout is reset

Very long chart header ! Comments
This goes onto three lines, which means the chart has to start a bit lower down on the side and ¢

the axis is shorter

' Lorem ipsum ‘dowor ét !
amet, consectetuer

adipiscing elit. Maecenas
porttitor congue massa.

Fusce posuere, magna

sed pulvinar ultricies,

purus lectus malesuada

libero, sit amet commodo
magna eros quis urna.

+ Nunc viverra imperdiet
enim. Fusce est. Vivamus
atellus.

.+ Pellentesque habitant

. morbi tristique senectus et
netus et malesuada
fames ac turpis egestas.
Proin pharetra nonummy
pede. Mauris et orci.

2012 rate: 306
.

Axis title

S -
>

Category 3 = 3
Category 8 I ©
Category 7 I =)

Category 4
Category 8
Category 9

F caopys | @

= Saries 1 Saries 2 = Senas 3 = Senas 4 = Saries 5

Charts in placeholders
If layout is reset

Very long chart header Comrients

This goes onto three lines, which means the chart has to start a bit lower down on

the, Blrde and the axis is shorter
............................................................................. k qrm-psum golor sitamet,, ...,

corgsectetuer adipiscing elit.
Mapcenas porttitor congue massa.
ugce posuere, magna sed
2012 e ‘pilinar ultricies, purus lectus
malesuada libero, sit amet
corimodo magna eros quis urmna.

. Nunc viverra imperdiet enim. Fusce
esl Vivamus a tellus.

que habitant morbi

ms Hque senectus et netus et
malesuada fames ac turpis
egestas. Proin pharetra nonummy
pede. Mauris et orci.

~
2
&
2
"
O

- -
“© - w - ® @
= 4 [ 2 [l fad
2 3 2 & & &
2 2 ] 2 2 2
a 3 3 3 3 3
= Senes 1 Senes 2 = Series 3 = Senes 4 = Senes 5

The chart in a placeholder was manually resized to start lower
on the slide and was widened to fit content.

© NERA Economic Consulting

When slide layout was reset chart jumped back to original
placeholder size. Any extra elements on the chart remained
in place, so are no longer correctly positioned.
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Section 3 | Building a presentation



Start new PowerPoint presentations from one of our Company templates
The custom page size prints on both A4 and Letter paper without

adjustments
STANDARD {EMPLATE

FOR PRINTED SLIDE DECKS

JANUARY 2018

templatefeedback@oliverwyman.com

Insight in Economics™

Blank (standard) template

The default template when

you start PowerPoint. Mainly suited
to printed and bound slide decks
for sharing the detail before and
during meetings.

Asian language settings

Asian language fonts are built in. Users
should first select the appropriate font
from the Design tab > Variants > Fonts
menu, then apply the language from the
Templates ribbon or via the user profile.

© NERA Economic Consulting

v

DARK TEMPLATE

FOR SLIDESHOW PRESENTATIONS

JANUARY 2018

templatefeedback@oliverwyman.com

Insight in Economics™

NERA Dark template
The Blank template with a NERA Blue

background and adapted color scheme.

Designed for projection only.

Different fonts are assigned to .
each supported Asian language: -
Japanese = Meiryo :
Korean = Malgun Gothic :
Chinese = SimHei y

NERA - Japanese
Arial
Arial

o;;ﬂli?oo.oo'

Option of color block cover

STANDARD TEMPLATE
FOR PRINTED SLIDE DEC

JANUARY 2018

DARK TEMPLATE
FOR SLIDESHOW PRESENTATIONS

templatefeedback@oliverwyman.com

JANUARY 2018

templatefeedback@oliverwyman.com

Default NERA theme fonts for PPT
templates

Options of theme font combinations
for NERA Word templates

16



Building a presentation
Start in a new document based on a NERA template and create content
using Sample Slides, built in layouts and legacy material

“Blank” template provides

+ Cover slide

+ Confidentiality slide
+ Section divider

» Content pages

* Qualifications page

In Slide Sorter view

= | |7

Use Destination Theme (H)

0 ouaoeeoon

When importing slides always
use “Use Destination Theme”
paste option.

TTLE

aaaaaaaaaaa
eeeeeeeeeeeeee

NERA

1
2
3 | s
4

Text and Shapes Charts

Tip: use MyFiles to store your favourite slides.

Add “New Slide” in PowerPoint

Ij [=] Layout ~
New

] Reset

Slider 03 Section~

NE

Title Slide

Title Slide 2

Title Only

Title and Content

Heading

Title and Content
with heading

Reuse older slides

Immediately apply or reapply appropriate slide layout before starting to format/edit content

© NERA Economic Consulting
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Headings and subheadings
Tab/Shift+Tab functionality

NERA templates have been enhanced with a tab functionality for subheadings in certain slide layout placeholders. The second level has been formatted to
deliver the required subheading format for each type of placeholder

Presentation title on the Title Slide layout

NERA
P TITLE :

. SUBTITLE

Insight in Economics™

Section title on the Section layout

: | Section title
: | Section subtitle 3

© NERA Economic Consulting

Click in the placeholder
(or create a new textbox
on a slide with heading
placeholders), type the first
level title/heading then hit
return to go to the next line.

Hit Tab to create unbolded
second level.

Hit Tab again to create third
level with black regular font
(not available on
presentation title).

Hit Shift+Tab to return to
previous level format.

Subtitles/subheadings
created in this way retain
their formatting when the
slide is refreshed.

Heading placeholders and headings created from new textboxes on
slides with heading placeholders

E Heading
+ Subheading $

Slide title
Slide subtitle

: Heading placeholder theadng : Heading placeholder
+ Subheading :

-eeeeen before using tab function:

Second line is still bold Second line is not bold

 Chart heading : New textbox on a slide with heading
{ Chan i kvl neadng ¢ Placeholders after using tab function
"""""""""""" and OW Heading tool: Second line is

unbolded, third line is black

after using tab function:

do not have heading placeholders.

This technique will not work on slide titles
or on new textboxes created on slides that

18



Slide building best practice

Follow general design rules and NERA standards (1/2)

Respect the slide body area

One of the most time consuming aspects of formatting is
condensing content to fit within the slide body area.

Best practice is to respect the slide body area as the slide
content is created — if it doesn’t fit, rethink content or split
over multiple slides.

New in PowerPoint 2016: Color coded master- and layout-
level guides are set in the slide master and slide layouts to
avoid inadvertent moving. You can add and adjust your own
guides directly on slides as needed for aligning content.

Drawing area
All slide content must fit inside the drawing area

T ]

Standard drawing area
« Fitall slide content inside this area, including footnotes

« The drawing area is the same size as the default
textbox on a standard text slide

« Ingeneral, the first element should be placed in the
top left corner

© NERA Economic Consulting

Consistent positioning and alignment

One of the most visible things that makes a presentation look
sloppy is inconsistent positioning and formatting throughout a
deck, particularly for repeated elements (titles, source, chart
axes, headers...), and when content is not neatly contained
in the slide body area.

Use NERA tools for adding and/or formatting common
elements like footnotes, labels, Ghosts, Harvey Balls,
shapes, etc. to save time.

Use the PPT drawing guides to mark the position of repeated
elements throughout the deck so as you create the slides
you automatically put them in the correct place.

Cuserscor chat For charts, place the guides on
the axes as visually this looks
more consistent, even if the axis
label size varies.

ik Use a sample slide chart for
n i reference and set your guides
...... [ | (S oot

e so elements are correctly placed
as you go along.

19



Slide building best practice

Follow general design rules and NERA standards (2/2)

Consistent formatting and content

« Formatting
— Use consistent colors (fill vs. outlines) and match color assignation
throughout deck for repeated/similar content
— Make series of similar elements the same size, including column
width on series of tables

» Content
— Consistent wording and terminology in headings, labels
(e.g. Basel 2 vs. Basel I, country/company names and abbreviations)
- This is particularly important in charts as Find & Replace function
does not include charts
— Legend order and wording

» Font size

— Keep headings consistently sized, even if you need to slightly change
the font size of the text below

— Content will dictate need for font size variations, but aim to keep
similar slides the same size

— If font size is reduced to allow a lengthy slide title, change it in the
master for whole presentation
- Other changes (e.g. reducing subtitle or lowering content headers)

can be done on a slide by slide basis

Use same phrasing for series of headings,
legends, axis labels and.ti.tlgs

: Units sold, Canada (MM) :

: Millions of units sold, (US):
0000000 OOOIOOOIOOS

30 25

SATY 26

et 00c oo
o Millions
EXEXETY

Q412 Q4'16

2012Q4 2016 Q4 : Q4 '08
ecoce

eeccee, eec0000,

.
= Hats Coats o= Earmuffs e = Gloves Scarves = Hats Coat = Gloves = Scarf : Ear-Muffs ®
®ecccoe 00000 e®

Use same number format for data labels, and
match color fills and order and spelling for legends

Match formatting

- across similar Winter
Winter content: color fills, . .

! font size, shape

Consistency is most important within individual slides, but also across the whole presentation

© NERA Economic Consulting
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Use of clipart, logos, images and copyright material

All images must be compliant and legal

Sourcing visuals

Icons and infographics matching house style
« Storyboard (Icon collection) — in-house, stylized, flat graphics
« Commission an icon set for a specific project
Company logos
 Storyboard for high quality PNG image files

— Check online to ensure they’re the latest version
+ Capture from PDFs of company reports
Photographic images
* PPT Insert Clipart

— “Search for: XX” “Results should be photographs”
Recreating external material

* Do not recreate or include copyrighted material from
external sources

» Uncopyrighted charts with no underlying data can be recreated as
drawings on the understanding that the resulting chart is an
approximation
— Do not recreate live charts without source data due to potential

implications of data misrepresentation

© NERA Economic Consulting

Examples

- [ ] . < Y

- > @B am by

Carlson Carlson | Araee

Wagonlit Wagonlit ) A r;s"a E
Travel Travel e X
i it ey

Avoid “cheesy” clipart and
highly manipulated

photographic images:

Don't ignore copyright. You | S —
cannot just use anything that ; e ﬂ

Google image search throws up: -

GrIr I
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Charting options

Use Title Only or Heading layouts

Copy/paste Company Sample Charts

» Copy in chart or whole slide from Company Chart
samples

+ Copy data from Excel, then select chart in PPT, and
open Edit Data from the Chart Tools, Design tab.
Paste data into datasheet, then reset selection area
with Select Data control (next to Edit Data), and
adjust rows/columns if necessary

+ Adjust formatting as necessary

This results in a live, editable chart which only has
relevant, absolute data

Copy/paste chart from Excel

» Copy chart from Excel into PowerPoint, using “Use
Destination Theme & Embed Workbook”; this will
embed the entire Excel workbook into chart
— Risk of sharing confidential information left
elsewhere in data sheet

— Risk of difficulties with data if formulas are
involved

— Data can be difficult to locate and edit in a hurry
for other users unfamiliar with original datasheet

— Increased file size

This results in a live, editable chart that carries
entire spreadsheet

Paste Options:

] - R Y

e
= =y 22 S
2| e

Use Destination Theme & Embed Workbook (H)

Do not link data to chart — this requires Excel file to be stored alongside
the PPT file containing the chart — use the embed function instead.

