Please customize this brochure with your facility and agency name, logo, terms, and contact information. The gray highlighting throughout the brochure indicates the text that needs to be customized. After updating the text, please remove the placeholder language, brackets, and gray highlighting. 
Which Template to Use

If professional printing is planned for the brochure (recommended), use the template named “PREA Brochure – Professional Printing.” If you plan to print the brochure in house, use the template named “PREA Brochure – In-House Printing.”
Agency Logo
Delete the text box that says “Insert Agency Logo Here” and place your high-resolution logo in that space. Make sure to align the left edge of the logo with the text. Size the logo to fit the space, leaving margins of at least one-quarter-inch on the top, right, and bottom of the logo. 
Agency and Facility Name
You will need to type your agency and facility name over the placeholder text in several places throughout the brochure. On the first page, below the logo, be sure to retain the text color and styling that is in the template. 
PREA Coordinator and Compliance Manager

On both pages of the brochure, please type the names and phone numbers of your facility’s PREA coordinator and compliance manager.
Terminology Used at Your Facility

In several places throughout the brochure, you will see: [a/an inmate/resident/detainee]. Please leave only the word used to describe the people housed at your facility, along with either “a” or “an.” Delete the extra words, brackets, and gray highlighting. 

External Reporting Option
Please type the name of the external reporting entity for your facility, as well as the phone number or other contact information. 

Notice for Failure to Report
This section of the brochure contains sample language. If the language is appropriate for your facility, simply delete the highlighted text. If it is not appropriate, please replace it with the description you use for this policy. 

Printing the Brochure

This brochure will look best printed professionally with full bleed (printing extends beyond the edge of the sheet and brochure is trimmed to letter size). Again, if professional printing is planned, use the template named “PREA Brochure – Professional Printing” and ask the printer to print with full bleed. 

If professional printing is not an option and you plan to print the brochure yourself, use the template named “PREA Brochure – In-House Printing.” You can ignore the message about small margins.
Use a heavier-weight semi-gloss paper.

INSTRUCTIONS FOR USING THIS TEMPLATE











