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Formatting  

· All documents should be prepared in Word, not sent in the text of an e-mail.
· Use Times New Roman 12 point and set margins to 1” all around.  
· For all memos to the Seventh Floor, please utilize templates found on the ExecSec InfoLink
· Cables and remarks for the A/S and PDAS are the exceptions to this rule.  Cables should be drafted using the cable template found on the ExecSec InfoLink.  
· For remarks, use Times New Roman 16-point font.
· Headers and footers are Times New Roman 10 point font.
· Make sure spell check is on.
· Leave all tracked changes visible.
· Each document should have the highest classification displayed in the header/footer section of each page, except the clearance page.  Memos should reflect the highest classification of the attachments (e.g. SECRET//NOFORN; UNCLASSIFIED when separated from attachments); all documents classified “SBU” and above must have a classification marking at the beginning of each paragraph.
· Attachments list: The word “Attachments” should be underlined.  The colon that follows is not underlined.  Tabs are numbered, not lettered.  If there is only one attachment, use “Tab – ” instead of “Tab 1 – .” 
· The proper format for page numbers is: “- 2 -” (notice the dash and space on each side of the number), Times New Roman, 12 point.  They should appear centered in the header of the second (and any subsequent) page(s), under the classification information.
· An approval/disapproval line consists of 15 underlined spaces _______________.

· The principals must always have middle initials in their names, including on clearances, for example:
· Todd J. Brown, or TJBrown;
· The correct titles for the principals are, for example:
· Assistant Secretary for Diplomatic Security
· Principal Deputy Assistant Secretary for Diplomatic Security
· Deputy Assistant Secretary for International Programs
· Deputy Assistant Secretary for Domestic Operations
· [bookmark: _GoBack]Acronyms for offices that report to the PDAS should have the “DS/” prefix on their names (“DS/DO, DS/HTP,” etc.).  
· For paper going outside the bureau, we are “DS,” not “DS/DO, HTP,” etc.  The only acceptable logos or headers for paper going outside DS are PDAS, Assistant Secretary, or Department of State letterhead.

When in doubt, go to the ExecSec Infolink guide to processing paper:
http://poems.ses.state.sbu/sites/portal/ses/infolink/Pages/ProcessingPaper.aspx  

Spacing/Punctuation

· Follow a period or a colon with two spaces.  Every comma or semicolon should be followed by one space.
· All punctuation, except semicolons and colons, goes inside of quotation marks.  Punctuation goes outside of parentheses, unless the sentence is entirely enclosed within the parentheses.
· For words ending in “s” (including acronyms):
· when making them plural, the word should end in “es” (e.g., buses).
· when making them possessive, the apostrophe comes after the “s” and stands alone (e.g., “DS’ policy”).  You should not include another “s” after the apostrophe.
· Always use the serial/Oxford comma:  Thing one, thing two, and thing three.
· The conjunctions “i.e.,” and “e.g.,” are always preceded and followed by a comma; “etc.” should be preceded by a comma and followed by a period.
· Hyphens:
· A hyphen that separates two numbers or combines two words is a short hyphen, e.g. “12-15” or “B-1, B-2.”
· A hyphen that separates two concepts is a long hyphen – such as this one (in symbols, the “EN” dash).
· Use long hyphens to divide names from offices on memos (e.g., “Evanoff – DS”) and tabs from their contents (e.g., “Tab 1 – Instructions for hyphen usage”). 
· Long hyphens have one space before and after.  Short hyphens should not.
· Compound adjectives (two words modifying the same noun and expressing a single concept) should be joined with a hyphen: “high-level engagement.”  Two exceptions:  when one word is “very” or an adverb ending in “–ly.”
· For “re-” and “de-” prefixes, use a hyphen if the stem begins with a vowel; no hyphen is necessary if the stem is a consonant.
· Ellipses should be used sparingly and autocorrected; type three periods in a row, and autocorrect will make them one item: …
· Parentheses should be used (sparingly) to set something apart in a sentence; brackets should be used only to further delineate a portion of a sentence that already contains parentheses.
· Do not split names, titles, or hyphenated words between lines.
· Line/Paragraph Spacing:
· Use indentation or left-justified paragraphs consistently within a document.  Every indented paragraph should be indented by one tab.
· For remarks and talking points, points should never be split between pages.
· For letters:
· At least two lines of a paragraph on a page; otherwise, entire paragraph on the next page.
· At least two sentences in every paragraph.
· At least three paragraphs in every letter.
· Uniformity is key:
· If one item (like a heading) is bold, all similar items should be bold.
· If one item in a list is capitalized, all items should be capitalized.
· If one paragraph is indented, or one list is indented, all other paragraphs and lists should be indented at the same level.
· Punctuation should be standard; if you end one item of a bulleted list with periods, end all items in the list that way as well.