© NERA Economic Consulting

Format Charts tool
* Insert any Excel chart on the slide
» Use the “Format Charts” tool to apply Oliver Wyman

style to basic chart types

— Useful for formatting charts with more than four
series as these are not automatically formatted

Note: Formatting is retained if you subsequently
change chart type, however any manual changes
made will revert if the Format Charts tool is reapplied

This results in a live, editable chart. The data is not
affected by this tool, so will remain however it was
imported with the chart
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Chart format tool

Caution, manual formatting will revert if chart format is reset

Chart header Chart header
o Due o mosemrt o o o b Abo Yate e
gerp y been removed
35 35 from data labels
JEIEYY CRI SETTENS 2012 rate: 30 JIRITIITE (TETETS 2012 rate: 30
P30 : ¥ 3 S
...'.. ®000ccoopocooe E
25 E : 1.1 : : xXxxxl '. ﬂ
o : e, Labels that have ° 25 . t—— K
2 | 30-,,: 07 been manually £ .o
. . JE— 7, S— ° o
£ ‘. 5.3 moved or formatted % 20 Do
<5 | EEE o revert to original < :
. . ition and format
10 - 0-6 : E
P9 B
5 10 . ; .
5 LR NN ]
10
0. - ./ 5 9
: - o~ ™ < 0 ©o
. > > > > > > e :
: E, E, E, E, E, E, : X-axis labels are rotateq :- seeees
. Qo Q9 Qo Q Qo Q . baCKtOStandard, Iowerlng —0>.O0'00oooooooot'oon;na-u'oaoooaoooaooo':o:::f.oonoooaoo.
; 8 8 8 8 8 8 s the axis line ECatejlgory Cate290ry Cat%gory Catigory Caizgory Cat%gorys
m Series 1 Series 2 = Series 3 = Series 4 = Series 5 :ooc ©00000000000000000000009000000000000080000000900 c'.
s Series Séries™ *'u Series u Series u Series
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Using legacy material with the new templates and tools

» Paste options: When you paste slides in, select “Use Destination Theme” (unless it is important to retain
original appearance by using the “Keep Source Formatting” option)

+ Slide Layouts: After copying slides into the new template best practice is to check the layout and “Reset” as
appropriate ensuring master elements are sized, formatted and positioned correctly

+ Slide titles: After resetting/changing a slide layout you may Tip: Use the same tool to fix the titles for a
need to refresh the slide title format. The “Slide Title/Subtitle” whole file in “Slide Sorter” view — select all slides
tool can be used without having to select the text that have title placeholders and apply.

* Bulleted text based on the slide layout: A “Reset” of the slide layout will refresh bullet indents and
paragraph space

» Bulleted text independent of the slide layout: For consistency use the “Fix Bullets to Standard” button
or individual Bullet List buttons 1-4 as necessary

» Be aware of visual differences delivered by the new templates and tools to ensure common elements
are formatted consistently e.g.
— Distortion/resizing of elements: Due to new page size
— Use of color and effects: Flat styles with simplified formats, no gradients, shadows, 3D
— Font: No Arial Black, generally smaller font
— Bullets: Round 1st-level markers, matching font color; single font size across levels
— Tables: Use the “Format Table” button to update tables to simple horizontal rule style
— Source/Footnotes, Conclusion: Refresh position and format with the tools if required

© NERA Economic Consulting 24



Section 4 | The Tools ribbon



The tools deliver robust and enhanced functionality

Home Insert Design Transitions Animations Slide Show Review ' Developer Add-ins Templates Tools Acrobat Q Tell me what you want to do

3 @fﬁb i BB - l;l llll DE [Q i & N LA @ O Prs% a% )
6l O EE B = T % 2 Mx% @ E@EEBE 0 9P ==
Storyboard Shapes | = Table of Conclusion Format Format o Characters Labels Ghost CAGR
Shapes - AB" Ef Contents Table Charts~ i = Dso% © @ - -
Storyboard Shapes Styles Resize Harvey Format Layout

© NERA Economic Consulting 26



© Storyboard
Insert icons, flags, maps and logos

Storyboard Shapes &
' My Shapes
" Flags Africa
! Flags Americas
! Flags Asia
! Flags Australia Ocenia
! Flags Europe
- Open Storyboard
o Shapes to insert
st element from library
laps. t‘.
-
€ Find more Storyboard Shapes online
Storyboard
Shapes
v Storyboard
Icons Logos Maps Flags
1 o —a——
| —
W Gl

© NERA Economic Consulting

Add your own shape to
My Shapes library

Please note there is an initial time
lag as the four libraries are loaded
in the background.

If running Storyboard Shapes tool
slows down your computer too
much, restart PowerPoint.
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© Shapes
Insert and format AutoShapes and textboxes

Insert standard AutoShapes Copy text from first

selected shape to all

> > other selected shapes
d Add/format line in

Delete text in dotted highlight style

v

selected shapes  to selected shape(s)

| Turn on or off
“Resize AutoShape
to fit text”

Text goes here P X ETY

TOC

—

Table of |Conclusion
Contents

) Insert a slide
conclusion

Insert Table of
contents slide based
on section dividers

Combine or
split textboxes

Insert/format selection as
title, heading, or footnote

Tip: Conclusion and Footnote objects

automatically re-position if others already present.

Toggle word wrap text
in AutoShape (

© NERA Economic Consulting
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© Styles

Insert or format special text elements

Bullet styles level 14

Table column/row headings
and normal text styles Apply predefined
chart templates

Area 100%

Area

Fix Bullets to standard

Column

mA|[E==

Format Table

W 0K X Cancel

Font size 10
Rows with Headings i

Columns with Headings 0

4

Inside Horizontal lines [m]
Inside Vertical lines [m]

Apply default margins

© NERA Economic Consulting

[ £ B8 — ¢

Format | Format
Table |Charts ~

Styles B_=| Stacked Bar 100%

Pie

B | Stacked Bar

e O E MRk M

nal Stacked Column 100%

Format table laza] stacked Column
dialogue box

Note: Axis titles are overwritten with placeholders
when Format charts tool is applied; make a copy of

entire chart first to manually copy content back in.
This tool is configured for white background slides
only; manual fixes are necessary if used on colored
background.
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O Resize
Resize, adjust, or position AutoShapes

For selected object, Adjust rounded
resize width to the same rectangle corners

Adjust second object as height, or vice versa  to same as first selected

horizontally or vertically
to fill the gap between
first and third objects

Distribute selected
shapes without gaps

Swap positions

Turn “Lock Aspect
Ratio” on or off

Resize height, width, or both
as first object selected Reset picture to 100%

Adjust angles of selected Center align to slide,
chevron to 90° or 120° horizontally and vertically

© NERA Economic Consulting 30



© Harvey
Insert or modify Harvey balls

>

Insert a new Harvey ball, For non-standard values,
or modify selected Harvey ball(s) type a custom value here

Q @ O Q ' and press Enter

Oox P75%
(M™25% @100%
(P s50% | ¢ +

Harvey

Tip: Harvey balls keep the entered values and they
will display in the custom value field when selected.

© NERA Economic Consulting 31



O Format
Adjust internal margins of textboxes

Increase or decrease
internal margins by
0.1cm/0.04"

@]
Format

Set all internal margins to zero

© NERA Economic Consulting
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Ghost: Arial Regular 12 pt, Accent 4 <

@ Layout t
Insert special characters or labels

Insert special characters or symbols Insert or reformat existing

ghost label

A% |

Characters | Labels | Ghost

v v

Layoyt

Insert labels

[ Tip: Labels pick up language from active profile.

© NERA Economic Consulting 33



O CAGR

Calculate CAGR values

© NERA Economic Consulting

CAGR

CAGR

X Close

CAGR
[ CopyCAGRValue @ Clear
Start End
Date (2017 |3 2020 &
Value [100 | [200 |

The CAGR is displayed here
and updated live as you type
in the date and value

CAGRis 25.99% }

34



Section 5 | The Templates ribbon



The Template Ribbon provides the same profile-driven interface for basic
features across PowerPoint and Word — as well as some application-specific

functionality

File Home Insert Design Transitions Animations Slide Show Review View Developer Add-ins Templates Tools Acrobat Q Tell me what you want to do
D G E‘Z Document ID @ Language English (U.K) M q,@ ¥ User Profile | Default b ig % G .\ .@
- Attribute Blank - & Disclaimer ¥ Set User Profile as Default ~ o 1
Template My Files Send Up To Date Send
- - Log File Feedback
Templates = MyFiles & Document Settings User Profiles P Mail Information

© NERA Economic Consulting 36



O Templates

Save current file

Template drop down with as template

default and user templates

Template

v

o
.—

Templates

Manage templates

© NERA Economic Consulting



O MyFiles

© NERA Economic Consulting

Drop down with Samples,
guides and user files

2
 J

My Files

v

MyFiles

Save current file
as MyFile

Manage files
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© Documents and settings

Document ID

Select proofing language
for entire presentation and
language for confidentiality

and disclaimer

Reapply currently
selected language to
entire presentation

@ Language English (U.K.)

4+Attribute Blank

v

& Disclaime|+

Logo

Choose Attribute for
PowerPoint cover page

© NERA Economic Consulting

v

Document Settings

Choose Disclaimer
format (short/long) if
included in presentation
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O User Profiles

Reapply currently selected
— User Profile to entire
presentation

Select any saved
user profile

. 4
i User Profile Default 0 +—

E',/ Set User Profile as Default

4
=
o

Set the currently selected
User Profile as Default ST

Manage User Profiles

© NERA Economic Consulting 40



O Mail

Save the currently active
document and attach it in a
new email in Outlook

T

A

Send
File
Mail

Save the currently selected

parts of your document as

a new file and attach itin a
new email in Outlook

© NERA Economic Consulting 41



O Information

Displays if tools are up to date;

if not, download the latest version
available on Portal Manager

&
i
Update
Available

© NERA Economic Consulting

. 4
N\ =)
& &
Up To Date Send
Feedback
—o—

Information

Open a new email in Outlook with
TemplateFeedback@oliverwyman.com
in the “To:” field. This is the main
channel for feedback to DTP about
the templates & tools and to request
new functionality
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Section 6 | Detailed specs



Core color palette

Theme Colors

Custom Colors

Standard Colors

color theme is applied.

wider ranges of Blue, Green, Orange, Yellow, and Grey available.

ERT FEEEER } Standard Colors live inside PowerPoint 2016. Do not use these colors.

