CGJA’s Sample Template for Reports
(with ADA Accessibility Features)
[Note to users: Use of this template does not guarantee that a report will comply with ADA accessibility requirements. A court or county website administrator will confirm whether the final report complies with ADA requirements and may require the jury to make changes before the report can be posted.]

[Before using this template, review the instructions on page 7. Delete the heading above, all bracketed instructions and placeholders, and all blue text before publication.]

[202X–202X [Name of County] COUNTY GRAND JURY]
[PUBLIC RELEASE DATE: Month, Date, Year]

[REPORT TITLE]
[Note: Title should include topic and name of entity]


[INSERT OPTIONAL COVER IMAGE HERE]

[Note: If cover image is used, right click on the image to open drop-down menu; select View Alt Text to add required descriptive alt text.]
[bookmark: _Toc238147637]

[Note: To generate a table of contents, click References and Table of Contents.]
SUMMARY
[Note: Briefly describe the major issues, findings, and recommendations in one page or less.]
[Highlight and type over this line to enter the Summary.]
[bookmark: _Toc238147638]GLOSSARY
[Note: Include this optional section to define terms that may not be familiar to the public. It may be placed here; or cut and paste this section, including the heading, to move it to the end of the report.]
[Highlight and type over this line to enter the first term followed by its definition]
[Highlight and type over this line to enter the next term followed by its definition]
[Note: Copy and paste a prior term and definition and type over them for each new entry.]
[bookmark: _Toc238147639]BACKGROUND
[Note: Describe why the grand jury selected the subject, why the topic is important and timely, and provide relevant context.]
[Highlight and type over this line to enter Background]
[bookmark: _Toc238147640]METHODOLOGY
[Note: Briefly describe how the investigation was conducted; establish the thoroughness of the investigation. There are two ways to present this information: Using a narrative format or using the three subheadings below. For a narrative, highlight and type over the line immediately below and delete the remainder of this section. For subheadings, proceed as directed under each of the three subheadings.]
[Highlight and type over this line to enter Methodology]
[bookmark: _Toc238147641]Documents
[Note: List or describe key documents reviewed. Additional bullets will be added when you hit return or enter.]
[Highlight and type over this line to enter document title, agency, date here] 
[Highlight and type over this line to enter document title, agency, date here]
[Highlight and type over this line to enter document title, agency, date here]
[bookmark: _Toc238147642]Site Visits
[Highlight and type over this line to enter site visits, public meetings, dates, and locations here]
[bookmark: _Toc238147643]Interviews
[Note: Describe number of interviews and/or persons interviewed without identifying interviewees by name or job title. This description may note that Penal Code section 929 prohibits naming in a report any person who provides information to the jury or including facts leading to the identity of any such person.]
[Highlight and type over this line to enter description of categories of persons interviewed]
[bookmark: _Toc238147644]DISCUSSION
[Note: Persuasively describe the verified information (facts) learned during the investigation relevant to the findings and recommendations. When inserting headings and subheadings, use Heading 2 for each major discussion topic and Heading 3 for each subordinate topic. Do not skip headings, such as jumping directly from Heading 1 to Heading 3.]
[bookmark: _Toc238147645][Major Discussion Topic Heading (Heading 2)]
[Highlight and type over this line to enter discussion text here]
[Note: Copy and paste the Major Discussion Topic Heading above and the bracketed line of text that is immediately below that Heading, then type over them for each new Major Discussion Topic.]
[bookmark: _Toc238147646][Subtopic Heading, as appropriate (Heading 3)]
[Highlight and type over this line to enter subtopic discussion text here]
[Note: Copy and paste the Subtopic Heading above and the bracketed line of text that is immediately below that Subheading, then type over them for each new Subtopic.]
[bookmark: _Toc238147647][Optional Accessible Table]
[Note: Tables, if used, must have a clear header row and logical reading order; Right click on the Table to open the drop-down menu; select Table Properties, then select Alt Text tab to add required descriptive Alt Text.]
	Column 1
	Column 2
	Column 3

	[Value]
	[Value]
	[Value]

	[Value]
	[Value]
	[Value]