Abbreviations

· Spell out acronyms in full on the first instance, with the acronym in parentheses.  Only use the acronym if it will be used again in the document.  The only exceptions are those listed in the Executive Secretariat Style Guide.  When in doubt, assume your reader does not already know the acronym. 
· Do not use postal abbreviations for states: “Arlington, Virginia,” not “Arlington, VA.”
· “U.S.” as an adjective can be abbreviated; “United States” as a noun cannot.
· “Many people live in the United States.  They are not all U.S. citizens.”
· Use “U.S. citizens,” not “American citizens” or “Amcits” or “Americans.”
· Our employer should be referred to as the “Department of State,” “the Department,” or “State,” but never DOS or DoS.
· The correct term for staff overseas is “Locally Employed Staff” and the correct abbreviation is “LE Staff,” not “LES.”
· Although our DHS colleagues often use the phrases interchangeably, the Code of Federal Regulations defines an “LPR” as a “Lawful Permanent Resident,” not “Legal Permanent Resident.”
· Refer to the Line Style Guide found on ExecSec InfoLink for correct spellings of countries and government officials. 


Capitalization

· “Foreign Service” and “Civil Service” are capitalized.
· Banish USG from your vocabulary – it’s the U.S. government.
· Use “Government of Finland” or “Finnish government” (little g), not “GOF” or “Finnish Government.”

Clearance Page

· When the FO gets the paper, it should be fully cleared through the DAS-level or Assistant Director-level for DS.  The DS/FO will collect external clearances.
· Every document must have a clearance page fully filled out with an “OK” next to the name of the person if the person has cleared or approved it. 
· The “approver” is the person listed on the “from” line of the memo, not the addressee.  For BCLs, the PDAS or Assistant Secretary is the approving official.  
· Drafters need to include full office numbers and home/cell numbers where the FO or Seventh Floor can reach you after hours.  The directorate’s Special Assistant should double check the accuracy of the contact info before submitting, particularly if the clearance process has been lengthy.

Dates:

· Include the date on all papers you submit; do not use the automatic date insert feature.
· No commas dividing month and year, e.g., “The program begins in May 2012.”
· Dates should not be split between lines.
· Do write dates as follows: “May 1.”  Don’t write “May 1st” or “May 1st.”
· Dates are always followed by a comma, e.g., “…June 10, the last day we met.”
· Dates with “month day, year” format are always followed by a comma, e.g., “You attended the meeting on March 10, 2011, to discuss…” except when the date is adjectival, e.g. “You attended the March 10, 2011 meeting to discuss…”
· If the event happened this year, you only need to include the day and month, not the year.  Do not use terms like “yesterday,” “Wednesday,” “last month,” etc.

Grammar:

· Refrain from using the passive voice.
· Avoid splitting infinitives if at all possible.  It is “to go boldly,” not “to boldly go.”
· Consistency – if one item in a list begins with a verb/gerund, all items should begin with a verb/gerund. 
· Introductory clauses should be offset by a comma: “On September 12, CA met with…”
·  “TCNs”, etc., not “TCN’s”, etc. (unless using the possessive). 
·  “Data” and “media” are always plural; “social media” (based on usage), may be either singular or plural. 

Math/Numbers

· Spell out numbers one to nine, for 10 and above use numerals.  
· “He went to the park with three friends and came back with 20 friends.”
· There are two exceptions:
· Numbers at the start of a sentence are always written out.
· Forty years ago, we had 40 dollars.  (This includes independent clauses:  “He has 40 friends; thirty of them are women.”)
· Numbers may be used in front of the words million or billion.
· The new embassy cost $6 million.
· Refrain from using “%”; spell out “percent” instead.
· Use “a.m.” or “p.m.” not “am” or “pm.”
· Override the superscript feature to turn “14th” into “14th”.
· Use “FY 2012” (with a space), not “FY12” or “FY2012” or “FY-2012.”
· Check your math!  If you include numbers in tables, the numbers must add up.  Numbers within a document should be internally consistent; don’t say “wait times are down to 10 days” in one paragraph and write “wait times are down to 11 days” in another paragraph.
· Numbers should be obtained from the appropriate subject-matter expert; i.e., obtain visas adjudicated in X time period from VO, the number of passports issued from PPT, etc.
· Items are either exact or approximate.  You cannot use “28” in one paragraph and then “fewer than 30” in the next.  Things are not “about 14.56” or “approximately 2,314.”
· Use “approximately” rather “about” when estimating numbers; “over” is for locations, not for numbers.  
· Mrs. Jones lives over the store, and has lived there for more than five years.
·  “Less” refers to a quantity that is not countable.  “Fewer” refers to things that can be counted.
· This glass has less water than that glass.
· There are fewer applicants this year than last year.

Turns of Phrase

· DS never “hopes” something is helpful; we “trust” that it is.
· Events happen “because of” certain factors, not “due to” those factors.
· Priority is high, low, or otherwise characterized; you don’t “make something a priority,” although one can prioritize a series of things.
· “Impact” should not be used as a verb, unless you are implying something physical:  a blow or a collision.  Instead, use “affect” (to influence) or “effect” (to bring about, produce, or accomplish) for the verb.
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