Theme colors (NERA core palette)

White Black

R: 255
G: 255
B: 255

Text/BG Light 1

Text/BG Dark 1

Text and
background

Background
and text

© NERA Economic Consulting

White

R: 255
G: 255
B: 255

Text/BG Light 2

NERA Dark
Blue

Text/BG Dark 2

Presentation
title, slide title,
and conclusion
text

R

NERA Blue

Accent 1

Primary accent,
secondary
stroke

—

NERA Light

Blue

R:
G:

178
199

B: 226

Accent 2

Secondary fill

Our primary colors

Custom Colors An additional row of “custom colors” supports new formatting options and makes

NERA Grey

Accent 3

Primary stroke

.

w
Light Grey

Accent 4

Primary fill,
Table borders

J

]

Theme Color Tints are the Theme Colors mixed with varying levels of white. They are generated by
PowerPoint 2016 and are not part of our palette. Do not use these colors.

NERA
Orange

Accent 5

Secondary
accent,
Tertiary stroke

Theme Colors are your core palette. These colors will map when imported into different templates or when a different

} See next slide

Light Orange

R: 247
G: 192
B: 136

Accent 6

Tertiary fill
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Custom colors support additional formatting options and make wider ranges
of Blue, Green, Orange, Yellow, and Grey available

Custom colors

NERA Green

Light Green

R: 174
G: 202
B: 149

NERA Orange Light Orange

R: 247
G: 192
B: 136

Blue x6

Dark Green NERA Yellow
R: 255
G: 204
B: 0
Dark Orange NERA Dark Blue

Green x3

Note: custom colors will not map when
imported into different templates.

© NERA Economic Consulting

Light Yellow Dark Yellow
R: 255
G: 223
B: 151

NERA Blue Medium Blue 1

Orange x3

NERA Red

Light Red

Dark Red Dark Grey

Medium Blue 2 Light Blue 1 Light Blue 2 Table Grey
R: 178 R: 220 R: 232
G: 199 G: 230 G: 232
B: 226 B: 245 B: 232
Yellow x3 Grey x4
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Style and placement of standard elements (1/3)

Cover slide

Presentation title

+ Line spacing = 0.88
« Arial Regular 28 pt, ALL CAPS

* NERA Dark Blue
m[ w7 B |

Presentation subtitle

Top-align client logo to the

NERA logo (use placeholder) :

NERA logo is right aligned with

¢ STANDARD TEMPLATE

 Line spacing = 0.88

« Arial Regular 28 pt, ALL CAPS
* NERA Blue

mf =] [ON |

Date

* FOR PRINTED SLIDE DECKS

* Arial Regular 18 pt, ALL CAPS

* NERA Dark Blue
m[ w7 B |

Practice

® JANUARY 2018

There is
room for
a total of
3 lines here

NERA iy

. Insights in Economics tagline

Company logo
embedded in slide master

ECONOMIC CONSULTING

Client logo

+ Size: Should be comparable to,
but never bigger than, the
NERA logo

» Position: Visually top aligned
and positioned to the left of
NERA logo

Presenter and location (optional)

templatefeedback@oliverwyman.com @

* Arial Bold 10 pt, ALL CAPS

* NERA Grey
m |mf | B

© NERA Economic Consulting

@ ENVIRONMENTAL ECONOMICS
 NERAEconamic Conzuting

)

Insight in Economics’

Copyright
 Arial Regular 7 pt

* Arial Regular 18 pt, Title Case
+ White

OmCOmmemm

Tagline‘embedded as
image in slide master

» NERA Grey
m[ (=] | BN

Tip: Presentation subtitle formatting is built into second level:

demote to ensure formatting is preserved if slide is reset.

46




Style and placement of standard elements (2/3)

Section divider slide

Section or Appendix number (optional)

« Arial Regular 28 pt, sentence case

* NERA Grey

m mf | B

Divider line

———0

+ 0.75pt
* NERA Grey

» Divider line extends to match content

m Jmf | B

e Section 1 | Section title in sentence case ¢

Section subtitle in sentence case o

Section title

* Line spacing = 1.0
+ Arial Regular 28 pt, sentence case

* NERA Dark Blue

OmCmmemm

Section subtitle

© NERA Economic Consulting

* Line spacing = 1.0

« Arial Regular 28 pt, sentence case
* NERA Blue

m[ =] O |

Tip: Section subtitle formatting is built into second level:
demote to ensure formatting is preserved if slide is reset.
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Style and placement of standard elements (3/3)
Content slide

Ghost

Arial Regular 12 pt
Light Grey
Vertically centered
between the top
margin and the top
edge of the slide
Insert from Tools >
Layout > Ghost

ml sl | B [

Slide title

Avrial Regular 20 pt
NERA Dark Blue

ml =] BN 1

Slide subtitle

eUse “Tltle and Content” layout

Arial Regular 20 pt
NERA Blue

m| =] TR |

Conclusion

|_

Arial Regular 14-18 pt
NERA Dark Blue text with

Light Grey rules,
top and bottom

0.1" internal margins left right;

0.05" top and bottom

Insert from Tools >
Shapes > Conclusion

msml [ B [

© NERA Economic Consulting

®Title placeholder set in 20pt Arial with 0.88 line spacing

» Standard format for text pages: Arial Regular 14 pt, 1.0 line spacing

:~ First level bullet: Space before paragraph of 7 pt
— All sub-bullets: Space before paragraph of 3 pt

' Insert from Tools > Shapes > Conclusion.

123456780

_. Slide conclusion text, Arial Regular 18 pt. Do not reduce font size below 14 pt.

Navigation

,,,,,,,,,,,,,

» Vertically centered
between the top
margin and the top
edge of the slide
(if there is a label
occupying this
position, move the
navigation down)

+ See slide 65

Footnote

1. Foomnote @

""NER& Economic Consulting

* Arial Regular 8 pt
« Black
» From top to bottom:
1. Unnumbered
notes
2. Numbered
footnotes

3. Source
mml [ B |

Slide number

Copyright and document ID
* Arial Regular 7 pt
* NERA Grey

ml =] | B

* Arial Regular 10 pt
* NERA Grey

m| =] | B



Drawing area

All slide content must fit inside the drawing area

Standard drawing area
» Fit all slide content inside this area, including footnotes

« The drawing area is the same size as the default
textbox on a standard text slide

* In general, the first element should be placed in the
top left corner

© NERA Economic Consulting
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Drawing guides

Master- and layout-level guides

New in PowerPoint 2016": Color coded master- and layout-level guides are set

in the slide master and slide layouts to avoid inadvertent moving.

T Clicktoadd fiffe ™" TTT T T T T T

T
1
1
1
i
!
?{eading 12pt

"~ “Heading 12 pt

Click to add text

=~ "Heading 12 pt

" Heading 12 pt

Click to add text

Heading 12 pt

» Click to add text

Heading 12 pt

*» Click to add text

*+ Click to add text

Users can add and adjust guides directly
on slides as needed for aligning content.

Ty Paste Options: Right click anywhere
-"-D on slide background

to access Grid and
[E Layout » | Guide options
Reset Slide

fffffffff Red = Master guide (whole presentation)

Orange = Layout guide (adapted to each layout)

1. Master- and layout-level guides will not be visible in presentations opened in previous versions of PowerPoint

© NERA Economic Consulting

The red and orange
guides are in the master
so they cannot be
selected by mistake
when working on slides

## Grid and Guides... » [[0 Add Vertical Guide

v Ruler H Add ﬂ{:\vgzontal Guide
@ Format Background... v Guides
Storyboarding » | v Smart Guides

Gridlines

":kﬁthEEdBﬁtV%"J; """ i """"""""""" ;" Right click on
i i slide-level

: P i | guide to bring

up menu to

: 77777 : delete it or
R S S N drag it off the

i o i | slide area
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NERA slide layouts

= B}

*] Reset
& Section ¥

New
Slide ~

Slides

Choose the
layout for a
new slide

© NERA Economic Consulting

Choose the layout
to apply to the
current slide

NERA

Title Slide 2

Title Slide Heading
Dar i wr i Tar
Title and Content Title and 2 Section 2 columns with
with heading Content with he... heading
e | | F———
SRR R | | s
2 headings 4 textboxes with 4 headings 3 columns
heading

3 columns with

6 textboxes

6 textboxes with

6 headings
heading heading
M
2 columns 2/3 Contents Confidentiality Qualification
split split
NERA
Backcover Blank CV - large portrait

Easy access to all
of our frequently

used layouts,

including section
dividers and CV
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Slide title: Arial Regular 20 pt, 0.88 line spacing
Optional subtitle: Arial Regular 20 pt, 0.88 line spacing

Standard format for text pages: Arial Regular 14 pt, 1.0 line spacing

Font sizes >10 pt

» Bullet Level 1 (7 pt space before)
— Bullet level 2 (3 pt space before)
- Bullet level (as level 2)
- Bullet level 4 (as level 2)

Font sizes <10 pt

* Bullet Level 1 (6 pt space before)
— Bullet level 2 (2 pt space before)
- Bullet level 3 (as level 2)
- Bullet level 4 (as level 2)

If you have too much text, reduce font size or reduce paragraph spacing instead.

a Do not reduce line spacing! Reducing line spacing can result in crammed text that is difficult to read.
All text should have 1.0 line spacing, except for slide titles and presentation titles.

Note:

1. Footnote one (don’t forget the period after the number) General notes at top, then numbered footnotes (don't forget the period after #);
2. Footnote two Source is at bottom

Source:

© NERA Economic Consulting



Additional table treatments

Standard table

Table heading

Table heading

Format Table X “Insert table” and
v 0K X Cancel an improved
“Format Table” tool
both deliver a
standard NERA

style table.

Fontsize |10 Inside Horizontal lines [m]
Inside Vertical lines [m]

Apply default margins

Rows with Headings i

Columns with Headings |0

Table row heading + First level « First level
— Second level — Second level
- Third level - Third level

Table row heading -+ Firstlevel » First level
— Second level — Second level

Table row heading -+ First level » First level
— Second level — Second level
- Third level - Third level

Table row heading + First level » First level
— Second level — Second level

Banded rows and vertical lines

Super heading 1 Super heading 2
Country 2010 2011 2012 2013 2014
Belgium 87 293 196 604 115
France 604 431 81 296 78
Germany 296 293 107 431 119
Ireland 431 78 74 277 191
Italy 277 81 119 351 387

© NERA Economic Consulting

....................................................... L greeneneeeaen e Structural elements

like table grids are
subtle, using Light

ml sl T B [ Grey lines.
Custom colors

EVE" EEEEN
EEEEES [

Theme colors

Banded rows using a fill of “Table Grey” from the Custom
Colors can make complex tables easier to read. They work
best visually when tables have a consistent row height.

Table Grey fill is also useful as a subtle highlight for
individual rows or columns.

