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The Technical and Operational Performance Support (TOPS) Program is the USAID/Food for 

Peace-funded learning mechanism that generates, captures, disseminates, and applies the 

highest quality information, knowledge, and promising practices in development food assistance 

programming, to ensure that more communities and households benefit from the U.S. 
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community of practice (the Food Security and Nutrition [FSN] Network), The TOPS Program 

empowers food security implementers and the donor community to make lasting impact for 

millions of the world’s most vulnerable people. 

Led by Save the Children, The TOPS Program is a consortium program drawing on the expertise 

of its partners: CORE Group (knowledge management), Food for the Hungry (social and 

behavioral change), Mercy Corps (agriculture and natural resource management), and TANGO 

International (monitoring and evaluation). Save the Children brings its experience and expertise 

in commodity management, gender, and nutrition and food technology, as well as the 

management of this 5-year (2010–2015) US$20 million award. 
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Abbreviations and Acronyms 

[Notes on appropriate usage are in brackets. Note the appropriate capitalization for each entry.] 

ADS Automated Directives System [USAID policies] 

AIDS acquired immune deficiency syndrome [It is not necessary to define this 

acronym in the document text because AIDS is the commonly used form 

of this term.] 

ANC antenatal care 

ANRM agriculture and natural resource management 

AOR Agreement Officer’s Representative [Adam Reinhart’s position] 

B/L bill of lading 

BA Barrier Analysis 

BCA Behavior Change Agent 

BCC behavior change communication 

BFS USIAD Bureau for Food Security 

BMI body mass index 

BUBD best-if-used-by date 

CG Care Group 

CGV Care Group volunteer 

CHW community health worker 

CI confidence interval 

CLTS community-led total sanitation 

CM commodity management 

CMAM Community-Based Management of Acute Malnutrition 

CRS Catholic Relief Services 

CSA climate-smart agriculture 

CSB corn-soy blend 

DBC Designing for Behavior Change curriculum 

DC District of Columbia 

DEC USAID Development Experience Clearinghouse 

DHS Demographic and Health Surveys [The definition is always plural.] 

DIP Detailed Implementation Plan 
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EBF exclusive breastfeeding 

EED environmental enteric dysfunction 

EFSP emergency food security program 

EHA Essential Hygiene Actions [The definition is always plural.] 

ENA Essential Nutrition Actions [The definition is always plural.] 

FACG Food Aid Consultative Group 

FANTA Food and Nutrition Technical Assistance III Project 

FAO Food and Agriculture Organization of the United Nations 

FCT Food Composition Table 

FFP USAID Office of Food for Peace 

FFPIB Food for Peace Information Bulletin 

FFPO Food for Peace Officer 

FFS Farmer Field School 

FFW food for work program 

FGD focus group discussion 

FH Food for the Hungry 

FIFO first in first out 

FSIN Food Security Information Network 

FSN Food Security and Nutrition [as in the FSN Network] 

FY Fiscal Year [capitalized only because FY should only be used to denote a 

specific fiscal year, not replace all instances of “fiscal year”] 

GACAP Generally Accepted Commodity Accountability Principles 

GIS Geographical Information Systems [note the pluralization] 

HAZ height-for-age Z-score 

HDDS household dietary diversity score 

HFA height-for-age 

HH household [Use this abbreviation sparingly, preferably only when there 

is insufficient space to spell out “household”.] 

HIV human immunodeficiency virus syndrome [It is not necessary to define 

this abbreviation in the document text because HIV is the commonly 

used form of this term.] 

HQ headquarters [Use this abbreviation sparingly, preferably only when 

there is insufficient space to spell out “headquarters”.] 
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ICB Institutional Capacity Building [as in the ICB Grants, a type of USAID 

grant that is no longer in use] 

IEE Initial Environmental Examination 

IG Inspector General 

IMC International Medical Corps 

IPR Intermediate Program Result 

IPTT Intermediate Performance Tracking Table 

IR Intermediate Result 

ITN insecticide-treated bednet 

IYCF infant and young child feeding 

IYCF-E infant and young child feeding in emergencies 

KAP knowledge, attitudes, and practice 

KDAD The Knowledge-Driven Agricultural Development Project 

KDID The Knowledge-Driven International Development Portal 

kg kilogram(s) 