[Highlight and type over this line to enter descriptive caption here, with source or explanatory note, as applicable.]
[bookmark: _Toc238147648][Optional Accessible Figure / Chart / Photograph]
[Note: After inserting each image or photograph, click on the icon at the top right corner of the image to open Layout Options; select In Line with Text. Next, Right click on image to open drop-down menu; select View Alt Text to add required descriptive alt text. Alt text descriptions must include all essential information conveyed by the image or graphic.]
[INSERT OPTIONAL IMAGE HERE]	
Figure [number]. [Highlight and type over this line to enter descriptive caption here]
[bookmark: _Toc238147649]FINDINGS
[Note: Describe jury conclusions or judgments based on verified facts. Continue adding numbered findings in sequence as needed.] 
F1. [Highlight and type over this line to enter first finding here] 
F2. [Highlight and type over this line to enter second finding here]
F3. [Highlight and type over this line to enter third finding here]
[bookmark: _Toc238147650]RECOMMENDATIONS
[Note: State the specific action that should be taken to mitigate or resolve problems described in findings. Identify the responsible entity (who), the action required (what), and the requested completion date (when) in each recommendation. Continue adding numbered recommendations in sequence as needed.] 
The Grand Jury recommends that:
R1. [Highlight and type over this line to enter first recommendation here]
R2. [Highlight and type over this line to enter second recommendation here]
R3. [Highlight and type over this line to enter third recommendation here]
[bookmark: _Toc238147651]REQUIRED RESPONSES
[Note: Bullets will be added automatically when you hit return or enter.]
Pursuant to Penal Code sections 933 and 933.05, the following responses are required:
From the following elected county officials within 60 days of the public release of this report:
[Highlight and type over this line to enter title of each individual here and list the findings and recommendations (by number) to which the individual must respond. Add more bullets as needed for additional individuals.] 
From the following governing boards within 90 days of the public release of this report:
[Highlight and type over this line to enter the name of each governing board here and list the findings and recommendations (by number) to which the governing board must respond. Add more bullets as needed for additional boards.]
[bookmark: _Toc238147652]INVITED RESPONSES
[Note: Bullets will be added automatically when you hit return or enter]
The Grand Jury invites the following individuals and entities to respond:
[Highlight and type over this line to enter title of local government official (other than elected county officials); list the findings and recommendations (by number) to which the official is invited to respond; and state the suggested response date (usually 90 days from the public release of the report). Add more bullets as needed for additional invited officials.]
[Highlight and type over this line to enter names of non-governing boards; list the findings and recommendations (by number) to which the non-governing board is invited to respond; and state the suggested response date (usually 90 days from the public release of the report). Add more bullets as needed for additional invited boards.]
Responses must be submitted to the presiding judge of the [COUNTY] Superior Court in accordance with the provisions of Penal Code section 933.05. Responses must include the information required by section 933.05.
[bookmark: _Toc238147653]BIBLIOGRAPHY
[Note: Include this optional section to reference those books, articles, websites, studies, reports, or other publicly available sources that would be of most interest to the reader. If a bibliography is not needed, delete this section.]
[Highlight/type over to add Author/Organization, Title, Publisher/website, date]
[Highlight/type over to add Author/Organization, Title, Publisher/website, date]
[Highlight/type over to add Author/Organization, Title, Publisher/website, date]
[bookmark: _Toc238147654]APPENDIX
[Note: Include this optional section to present verified public domain materials that are referenced in the report but not essential to the text. Label multiple appendices as Appendix A, Appendix B, etc. Delete this section if no appendix is needed.]
[bookmark: _Toc238147655][Appendix A (Title)]
[Highlight and type over this line to enter or insert supporting material here]
DISCLAIMER
[Note: Include this section to inform readers when one or more jurors recused themselves from participating in this report. Delete this section if no disclaimer is needed. The grand jury should consult its legal advisor regarding the wording and necessity of any disclaimer.]
[Highlight and type over this line to enter disclaimer language here]


INSTRUCTIONS: DELETE THIS PAGE AS DESCRIBED BELOW
This page is NOT part of the template. It provides instructions to check the completed report for ADA accessibility. DELETE BEFORE SUBMITTING TO WEBSITE ADMINISTRATOR, THE JUDGE, AND BEFORE PUBLIC RELEASE.

IMPORTANT: Proper use of this template with Microsoft Word or Google Docs will help address WCAG 2.1 AA guidelines. Use of this template and the report accessibility check described below do not guarantee that the report complies with ADA requirements. The website administrator will test the report for ADA compliance and may require the jury to make changes before the report can be posted on the website. The final report must be in tagged PDF format to meet ADA requirements. Coordinate with your website administrator about how documents should be converted into this format.

Report Accessibility Check: After the report text and images are entered in the template, jurors can use a built-in accessibility tool like those included in Microsoft Word and Adobe Acrobat Pro to review the report and flag and fix accessibility issues. These tools do not guarantee ADA compliance, but they can help jurors spot potential issues. Whether or not a built-in tool is used, review the completed report for the following:
Use the default Word Heading 1-3 styles for all headings. Use Heading 2 for major topics and Heading 3 for subordinate topics. 
Do not skip headings within a progression; i.e., do not skip from Heading 1 to Heading 3.
Lists must use the Word list formatting styles rather than manually typed symbols.
Tables must have basic rows and columns with clear headers and row labels. Avoid complex formats like merged or split cells or columns, embedded data, or multiple headers.
All images, charts, tables, and photographs must have appropriate Alt Text.
Essential information must not be conveyed only through an image or color. All images must have required Alt Text. Charts and graphs should use text, patterns, or shading in addition to color so the data can be understood by those who cannot distinguish colors.
All photos and images should be inserted In Line with Text (using Layout Options) rather than using text wrapping.
Hyperlinks should use meaningful descriptive text that states what the link will open.
Report text should be black on a white background rather than colored text (which is permitted if it satisfies complex WCAG 2.1 AA contrast ratio requirements).
The Document language and metadata should be set to English/US for reports in English or other languages for translated versions.
Microsoft Word Accessibility Checker or a similar tool does not identify any unresolved issues.
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