Use vertical lines to delineate “super heading” columns.
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Highlighting options

Subtle, medium or strong effects

Subtle

Table Grey fills

Medium

Light Orange or Light Blue 2 fills

Country 2012 2013 2014
Belgium 196 604 115
France 81 296 78
Germany 107 431 119
Ireland 74 277 191
Italy 119 351 387
Luxembourg 194 645 599
Subtotal 771 2,604 1,489
Others 5,464 546 456
Total 6,235 3,150 1,945

Theme colors

ml =l N W

m III:E_65

Custom colors

© NERA Economic Consulting

Country 2012 2013 2014
Belgium 196 604 115
France 81 296 78
Germany 107 431 119
Ireland 74 277 191
Italy 119 351 387
Luxembourg 194 645 599
Total 771 2,604 1,489
Country 2012 2013 2014
Belgium 196 604 115
France 81 296 78
Germany 107 431 119
Ireland 74 277 191
Italy 119 351 387
Luxembourg 194 645 599
Total 771 2,604 1,489

Strong

NERA Red or NERA Blue bold font;
1.5 ptlines

Country 2012 2013 2014
Belgium 196 604 115
France 81 296 78
Germany 107 431 119
Ireland 74 277 191
Italy 119 351 387
Luxembourg 194 645 599
Subtotal 771 2,604 1,489
Country 2012 2013 2014
Belgium 196 604 115
France 81 296 78
Germany 107 431 119
Ireland 74 277 191
Italy 119 351 387
Luxembourg 194 645 599
Subtotal 771 2,604 1,489
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Highlighting options
Effects are particularly useful for large/complex tables. Use consistently
within a given presentation where appropriate for content type

Income Statementin € MM 2013 2012 2011 2010 2009 Income Statementin € MM 2013 2012 2011 2010 2009
Net interestincome 14,834 15,975 17,445 15,583 12,459 Net interestincome 14,834 15,975 17,445 15,583 12,459
Provision for credit losses 2,065 1,721 1,839 1,274 2,630 Provision for credit losses 2,065 1,721 1,839 1,274 2,630
Commissions and fee income 12,308 11,809 11,878 10,669 8,911 Commissions and fee income 12,308 11,809 11,878 10,669 8,911
Net gains on fi ial Net gains (I ) on
At fair value through profit or loss 3,817 5,608 2,724 3,354 7,109 At fair value through profit or loss 3,817 5,608 2,724 3,354 7,109
Other noninterestincome (loss) 956 344 1,181 (1,039) (527) Other noninterestincome (loss) 956 344 1,181 (1,039) (527)
Total noninterestincome 17,082 17,761 15,783 12,984 15,493 Total noninterestincome 17,082 17,761 15,783 12,984 15,493
Compensation and benefits 12,329 13,490 13,135 12,671 11,310 Compensation and benefits 12,329 13,490 13,135 12,671 11,310
General and administrative expenses 15,126 15,017 12,657 10,133 8,402 General and administrative expenses 15,126 15,017 12,657 10,133 8,402
Policyholder benefits and claims 460 414 207 485 542 Policyholder benefits and claims 460 414 207 485 542
Impairment of intangible assets 79 1,886 0 29 (134) Impairment of intangible assets 79 1,886 0 29 (134)
Restructuring activities 399 394 0 0 0 Restructuring activities 399 394 0 0 0
Total noninterest expenses 28,394 31,201 25,999 23,318 20,120 Total noninterest expenses 28,394 31,201 25,999 23,318 20,120
Income before income taxes 1,456 814 5,390 3,975 5,202 Income before income taxes 1,456 814 5,390 3,975 5,202
Income tax expense 775 498 1,064 1,645 244 Income tax expense 775 498 1,064 1,645 244
Net income 681 316 4,326 2,330 4,958 Net income 681 316 4,326 2,330 4,958
Net income (loss) attributable to noncontrolling interests 15 53 194 20 (15) Net income (loss) attributable to noncontrolling interests 15 53 194 20 (15)
Net income attributable to Deutsche Bank shareholders 666 263 4,132 2,310 4,973 Net income attributable to Deutsche Bank shareholders 666 263 4,132 2,310 4,973
Income Statement in € MM 2013 2012 2011 2010 2009 Dec 31, 2013 Dec 31, 2012
Net interest income 14,834 15,975 17,445 15,583 12,459 in € Germany UK us Other Total | Germany UK us Other  Total

Cash and cash equivalents 133 134 40 59 366 57 61 4 65 227
Provision for credit losses 2,065 1,721 1,839 1,274 2,630

Equity instruments 138 486 84 259 967 532 409 86 166 1,193
Commissions and fee income 12,308 11,809 11,878 10,669 8,911 Investment-grade bonds
Net gains on fi ial Government 3,886 1,201 312 227 5,626 1,933 1,146 337 251 3,667
At fair value through profit or loss 3,817 5,608 2,724 3,354 7,109 Non-government bonds 5,118 1,513 333 247 7,211 4815 2,005 353 211 7444
Other noninterestincome (loss) 956 344 1,181 (1,039) (527) Nor-investment-grade bonds

Government 103 0 0 1 104 143 109 8 4 264
Total noninterestincome 17,082 17,761 15,783 12,984 15,493

Non-government bonds 135 45 4 22 206 394 13 6 28 441
Compensation and benefits 12,329 13,490 13,135 12,671 11,310 Structured products 20 531 40 22 613 5 212 68 21 306
General and administrative expenses 15,126 15,017 12,657 10,133 8,402 Insurance 0 0 0 a1 41 0 0 0 40 40
Policyholder benefits and claims 460 414 207 485 542 Alternatives

Real estat 59 95 0 30 184 40 93 0 30 163
Impairment of intangible assets 79 1,886 0 29 (134) el ostate

- — Commodities 25 0 0 2 27 55 0 0 6 61

Restructuring activities 399 394 0 0 0 Ficin Gy 50 1 0 0 51 4 0 0 0 40
Total noninterest expenses 28,394 31,201 25,999 23,318 20,120 Other 40 0 0 3 43 63 0 0 21 84
Income before income taxes 1,456 814 5,390 3,975 5,202 Derivatives (Market Value)
Income tax expense 775 498 1,064 1,645 244 Interest rate (267) 62 43 7 (155) (48) (44) 47 2 (19)

Credit 36 0 0 0 36 (116) 0 0 ) 17
Net income 681 316 4,326 2,330 4,958

Inflation (349) 29 0 0 (320) (222) (24) 0 (14) (260)
Net income (loss) attributable to noncontrolling interests 15 53 194 20 (15) Foreign exchange 18 2 0 1 21 38 0 0 1 39
Net income attributable to Deutsche Bank shareholders 666 263 4,132 2,310 4973 Other 3) 0 0 0 3) 3 0 0 17 20

Total fair value of plan assets 9,142 4,009 856 921 15,018 7,141 3,980 949 932 13,602
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Anatomy of a table slide

Heading and subheading

Brand and marketing strategy

* Arial Bold (heading) and
Arial Regular (subheading)

®Table title

Optional subtitle :

: Logos and
: photos are

§Text and
:bullets are

................................ Super headings

are bottom and
center aligned

:left aligned :left aligned Parameter Change for
+ NERA Dark Blue Option : Sample brand  : Advantages Rate Minimum Maximum yourcompany | Heading rows are
m = -E] EEE Use the current g I+ Consoldated into ona brand 10i5%: $1,0008 $2500: I bottom aligned
onty + Recognzed m cora chant sagments . : . .
. for the company .
~ Increasing name vale Lo : H
Usebrand A @ i+ High-end boutique brand PHY $5,000} $1003000} S N Non-heading rows
:::l‘l::“ . +  Brand A association made Do : P ‘ are top aligned
- Strong signal 1o brand B chents :
Borders Combine brand i+ Combines both names 3333%; §750 §75300: ‘ J
L :o;‘:taor.::i @ 3+ Strong signal to brand B chants and H: : P
+ Light Grey ¢ workforce
* 0.75pt New brand = Fresh; signaks a new stant 100% 5500§ ssoioooé ’
H RS - : - \
* No top border H :
m =] 1 B O : :
7HEE~Errnr.~r:f~r.-:nEg 4
For numbers, the column Harveys, arrows, check marks, and
. heading is center aligned, : other symbols are center aligned,
Tip: Subheading formatting is built into second level: and the numbers are decimal : including the column heading
. . . . . . aligned so that they appear
demote to ensure formatting is preserved if slide is reset. i centered to the heading
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Standard table

Heading 12 pt

Subheading 12 pt

Use the Format Table tool to «««sseeee- :

add vertical lines to separate

super headings as necessary

No top border for column
header rows. Apply top border
if no column header row

Super heading A Super heading B
Column heading Column heading Column heading Column heading Column heading Borders
Row « Bullet 1 Table text Table text Table text « Bullet 1 * Light Grey
heading — Bullet 2 — Bullet 2 . 0.75pt
- Bullet 3 - Bullet 3 « No top border
- Bullet4 - Bullet4 OECEE .@
Row e Bullet 1 Table text Table text Table text e Bullet 1
heading — Bullet 2 — Bullet 2
- Bullet 3 - Bullet 3
- Bullet4 - Bullet4
Row * Bullet 1 Table text Table text Table text * Bullet 1
headin — _
g Bullet 2 Bullet 2 Paragraph spacing for table bullets
- Bullet 3 - Bullet 3 15 lovel. 6 of bef
- Bullet 4 - Bullet 4 evel b prhetore
» All other levels: 2 pt before
* Bullet 1 * Bullet 1
— Bullet 2 — Bullet 2
Row * Bullet 1 Table text Table text Table text * Bullet 1
heading
Theme colors -
L o o Highlights
Highlight 1 Highlight 2 Highlight 3 ml In .E] [ ]| D . Subtle: Table Grey fil
Custom colors E]
| Il | B [ § | * Medium: Light Orange or Light Blue 2 fills
Highlight 2 Highlight 3
EEEEEe ] . Strong: NERA Red or NERA Blue bold font/1.5 pt lines

© NERA Economic Consulting
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Highlighting options

Highlighting options for charts
Use a rounded rectangle with 2.25 pt solid or dotted Light Grey outline

Style 1: Solid outline

Rounded rectangle border

Style 2: Dotted outline

Style 3: 1 or 2 plus Table Grey fill

Filled rectangle

\Ja N e TTTTMNe
+ Light Grey 2.25pt line 43 44 43 a4
(reduce to 1.5 line for smaller
objects) 35 35
3
* Solid or round dotted line " 26 » 25
— Use consistent format 2 2 . 2 2 T8
throughout deck
* Insert from Tools > Shapes >
Shapes drop down >
Highlight ; :
Sampk name Sampk Nama Sampk ame Sampk . Nama Samgle nama Samele Name
loday oday wday'e
mf =] | BN O ‘ ‘ e
T SO —
For smaller and/or mukiple objects Two tools in the Shapes group on
Raduce the Line Weight to 1.5t e Tools 1ab deliver round cotted lnes
The Apply Highight button Tip: The “Set

© NERA Economic Conafing

apples the standard dotted

> v The highight ouine to selected shape(s) apply corner radius

N mmee | SSlCtion i the 5 Em® of first selected "

® w Shapes dropdown RO B LR
ot rectangle to all =

% inserts a rounded Sha
, ., rectangle wih -
% grey dotied outine

Cormers" tool will

others selected.