KII key informant interview 

km kilometer(s) 

KM knowledge management 

KPC   Knowledge, Practice and Coverage (survey) 

KS knowledge sharing 

LNRA Learning Needs and Resource Assessment 

LOC letter of credit 

LQAS Lot Quality Assurance Sampling 

M&E monitoring and evaluation 

m2   square meter(s) 

MC Mercy Corps 

MCHN maternal and child health and nutrition 

MDD-W Minimum Dietary Diversity for Women [an indicator] 

MIS management information system 

MMCA Make Me a Change Agent curriculum 

MOH Ministry of Health 

MS Microsoft [used in front of mentions of various MS software, e.g., MS 

Word, MS Excel, MS Access; it is not necessary to spell out Microsoft] 
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MTE midterm evaluation 

NACS Nutrition Assessment, Counselling, and Support [an approach to 

nutritional care of HIV] 

NGO nongovernmental organization 

NICRA Negotiated Internal Cost Recovery Agreement 

NPDA Nutrition Program Design Assistant tool 

OFSP orange-fleshed sweet potato 

OR operations research 

ORS oral rehydration solution 

ORT oral rehydration therapy 

PAC Program Advisory Committee [specifically the TOPS PAC] 

PD/Hearth Positive Deviance/Hearth approach 

PDI Positive Deviance Inquiry 

PDQ Partnership Defined Quality 

PIA Program Improvement Award [type of TOPS small grant] 

PIRS Performance Indicator Reference Sheet 

PLA participatory learning and action 

PM2A Preventing Malnutrition in Children Under 2 Approach 

PMP Performance Management Plan 

PMT Program Management Team [specifically the TOPS PMT] 

PNC post-natal care 

PR Program Result 

PVO private voluntary organization 

QIVC quality improvement and verification checklist 

RF Results Framework 

RFA request for applications 

RFP request for proposals 

RUTF ready-to-use therapeutic food 

SBC social and behavioral change 

SBCC social and behavior change communication 

SD standard deviation 

SEEP Small Enterprise Education and Promotion 
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SO Strategic Objective 

SOW scope of work 

SPRING Strengthening Partnerships, Results, and Innovations in Nutrition 

Globally Project 

SPSS Statistical Package for Social Science 

SRS simple random sampling 

STC Save the Children [STC only permits this abbreviation to be used in 

informal communications, such as email. All official mentions of STC 

must use the full name of the organization, including the country or 

international designation.] 

TAG technical advisory group [often capitalized to denote a specific TAG] 

TANGO International Technical Assistance to NGOs International 

TB Tuberculosis 

TIPs Trials of Improved Practices [note the pluralization] 

TOC theory of change 

TOPS Technical and Operational Performance Support [as in The TOPS 

Program] 

U.S.  United States 

UN United Nations 

UNSCN United Nations Standing Committee on Nutrition 

USDA U.S. Department of Agriculture 

USG U.S. Government 

USAID U.S. Agency for International Development 

USAID/DCHA USAID Bureau for Democracy, Conflict and Humanitarian Assistance 

USAID/GH USAID Bureau for Global Health 

US$ U.S. dollar(s) 

VSL village savings and loan 

WASH water, sanitation, and hygiene 

WDDS Women’s Dietary Diversity Score [an indicator] 

WEAI Women’s Empowerment Agriculture Index 

WFH weight-for-height 

WFP The World Food Programme 

WHO The World Health Organization 

WHZ weight-for-height Z-score 
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€ Euro(s) 

> greater than 

< less than 

μg microgram(s) 

% percent 
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they would go here. Make sure to define any abbreviations and acronyms in the 

acknowledgements as you would anywhere else in the text and include those in the 
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Style Guide 

Introduction 

1 

Introduction 

The purpose of the TOPS Style Guide is to:  

 Provide guidance on proper grammar, spelling, punctuation, branding, and formatting  

 Enable TOPS to produce standardized reports, presentations, tools, and other project 

documentation and materials 

 Present a cohesive, consistent, and recognizable TOPS brand 

The TOPS Style Guide applies to any products, including documents, tools, reports, and 

promotional materials, produced by The TOPS Program staff, consultants, and affiliates that will 

be branded under the TOPS name. This includes such materials created by FSN Network task 

forces, as they always are branded under the TOPS name.  

