TRN Style Sheet

Effective: October 11, 2009

· Please use the fonts Trebuchet MS or Calibri for reports, no Times Roman EVER, 12 or 11 pt font.

· Tables 10 or 11 pt font, Bold all headers, headers must be on every page.

· No commas before “and” or “or”.

· Please do not type HIV +, instead type HIV-positive or HIV-infected.

· All acronyms must be defined first before using (i.e., Baltimore City Health Department, then BCHD)

· No use of + (e.g., 19+ years old, should be “over 19 years old”)

· Footers – Bold, italics, 2 pt size smaller than narrative, must include page numbers far right & title of document far left.

· No caps for job titles, except in a list or chart, “state”, “federal” or “county except when state or county are part of an address or follow the name of the county (e.g., Santa Barbara County)

· In general, use job titles not names unless there are multiple social workers and you need to clarify which one.

· “And” must be spelled out in narratives; “&” can be used in charts

· Check-ups, follow-ups, RW-funded, HIV-infected, -affected or positive, face-to-face should be hyphenated.

· Use commas after e.g., or i.e., 

· Single space left justify, 1 extra line between paragraphs.

· Distinguish between grants, co-operative agreements, contracts and subcontracts (if you’re not clear, ask)

· 1-9 must be spelled out then put (1) in parentheses; >10 you can use digits/numbers.

· 23% is acceptable, except when beginning a sentence. 