# R

26
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» For more emphasis use
Light Grey 2 fill

Theme colors

m sl | B [

Custom colors

ErEY EEEEN
ErEEEEEn ]
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Use of NERA Dark Blue

NERA Dark Blue as an accen%

» Use sparingly when a bright
highlight is needed

mf w0 B T

NERA Dark Blue can be used when small elements need highlighting or
when extra blues can describe a range

Timeline events

OJmCmam mmn

Map locations
Darets
p
§ Co
Alics Springs
-
Y tare
e
Pan @ .
® ey
-
Alelmie Carcaca
® Lagenan
® Legesal Nabourre
® Legere?
& Lagerss ® e
Iimportant elements
Tew ‘ ‘ Tert ’» Tes ‘ Tear
v

e Tt

Text > Tet
ne Mo
o ->’

L.

A

Range fills

Chart trend/median lines

2 Avg

Twwgry!  Cawgoyl Cewgoyl  Catwgrré

NERA Dark Blue is not for basic
chart fills or large area fills.

© NERA Economic Consulting

NERA Dark Blue is
usually reserved for
the Slide Title text,
but can be used for
highlighting small
elements or when
extra blues are
needed in a range.
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Ghost: Arial Regular 12 pt, Light Grey :

Shape standards

Lines

m mf | BCC T
» Lines 0.75 pt, NERA Grey

A ghost is an optional section/subsection header
spanning multiple slides. Use Ghost tool

For emphasis or |

weight. Use solid
or round dotted

line (with round

grouping use
2.25or 1.5 pt ( .... \ ...... ﬁ‘—‘ ..........
-+ :

cap type and join

type. These are |

available in the
Shapes group on
the Tools ribbon.
Use consistently
throughout
presentation

mf = | BN O

« Emphasis lines 2.25 or 1.5 pt, Light Grey

© NERA Economic Consulting

Use elbow
connectors
(no diagonal)

Put label lower down if top area is already
occupied by another label or navigational element

Brackets, carrots, number circles,
Harvey balls

m sl | BT

« Fills and lines NERA Grey
» Lines 0.75 pt

00
00 > >
00

Center text

to carrot
Don’t add carrots/braces/brackets
unless necessary to indicate flow,

and use them consistently across
similarly structured slides

OBDI®

Draft

v
lllustrative

Labels

m sl 1 B

» Font and lines Light Grey
* Lines 0.75 pt

Prelimi Insert via Tools, Layout,
reliminary Labels: Aligned right with Title

placeholder and centered
between title and top of slide

Draft

Backup

Illustrative

Example

Disguised client example

Working estimates

Preliminary hypothesis
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Dividers

Use solid AutoShape lines to separate groups of text where

to clarify structure as needed

Stacked column and 100% stacked column charts
Two headings layout

R L R A L DA LA DAL LA S I LT IR DAL LRI IR L

Comments

250 CAGR  CAGR

+ Lorem ipsum dolor sit
'02-'08  '09-"12

amet. consectetuer
adipiscing elit.
Maecenas porttitor
congue massa. Fusce
posuere, magna sed
pulvinar ultricies, purus
lectus malesuada

libero, sit amet
. 0% 0% commodo magna eros

quis urna.
- o o
40

200
150

100

50

50
[ '

Category 1 Cat

» Nunc viverra imperdiet
a5
35 0% 0%

enim. Fusce est.
- o o

Vivamus a tellus.
Category 4

Pellentesque habitant
morbi tristique
senectus et netus et
malesuada fames ac
turpis egestas. Proin
pharetra nonummy

...............-.Wﬁl......Sewz......:W\ﬁ;}......'.wav.......................r?f'.vfeqs.f‘ﬁrf';......

€

1y 2 Category 3
Axis title

Don’t add dividers unless necessary,
and use them consistently across
similarly structured slides

m mf | BCC T
Dividers are 0.75 pt, Dark Grey (like all standard lines)
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Generally,
dividers should
line up with the

top and bottom
of the tallest

object

space is tight,

or

Bullet text

Heading 12 pt
Subheading 12 pt

Heading 12 pt
Subheading 12 pt

Heading 12 pt
Subheading 12 pt

©NERAEconomi C

12 pt bullet text

12 pt bullet text

* First level « First level
- Second level - Second level
- Third level - Third level
- Fourth level - Fourth level
- Fifth level - Fifth level

12 pt bullet text 12 pt bullet text

12 pt bullet text

* First level
- Second level
- Third level
- Fourth level
- Fifth level

12 pt bullet text

 First level
- Second level
- Third level
- Fourth level
- Fifth level

Dividers never cross one another;
space them evenly using
Home > Drawing > Arrange > Align
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Textboxes and org charts

Foreground highlight option Background highlight option

1st level 1st level
I | I I
2nd Jevel 2nd |evel Highlight 2nd |evel 2nd |evel Highlight
3 level 31 level Deemphasize 3 level 3 level
4t level’ 4t level’
4t level 4t level
4t level 4t level
Highlight 1 Highlight 3 Deemphasize Highlight 1 Highlight 2 Highlight 3 Highlight 4
Theme colors Theme colors
DOm0 mEs mE ml [nl (TN T
Custom colors Custom colors
[ | FETEN FETEE
EEEEN EEEEN
1. To attach connectors off-center, use a hidden textbox with no border or fill
62
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Big number navigation
Our optional alternative to chevrons

Big number

Charting options

Use Title Only or Heading layouts

 Arial Bold
+ Light Grey

* Use judgement to set font size
proportionally larger than body text

m sl 1 B O

Body text

-1

Copylpaste Company
Sample Charts

« Gopy in chart or whole skde from
Comgarty Chart samgles

« Copy data from Exced, then sekect
chartin PPT, and open Edk Data from
the Chart Tooks, Design tab. Paste
data into datasheet, then reset
selection area with Select Data cortrol
(nest 10 Edit Data). and adust
rows/columes if necessary

* Arial Regular
» Black

« Standard text size for slide layout

mOsl | B [

© NERA Economic Consulting

P Adjust formatting 8s necessary

This results in & Bve, editable
chart which only has relevant,
abschute data

©NERAEconomic Conasfing

2

Copy/paste chart from Excel

= Cogy chart from Excel nto
PowerPorrt, using ‘Use Destination
Theme & Embed Workbook™, this wil
embed the entire Excel workbook
o chart
- Risk of shanng confidentidl
rformation left elsewhere in
data sheet
- Risk of diMcubies with dta ¢
formulas are involved
— Data can be dfficult 10 locate and
edk in 8 hurmy for other users
unfamikar with onginal datasheet
- creased fie size

This results in a live, editable chart
that carries entire spreadshest

3

Format Charts tool

« Insert any Excel chart on the shide

= Use the "Format Charts™ todd to
apply Oltver Wyman style 10 basic
chan types
~ Usefud for formatting charts with
mare than four senes as these are
ot automaticaly formatied

MNote: Formatting is retained # you

made wil revert € the Format Charts
tool is reapphed

This results in a live, editable chart
The data is not affected by this 100l,
50 will remain however it was
imported with the chart

4

Use a table as the navigation shell
for easy alignment and editing

Heading

Create as @

* I cases where we donY have the Ive
4818 & drawing can be crested with
autoshapes, on the understanding that
this is labelled 85 estimated

* I cazes where we need the data to be
protected we can copy and paste the
chart &5 an image

Creating &% a drawing results in &
chart with no Bve data, but which can
be reformattediresized as required If
pasted as an image, this cannot be
altered and there is no live data

10

« Arial Bold, same font
size as text

* NERA Blue
mf =] O T

Optional conclusion text

Dividers
 Light Grey
+ 0.75pt

mf Im] | BN O

< Arial Bold, same font size
as text

* NERA Blue
mf =] O T
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Chevrons

Chevrons are for inserting heading text only; keep the copy short and concise

Foreground highlight option

1 Heading 2 Heading

3 Highlight 4 Highlight
1 2

Highlight
3

Theme colors

mOsl | BCTIE

For regular “big number” chevrons:
Border = NERA Grey

Number = Light Grey

Text = Black

Background highlight option

Theme colors

m =] O 0

Custom colors

EMeoms EEEER

Highlighted “big number” chevrons have the
same color for border, number, and text

Highlight

Heading 1

Highlight Highlight
2 3

Highlight
4

Theme colors

=] =] (0 (T

Custom colors

Eoms EmEEE
B EEEEN

© NERA Economic Consulting

Vertical with big
number option

I Text

Highlight

2
3.
4

\/
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Ghost: Insert or reformat via Ghost button in Layout group, Tools tab ‘ 1 ‘ 2 ‘ 3 ‘ 4 ‘ 5 ‘ 6 ‘ 7 ‘ 8 ‘

@ Navigation examples
For slide title navigation use “circle” from Shapes drop down in Tools tab;
slide title will self-adjust as circle is inserted

1/23/4]5/8|7]8|

2[3]4]5]e]7]s 11606000000,
2[3]4]5]e[7]s 006000000,
0000000

2[3]4]5]e]7][s 02@0EE@®
2[3]4]5]e]7][s 00006000
0000000

ED2)3)4)5)6)7)8)
1)2)3)4)5)6)7)8)
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“Big pause” slides

Big quote
Isolate an important quote

No slide title

‘
14

Big quote to be placed here.
® A big, bold page will create a pause for
your clients to digest information.

Person’s name, position

Quote credit

m =l 1 B O

Big quote text
mf =] O [T

Big quotation marks

m =l I B O

© NERA Economic Consulting

Big punctuation
Raise a key question (with a “?”) or
make a powerful statement (with a “1”)

No slide title

‘

Is your story
good enough
to gut through
the|clutter? .

T.

Big punctuation

m = O [

Text (use Light Grey if
NERA Grey looks too heavy)

mf |m] | BT

Highlighted text
m =] ON [ |

Big number
Call attention to a staggering statistic

No slide title

‘

Y47

of teens view their cell phone
as the key to their social life

T

Text

m =] I B O

Big number

mf =] O [T
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Anatomy of a chart slide

Heading and subheading

* Arial Bold (heading) and
Arial Regular (subheading)

* NERA Blue
mf =] O [T

Y-axis title and subtitle

« Arial Bold (title) and
Arial Regular (subtitle)

» Black
* Rotated 90°
* Left aligned to chart title

» Vertically centered to Y-axis

mOsf | B [T

fCIustered column chart
Heading layout; for series 7-16 use the Custom Colors in the order they
appear in the palette

i-(eading 12 pt
Subheading 12 pt

Axis lines

X-axis title and subtitle

« Arial Bold (title) and
Arial Regular (subtitle)

* Black

» Centered to X-axis

mOs] T [T

© NERA Economic Consulting

F
: 253 257 2.1 257
P25
o2
Ej 15
HRT)
5
0 [ 4
Category 1 Catagory 2
o Axis title
wSenes 1 Senes 2 ® Series 3 » Series 4 wSenes 5 Senes 6 w Series 7 Series 8
= Senas 9 Senas 10 Saries 11 = Sarnes 12 m Senas 13 = Senas 14 = Sanes 15 = Sarnies 16
®
%HE:-E:rnr.“(.’:‘rﬁll'Frj 3
: Left align here (exception: pie/doughnut charts) Legend
« Stretched to full width of chart
» Ensure all series are showing

* NERA Grey
* 0.75pt

* No tick marks

m sl | BT
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Abbreviations, capitalizations and contractions (1/6)

Abbreviations and
Acronyms

© NERA Economic Consulting

Correct example

The US Securities and Exchange
Commission (SEC) is scrutinizing
environmental liabilities. The SEC is
also considering new rules for
environmental reporting.

The client was interested in changes to
directors and officers (D&O) liability
insurance coverage. Later, it increased
D&O limits.

PhD in economics, Massachusetts
Institute of Technology

BA in economics and mathematics,
summa cum laude, Colgate University
PhD in economics, Texas A&M
University

JD, with honors, University of Houston
Law Center

BS in economics, Texas A&M
University

BCA, with honours, in money and
finance, first class, Victoria University
of Wellington

Notes

General Rules

Our industry and company regularly use certain abbreviations and acronyms. In

general, the rule to follow for acronyms is to:

» Spell out the full name on first reference

+ Follow with the acronym inside parentheses. It is not necessary to put the acronym
inside quotation marks UNLESS it is not a formal acronym

» Use the acronym on second and most subsequent references

An exception occurs when the second reference is in the same sentence, as follows:

The Department of Transportation is investigating lethal highway accidents and
comparing them to DOT benchmarks.

Certain terms like EU, US, M&A, IP, CEO, CFO, and FBI are widely used and need not
be defined. However, when in doubt about defining terms, consider the likely knowledge
of the audience and err on the side of defining the term.

Academic Degrees and Designations

It is acceptable to use abbreviations on first reference for common academic degrees,
such as BA, BS, MA, MS, MBA, JD, and PhD. NERA does not use periods in academic
degrees and in designations. See Bios in the Appendix for additional guidance.

Spell out less common degrees on first reference, followed by the abbreviation in
parentheses. If in doubt, spell it out. When academic degrees are referred to in general
terms (doctorate, bachelor’s degree), they are not capitalized.

Latin honors such as cum laude are always italicized. Also, if education is listed, as
below, there is no need to repeat the same information in narrative text. Additional
information related to an expert’s education (e.g., awards received while in school) may
be included within the bio narrative.
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Abbreviations, capitalizations and contractions (2/6)

Abbreviations and
Acronyms

© NERA Economic Consulting

Correct example

Insurance policies (e.g., directors and
officers liability insurance, builders risk
insurance)

Joe Smith Jr.
Joe Smith Il

Americans with Disabilities Act (ADA)
Comprehensive Response,
Compensation and Liability Act of 1980
(CERCLA) Occupational Safety and
Health Act (OSHA)

Employers need to pay close attention
to the Americans with Disabilities Act.
The act has many components.

Notes

Business and Financial Terms

The following are some of the common abbreviations acceptable on second reference:

» ABS (asset-backed security)

* ARS (auction-rate securities)

* CDO (collateralized debt obligation)

* CFTC (Commodity Futures Trading Commission)
* CRM (customer-relationship management)

« D&O (directors and officers)

» EPA (US Environmental Protection Agency)

* FCC (Federal Communications Commission)

* FERC (Federal Energy Regulatory Commission)
* FTC (US Federal Trade Commission)

+ SEC (US Securities and Exchange Commission)

E.g., l.e., and Etc.
Use commas after “e.g.” and “i.e.” and do not use “etc.” with them.

Junior, Senior, etc.
Abbreviate Jr. and Sr. only with full names of persons. Do not precede with commas.

Laws
After the first reference, refer to laws by their acronyms. There is no need to capitalize
“act” or “law” in subsequent references unless it is part of the name of the law or act.

Laws may also be abbreviated in the second usage if it is clear which law is being
referenced.
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Abbreviations, capitalizations and contractions (3/6)

Abbreviations and
Acronyms

Capitalization

© NERA Economic Consulting

Correct example

» There were two projects discussed: the
intranet and the extranet.

+ John had a good reason to set up the
meeting: The client had asked him to
submit a new proposal.

* Mary had only one alternative: She had
to shut down the project.

Notes

Social Security
Always capitalize “Social Security” when referring to the US system. But lowercase in
such instances as: “Does Sweden have a social security system?”

US States

NERA spells out all US state names without exception—no zip/postal codes or other
abbreviations. The reason: NERA is a global company, and someone in Sofia or
Oranjestad may not know that IA is lowa or that Neb. is Nebraska.

United Kingdom
“United Kingdom” can be abbreviated to “UK” when used as an adjective or as a noun,
but only on the second reference. NERA does not use periods in “UK”.

United States
“United States” can be abbreviated to “US” when used as an adjective or as a noun. Do
not use periods for “US”.

One of the most common problems in business writing is the misuse and overuse of
capital letters. Some people believe they convey deeper meaning or emphasis by
capitalizing words such as “Client” or “Analysis.” This is almost always not the case.

After a Colon
Only use initial caps following a colon if what follows is one or more complete
sentences.

Board/Board of Directors
Do not capitalize the words “board” and “board of directors” unless they are part of a
formal name. For example, NERA’s Board of Directors.
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Abbreviations, capitalizations and contractions (4/6)

Capitalization

© NERA Economic Consulting

Correct example

Four of the most important questions are:

* Why should you do it?

* What are the problems?

* How should you do it?

* When are the problems so substantial
that you should just walk away?

Mistakes in businesses’ crisis plans

include:

« afailure to exercise the plan;

+ lack of communication with employees;
and

* unclear lines of authority.

+ The ABC Company has opened a new
location.

+ We need to contact the company to get
information about its new location.

* The US Supreme Court
+ The New York State Attorney General
office

Notes

Bulleted Lists

Bullets can help readers navigate through copy and quickly find key elements. Much of
the actual style of the bullet (round, square, dash, etc.) will be dictated by design
considerations.

Bullets in Regular Copy

“Regular” copy here refers to white papers, AAGs, brochures, and so on. Begin bulleted
list elements in such copy with a capital letter only if they are complete sentences—and
be sure to end each item with the appropriate mark—period, question mark, or
exclamation point. Use a colon or a question mark, whichever is appropriate, at the end
of the sentence prior to the bulleted list.

For bulleted lists that complete a sentence, use a colon at the end of the sentence prior
to the bulleted list. Begin bulleted list elements in lowercase. Use semicolons at the end
of each bulleted item except the next-to-last bulleted item, where you should use a
semicolon followed by a conjunction, such as “and” or “or.”

Company/Corporation/Firm/Firmwide

When used alone, “company,” “corporation,” and “firm” should be lowercase. Only
capitalize when it is part of the name of a company, corporation, or firm, or if it is formal
shorthand in case or project experiences (“the Company”). Use “firmwide” rather than
“firm-wide.”

Court, Defendant, Plaintiff, Defendant, Federal, and State

Unless you are using the proper name of the court, do not capitalize “court.”
Avoid capitalizing “plaintiff’ and “defendant.”

Avoid capitalizing words like federal and state when not using the proper name.
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Abbreviations, capitalizations and contractions (5/6)

Correct example

Capitalization - Method or Madness: Insights from
Germany’s Record-Breaking Offshore Wind
Auction
» Damages in International Arbitration: Getting
the Most out of Your Expert
» A New Administration Is Driving the Agenda
Celebrating 50 Years of Service
» Damage Estimation in Wrongful Termination
Cases
Preparing for the Next Wave of Asbestos
Lawsuits

High Debt, Low Information: A Survey of
Student Loan Borrowers

* NERA Testimony on “The American Energy
Initiative—A Focus on What EPA’s Utility
MACT Rule Will Cost US Consumers”

* Up-to-Date
English-Speaking
* Mid-September
Self-Confidence
* Long-Term

© NERA Economic Consulting

Notes

Headlines and Titles of Articles, Publications, and Events

Always capitalize the first word in a headline or title in papers, articles, and collateral, as
well as in event names. Then, capitalize all words except articles and prepositions of
five or more letters in titles, subtitles, and headlines. Note that the word “to” should not
be capitalized when used as part of a verb. Note also that any two-letter word that is not
an article or preposition, such as “is,” should always be capitalized.

When a third party uses different capitalization than NERA in the title of articles and in
the names of events in which NERA experts are participating, change the capitalization
to NERA style in newsletters like The NERA Weekly, for consistency within the
newsletter.

Always capitalize the first letter of the first word following a colon or an emdash (that’s
the long dash “—") in a composition title or a headline.

Style tip: Use “firm” sparingly and not, for example, as a general reference to NERA. A
business partnership such a legal practice is a “firm.” Do not use it when referring to an
incorporated business—use “company,” “corporation,” or “organization” instead.

Capitalize all of the elements of hyphenated words except articles, short prepositions,
and short conjunctions.

Keep in mind: “Up” generally should be lowercase if used as a preposition in a
composition title (i.e., “Moving up the Corporate Ladder”). However: “Moving Up and
Down the Corporate Ladder” (because “down” has four letters and is, therefore,
capitalized, capitalize “up” to be consistent).

Laws/Legal Terms (see also Laws section above)

Capitalize the names of laws following the capitalization and punctuation in the formal
title of the law, such as:

+ Horizontal Merger Guidelines;

« Family and Medical Leave Act (FMLA); and

« Employee Retirement Income Security Act (ERISA).
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Abbreviations, capitalizations and contractions (6/6)

Capitalization

Contractions

© NERA Economic Consulting

Correct example

* NERA’s Antitrust and Competition
Practice

* NERA’s Energy, Environment,
Communications & Infrastructure
(EECI) Practice

Notes

NERA Practices Areas

Capitalize the formal names of our groups and practices.

Do not capitalize any term that is not part of the official list of practice names in the
appendix (“Energy Group,” “Global Intellectual Property Practice,” etc.). Do not convert
“and” to ampersands or ampersands to “and” when referring to the NERA practices
listed. Use “Practices” when listing multiple NERA practices. When referring to a

practice, we follow the convention of calling it “NERA’sS” instead of “the NERA...”

Proper Names vs. Functional Descriptions

Be careful not to confuse functional areas or descriptive terms with practices and
groups. For instance, if someone says, “We need to make sure that the property and
casualty teams work together,” you would not capitalize “property” and “casualty.”

Avoid using contractions whenever possible. Write out entire words.
* Incorrect: John wasn’t a vice president.
» Correct: John was not a vice president.
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Date and time

Correct example

Date and Time .

© NERA Economic Consulting

The project was completed on

14 January 2012.

1 April was the filing date.

March 2011 saw a significant number
of new projects.

11:00 am
1:30 pm

19.30
8.15

19h00
7h00

20:00
9:30

Notes

NERA spells out the names of months in all dates. We also use the international format
for dates (Day Month Year), as we are an international firm. Writing out the month
avoids any ambiguity that may arise in the first 12 days of a month (such as 03 02 03).

Punctuation of dates: If a sentence has only the month and year, no commas are
needed.

Expressions of time should be formatted with am/pm in lowercase (without periods), and
include a space between the number and meridian expression. We use this format for
all materials, except for those related to events.

Event times should be listed as below:

Time format (Global, with exceptions below)
Use pm/am (without periods) and include a space between the number and am/pm.

Time format (UK)
Use military time and a period in between the hour and minute (no space).

Time format (France)
Use military time and write “h” in between the hour and minute (no space).

Time format (Europe, except France and UK)
Use military time and include a colon in between the hour and minute.

74



Currency, numbers and percentages (1/3)

Currency

Numbers
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Correct example
$2 billion

* The project was worth US$630 million.
(Note: Spell out “million,” “billion,” and
so on; do not write “US630M”).

* The dollar amount of the purchase was
not revealed.

 Figure 3 (not Figure Three)

* The earthquake destroyed two
buildings containing five servers,
11 computer stations, and one data
center.

70 1/2 years; 3.5%
5,000; 10,250

+ +1617 621 0444
» +44 20 7659 8802

Notes

When listing monetary values, always use numerals and the currency symbol:
Do not use thousands in combination with millions, billions, etc.

All forms of currency should be lowercase. When written as a word, “dollar” is not
capitalized, nor is “euro.” The dollar sign “$” is used with figures to identify US dollar
amounts. The plural of euro is “euro.”

If there is any possibility of confusion, NERA'’s style for content that will be distributed
internationally is to use “US$” for US dollars, A$ for Australian dollars, and C$ for
Canadian dollars.

In general, NERA follows the AP Stylebook guidelines for numbers and numerals—
words for numbers one through nine; use numerals for 10 and up. It is ok to mix styles
in a single sentence or paragraph. In situations involving statistics, ratios, and
percentiles/percentages, it is acceptable to use numerals for all numbers. Use digits for
all numbers appearing in charts and tables.

Use digits for all numbers incorporating fractions or decimals.

State all numbers in the thousands as digits. Include a comma (American style).

Phone Numbers

NERA uses a specific international format for phone numbers. Start with a plus symbol
before the country code, without a space between them. Then separate the standard
groupings—country code, area/city code, exchange, and individual number—using
spaces, not parentheses, slashes, or dashes. Always include the country code, even if
the intended audience is local.
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Currency, numbers and percentages (2/3)

Numbers

Percent/
Percentage and
Use of % Symbol
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Correct example

The property had been valued at

$5 million.

The total insured value was $87 billion.
The claim was for $650,000.

(NOT $650K)

On that day, 40% of the members
attended the meeting.

Three percent of attendees went to the
meeting.

Of the 1,000 respondents, 65% said
they were in compliance with the rule,
20% said they were not in compliance,
and 15% said they were not sure.
More broadly, 2010 was characterized
by a 33% increase in mean settlement.
The annual likelihood of a suit has
risen 23% since 1995, from 1.6% to
2.0%.The percentage [not “percent’] of
on-time renewals declined this year.

Notes

Thousand, Million, and Billion
Do not abbreviate “thousand” as “K” or “k,” million as “M” or “m,” or billion as “Bn” or
“bn"— spell them out.

See the Chicago Manual for special situations: money, ratios, years, etc.

Always use numerals when expressing percentages unless the amount is placed at the
beginning of a sentence (avoid this when possible).

Use the symbol “%” in all instances where numerals are used. If a percentage appears
at the beginning of the sentence, spell out the number and use “percent.” No space
should appear between the numeral and the % symbol.
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Currency, numbers and percentages (3/3)

Correct example

Percent/ * There was a 6 percent increase in
Percentage and rates. (Make sure it is an increase in
Use of % Symbol percent, and not an increase in

percentage points.)

* Rates decreased 6 percentage points.

(This means that the rate was, for
example, 20 percent, but is now 14
percent.)

+ Rates decreased by 6 percent. (This
means that the rate was, for example,
$100 per unit, but is now $94.)
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Notes

Increases/decreases

Be careful about decreases expressed in percentages:

X “The currency lost 300 percent of its value in the past year.” (Keep in mind that if
something decreases by 100 percent, it is gone.)

X “Contributions to the charity fell fivefold.” (Amounts can be five times as large, but not
five times as small. If the old number was 500 and the new number is 100, the old
number was five times as big, but the new number is not five times lower. It is, in
fact, 80 percent lower.)
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Punctuation marks (1/7)

Periods

Apostrophes

Bullets

Commas
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Correct example

» The last hard insurance market was in
the 1980s.

» The regulation applies to financial
institutions (FIs).

« It was the risk manager’s decision.
» The risk managers’ forum was first on
the agenda.

* The companies’ assets
* The boss’ idea

+ Joe Smith, the team leader, began the
presentation.

» The client, a large pharmaceutical firm,
demanded the account review.

The trustees, as well as the creditors,
approved the refinancing terms.

The refinancing terms have been
approved by the trustees as well as the
creditors.

Notes
Use only one space following a period and before the first letter of the next sentence.

Possessive Nouns

Do not use apostrophes with possessive nouns that describe a type of insurance (e.g.,
directors and officers liability insurance, builders risk insurance). The exception is
“‘workers’ compensation.”

Plurals
Do not use an apostrophe to make a plural.

Possessives
Using an apostrophe to make a possessive is pretty straightforward: Always add “’s ” at

the end of the word, unless the word ends in “s.” In that case, add the apostrophe after

the “s”™—“s’.
Consult the Chicago Manual for an in-depth look at possessive rules.

The Chicago Manual includes an excellent section on punctuation.

G 9 “an

Tip: If a word ends in “s,” do not add an extra “s” after the apostrophe.

Appositives

“Apposition” is a construction in which a noun or noun phrase immediately follows
another noun or noun phrase in order to add information about it. Use commas to set off
appositives.

As Well/As Well As

When using “as well as” at the end of a sentence to mean “too,” do not use a comma
before the “as.” Commas should be used to set off the phrase that includes “as well as”
when it falls between the subject and the verb. But if the phrase occurs elsewhere in the
sentence, omit the commas if the phrase is closely related to the preceding words.
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Punctuation marks (2/7)

Commas
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Correct example

The team checked the location, and
then made a recommendation.
A communication plan was in place,
but it was not comprehensive.

The insurer was willing to provide
limits, but only on its terms.

NERA, rather than a competitor, won
the job.

He went into the meeting and, without
consulting his notes, gave an excellent
presentation.

After the hurricane, independent
contractors performed the cleanup.

If the company had not purchased the
coverage, it may have gone bankrupt.

There may be a fine if the cleanup is
not done in time.

We were told about a new operation
when we visited the client.

Notes

Coordinating Conjunctions
Use a comma to separate two independent clauses joined by one of the seven
coordinating conjunctions: and, or, nor, but, for, yet, so.

Style Tip: Never put a space before or after an ellipsis.

Style Tip: The “as well as” construction is often overused in business writing, generally

in places where “and” would suffice. If there is no clear reason to make the distinction,

use “and.”

» Wordy: The consultant asked for information about property, casualty, and
environmental claims, as well as D&O claims.

« Better: The consultant asked for information about property, casualty, environmental,
and D&O claims.

Contrasting Expressions
Contrasting expressions should be set off by commas.

Interrupting Expressions
Place a comma before and after an interrupting expression.

Introductory Phrases and Clauses

Always use a comma with introductory phrases. Adverbial phrases and clauses begin
with subordinating conjunctions, such as: after, although, as, as if, as soon, because,
before, if, since, so that, than, though, unless, until, when, while.

Do not, however, use a comma if the phrase comes at the end of the sentence.
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Punctuation marks (3/7)

Commas
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Correct example

Comma: They purchased higher limits,
as their exposures had increased. (The

meaning of “as” is “because.”)
No comma: The tornado hit as the sun

went down. (The meaning of “as” is “at

the same time.”)

At company headquarters, colleagues
work in functional teams.

In the middle of the night, the hurricane

hit the island.

To beat the deadline, they submitted
payment early.

And to meet shareholder expectations,
they will need to ramp up production.
Paul is running the meeting, but
ultimately, it will be John who makes
the decision.

The client, which was in Detroit,
wanted additional coverage.

Jane Jackson, with whom we work
occasionally, brought in the most new
business.

The factory, cut off by the earthquake,
could no longer operate. The client,
hoping he was covered, began the
claims process.

The book, written years ago, is still a
best seller.

Notes

Exceptions: If the phrase at the end of the sentence begins with “as” and the meaning of
“as” is “because,” use a comma before “as.”

Place a comma after introductory prepositional phrases if it will clarify the meaning of
the sentence.

Place a comma after an introductory infinitive phrase. An infinitive phrase begins with
the word “to,” followed by a verb.

Introductory Words

When the introductory words “and,” “but,” and “so” are used, do not follow with a
comma, either at the beginning of a sentence or at the beginning of an independent
clause.

Nonessential Clauses and Phrases
Use commas to set off nonessential adjective clauses. Adjective clauses begin with the
following words: who, whom, whose, which, that.

Use commas to set off nonessential participial phrases. Participial phrases begin with
words that end in “ing,” “ed,” or some irregular verb form. They may start sentences or
occur in the middle of a sentence.
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Punctuation marks (4/7)

Correct example

Commas + He did, however, include that
restriction.
» The policy does not cover, for
example, any damage caused by
terrorism.

» Make sure computers, files, and office
supplies are in storage.

» The resort suffered damage from wind,
lightning, flooding, and storm surge.

In early May, a group of senior
consultants from the Asia-Pacific region
were joined by colleagues from London
for the 2001 conference.

Emdash Economic models—a critical element to
analytical planning—are constantly
evolving.
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Notes

Parenthetical Expressions

Use commas to set off parenthetical expressions such as: “consequently,” “however,”
“‘moreover,” “nevertheless,” “therefore,” “for example,” “by contrast,” and “on the other
hand.”

HTS ” ”

Serial/Oxford Comma
NERA uses the serial/Oxford comma for clarity in lists of three or more items connected
by a single conjunction.

Subject and Predicate
Do not separate the subject and predicate with a comma.

Dashes can be used to denote an abrupt change in thought. Use the longer emdash—
not the shorter endash—without spaces, for parenthetical expressions.

Dashes should be consistent in size and spacing. Make sure they are not hyphens.
Never put a space before or after the dash.
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Punctuation marks (5/7)

Hyphen (-)
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Correct example

a three-year period;

* a know-it-all attitude;

+ a very good time;

+ an easily remembered rule (not “an
easily-remembered rule”).

+ end of the first quarter vs. first-quarter
report

+ a procedure for claims handling vs.
claims-handling procedure.

The dog was well-behaved.

He recovered his health. He re-covered
the leaky roof.

long- and short-term plans
three-, five-, and eight-gallon buckets

Notes

We use hyphens to form compound nouns and adjectives and to help avoid ambiguity.
And yet, the use of hyphens is far from standardized. For one thing, word usage
evolves. Words that were once separate sometimes become hyphenated and may
eventually become one word, such as downstairs, wildlife, email, and cooperate.

Compound Modifiers

When a compound modifier—two or more words that express a single concept—
precedes a noun, use hyphens to link all the words in the compound except the adverb
“very” and all adverbs that end in “ly.”

Style Tip: To insert an emdash, pull down the “Insert” menu on the Microsoft Word tool
bar, select “Symbol,” select “Special Characters,” and select “Emdash”; or hold down
the “Alt” and “Ctrl” keys, then press the “-” key on the number pad.

Style Tip: At NERA, we do not hyphenate well-known industry concepts, such as “risk
management” in phrases like “risk management budget” or “workers’ compensation” in
“‘workers’ compensation program.”

Many combinations hyphenated before a noun are not hyphenated when they occur
after a noun or when they stand alone.

However, when a compound modifier follows a form of the verb “to be,” it should still be
hyphenated.

Compound Words
Use a hyphen whenever ambiguity would result if it were omitted.

Suspending Hyphens

When a series of hyphenated adjectives has a common basic element and this element
is shown only with the last term, insert a suspending hyphen after each of the
incomplete adjectives to indicate a relationship with the last term.
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Punctuation marks (6/7)

Correct example Notes
Hyphen (-) + aless complicated transaction Style Tip: Do not hyphenate comparative and superlative forms of adverb-adjective
+ the most exciting event combinations where the adverbs “more,” “most,” “less,” and “least” are combined with
« the least interesting lecture an adjective.
Quotation Marks Use double quotation marks in direct quotations of speech, titles, and subtitles unless
and Block the quoted material appears within other quoted material.

Quotations When we talk about “return to work,” we  Definitions

mean returning to the workplace aftera  When defining a term in the text, put the word or words in quotation marks.
work- related injury. Style Tip: Longer passages may be quoted by indenting both margins, in which case
neither quotation marks nor italics should be used to identify the quoted material.

The batteries should be changed “every  Use with Other Punctuation

six months or as needed,” the manual Place periods and commas inside (before) quotation marks. Never use quotation marks

says. and italics together. It should be one or the other.

* The next question is, “How can you The emdash, semicolon, question mark, and exclamation point go within quotes only
make your risk manager work harder?” when they apply just to the quoted matter. They go outside quotes when they apply to
(The question mark applies to the the whole sentence.

question insider the quotation marks.)

* What exactly is a “portal”? (The
question mark applies to the entire
sentence.)
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Punctuation marks (7/7)

Correct example

Semicolons + A series of natural catastrophes have

affected insurers: flooding in Australia
and the Midwest United States; a
devastating earthquake in New
Zealand; the earthquake, tsunami, and
resulting nuclear event in Japan; and
tornadoes in the United States.

* NERA offers expertise in the following
areas: antitrust;

+ employment and labor; securities; and

* mass torts.
Slash
Ampersand * The client found the terms and
conditions favorable.
Ellipsis (...) People came from all over—Alabama,

Alaska, Arkansas...Wyoming.
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Notes

Use semicolons within a sentence to clarify the elements of the sentence.

If a bulleted list is part of a sentence, follow standalone bulleted words or phrases (such
as “product recall”) with semicolons until the last bulleted word, which ends with a
period.

See the Chicago Manual for additional information.

A slash may be used in place of the word “and” or the word “or” in certain constructions
such as “MBE/WBE/DBE,” “and/or,” and “broker/dealer.” Do not place a space before or
after the slash.

The ampersand (&) should not be used to substitute for the word “and.” Limit its use to
actual proper names and specific, accepted acronyms such as “D&0O” on second
reference for “directors and officers liability.” There is no need for a sentence such as:

An ellipsis represents missing words or phrases. Ellipses should be used sparingly. As
they indicate you are leaving out content, they can seem like an inside joke or an
attempt to be cute. This can be annoying if used repeatedly.
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Bold vs. italics

Within a large body of text, a piece in italics does not stand out much;
instead, it signifies a context difference only while the text is being read.
By contrast, a single word in boldface attracts the human eye and is
therefore recommended for keywords the reader might be looking for.

Bold Italics
General usage + Always use bold for text emphasis  Titles of published pieces that can stand
— No underlines by themselves, e.g. books, journals,
— No all caps (except where specified on the _r;({:-/wshpapers, magazines, pamphlets, films and
cover slide) shows
* Verbal or written quotes inside quotation marks
* In a chart, to distinguish secondary information
(optional)
Example These rules do not apply to this project. Have you read the New York Times today?
Note * To emphasize text within already bolded text, + Titles of smaller published pieces (such as an
use color article in a magazine) should be written inside
— Use NERA Blue within Black or double quotes instead

NERA Dark Blue bold text
— Use NERA Dark Blue within NERA Blue text

© NERA Economic Consulting
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Rags, widows and orphans

Rags

* A “rag” is the irregular or uneven vertical margin of a text block, usually on
the right margin

A poor rag creates distracting
shapes of white space in the margin.

X v

A good rag goes in and out from
line to line in minimal increments.

/
/
/
/
/
|
I

1
I

Widows and orphans

+ A “widow” is a very short line — usually one word or part of a hyphenated
word — at the end of a paragraph or column

+ An “orphan” is just like a widow, except it appears at the beginning of a
column or a page (orphans are more of a concern in Word and InDesign
documents, not in PowerPoint presentations)
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Fixing widows and poor rags

* Our goals

— Balance the rag so that the text block appears clean
and even

— If two or more words read as one (e.g. proper nouns), try to
keep them on the same line by using non-breaking space
(Alt + 0160) or non-breaking hyphen (Alt + 0173), e.g.

- 17 people
- Oliver Wyman
- Market price
— Do not use soft return to fix rags or widows!
— Last line of a paragraph should contain at least two words

» Use your discretion
— Don’t go too crazy trying to create a perfect rag
— Ignore widows in very narrow text blocks

If you spot a widow, try to
look at the entire text block

Balancing the rag often
fixes the widow as well

N
N
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/

)

|\ I~
N |

J
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Punctuation rules from around the world

us
Canada
China
Singapore UK Spain France Germany Italy
Currency $1.38 £1.38 1.38€ 1,38 € €1,38 €1,38
Number 687,152.34 687,152.34 687.152,34 687 152,34 687.152,34 687.152,34
Quotes “word” “word” "palabra" « mot » Lwort” "parola"
Note + Straight quotes » Chevron quotes appear « Straight quotes

by default when typing

in French with smart

quotes activated

There is a space between
the chevron and the word,
both before and after (use
nonbreaking space)
Thousands separators can
be either a space, a decimal
point or not used at all
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Alt codes for special characters (1/2)
Commonly used symbols

Currency
0128 €

0162 ¢
0163 £
0165 ¥

Superscript
0185
0178 =2
0179 3
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Hyphens/Dashes/Space

0133 ellipsis

0150 - endash

0151 — emdash

0160 non-breaking space

0173 - non-breaking hyphen
in Word

8209 - non-breaking hyphen
in PowerPoint

Math

0137 %o per mille

0177 £ plus or minus

0215 x  multiplication sign

0247 + division sign

Quotation marks (English)

0145
0146
0147
0148

single quote (L)
single quote (R)
double quote (L)
double quote (R)

Quotation marks (Non-English)

0130
0132
0139
0155
0171
0187

«

»

single low-9 quote
double low-9 quote
single angle quote (L)
single angle quote (R)
L)
R)

double angle quote (
(

double angle quote

Miscellaneous symbols
0149 -« bullet

0153 ™ trade mark
0169 © copyright
0174 ® registration
0176 ° degree sign

Fractions
0188 Y
0189 %
0190 %
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Alt codes for special characters (2/2)
Non-English characters

A E (0] U Ligatures
0192 A 0200 E 0210 O 0217 U 0140 CE
0193 A 0201 E 0211 O 0218 U 0156 ce
0194 A 0202 E 0212 O 0219 U 0198 A&
0195 A 0203 E 0213 O 0220 U 0230 =
0196 A 0232 & 0214 0O 0249 U
0197 A 0233 ¢ 0216 @ 0250 U
0224 a 0234 & 0242 o 0251 @ Other
0225 4 0235 & 0243 6 0252 0181
0226 4 0244 6 0208 B
0227 & | 0245 & Y 0222 b
0228 & 0204 | 0246 0159 V¥ 0223 B
0229 & 0205 | 0248 o 0221 Y 0240 o

0206 | 0253 'y 0204 b
c 0207 | N ) 0255 'y
0199 C 0236 i 0209 w

, 0241 #

0231 ¢ 0237 i y4 )

0238 1 s 0142 Z

0239 i 0138 & 0158 z

0154

(/2]

© NERA Economic Consulting

89



Appendix A | Tools shortcuts



Tools shortcuts

We have created the following custom shortcuts for faster access to some commonly used tools

Use or with the codes below

PowerPoint
&m“a s:::s . . .Q"m. B ) | Oox Q@ T ) F
., o8 0 B Sl ® & 2% @100%
Table of Conclusion Format Format fm Characters Labels Ghost = CAGR
v AﬂEf' Contents E Table Charts~ it = [ 050% O % v -
Shapes Styles Resize Harvey ormat Layout CAGR
Additionally: | =1z/2(& = Non-breaking space ' Non-breaking hyphen
Word'’
B u1 b ’n — rg_‘ D“ A = lil Q = Regenerate TOC ﬁ Insert Header Q Insert Footer
TRC i — = =t 2010 |2=° .
n 8 B[nﬂ = ) l—l‘: Change Heading Level B Clear Header Q Clear Footer
Body Heading Bullets List Left/Right Insert Landscape Draft Filename Format Table = ) - )
Text w/oTOC (A1) f2] [p3] [R4] [RS] (multilevel) Styles~ Indent  Caption Page Markings Table Styles ~ (%] Update All Fields Change Title
Headings and Body Text Format Insert Table Fields Headers
Additionally: [ Body Text No Spacing Style Numbered list (multilevel)
(Templates)
Upper Case Alpha List
Lower Case Alpha List
Number in Parentheses List
1. In Word, Control + Shift shortcuts must use the numbers from the top row of the main keyboard; they will not work with the numeric keypad
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