This style guide does not cover materials branded under the Small Grants Program, as that 

program has a separate branding and marking guide (with the same standards as TOPS) that is 

shared with grantees and grantees are free to format their materials as they would like.  

While the guidelines for formatting and layout generally are written for the MS Word user, the 

same rules apply for materials laid out in MS Publisher, Adobe InDesign, or similar. The writing 

and editing guidelines apply to all documents, regardless of the software they are produced in. 

From time to time, technical staff may want to design their own layouts to suit a specific 

document or technical material they are creating or outsource this work to a design firm. This is 

completely fine. However, use the approved formatting guidance, especially the color scheme 

and font selection, to the extent possible and always coordinate with the TOPS Communications 

Specialist to ensure that all externally formatted documents fit in the TOPS brand.  

Please note that any and all publications that are branded under The TOPS Program and FSN 

Network names and logos must be approved by The TOPS Program Communications Specialist 

before they are released, regardless of who wrote, edited, or laid out the document.  
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1. Branding, Marking, and Visualization 

1.1. Our Name 

Our project’s full name is The Technical and Operational Performance Support (TOPS) Program 

(note the capitalization of the word The and its inclusion in our full name). This can be 

abbreviated as The TOPS Program or TOPS only after the full name of the project has been 

mentioned. Do not use TOPS Program without The.  

The Food Security and Nutrition (FSN) Network can be abbreviated as the FSN Network or FSN 

Network (the is not necessary) after the full name of the network has been mentioned.  

1.2. Boilerplate Text 

Use the standard boilerplate text for all longer documents, including reports, training guides, 

technical guidance, etc. 

Use the shortened boilerplate text for shorter documents or documents where the physical size 

of the product does not allow for longer text, including technical briefs, PowerPoint 

presentations, posters, etc.  

Standard Boilerplate 

The Technical and Operational Performance Support (TOPS) Program is the USAID/Food for 

Peace-funded learning mechanism that generates, captures, disseminates, and applies the 

highest quality information, knowledge, and promising practices in development food assistance 

programming, to ensure that more communities and households benefit from the U.S. 

Government’s investment in fighting global hunger. Through technical capacity building, a small 

grants program to fund research, documentation and innovation, and an in-person and online 

community of practice (the Food Security and Nutrition [FSN] Network), The TOPS Program 

empowers food security implementers and the donor community to make lasting impact for 

millions of the world’s most vulnerable people. 

Led by Save the Children, The TOPS Program draws on the expertise of its consortium partners: 

CORE Group (knowledge management), Food for the Hungry (social and behavioral change), 

Mercy Corps (agriculture and natural resource management), and TANGO International 

(monitoring and evaluation). Save the Children brings its experience and expertise in commodity 

management, gender, and nutrition and food technology, as well as the management of this 7-

year (2010–2017) US$30 million award.  
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Shortened Boilerplate 

The TOPS Program is the USAID/Food for Peace-funded learning and knowledge management 

initiative, bringing the highest quality information, knowledge, and promising practices in food 

assistance programming to implementers and donors around the world to ensure more 

communities and households benefit from the U.S. Government’s investments to fight global 

hunger. 

1.3. Covers 

All TOPS and FSN Network documents use the standard TOPS cover, which includes the USAID, 

TOPS, and FSN Network logos. Covers of reports sent to USAID (i.e., capacity-strengthening 

workshop reports, annual work plans, annual progress reports) have the same visual look, but 

are only branded with USAID and TOPS logos (no FSN Network logo). 

Covers may include photographs or drawings when a visual element is needed to convey subject 

material. Do not add a photo just for aesthetic purposes. 

Covers must include the following information: 

 Title of document 

 Date of publication (month and year) 

 Author, including if it is just The TOPS Program 

If the document is a work plan, annual report, or other donor report, the cover also must 

include “Cooperative Agreement Number AID-OAA-A-10-00006” and the period the report 

covers (e.g., Project Year Five; October 1 to December 31, 2014”). 

1.4. Front Matter 

The front matter includes, in order: 

 A completely blank page to account for the inside of the front cover 

 A title page (see the third page of this document) 

 The “inside front cover” (see Inside Front Cover for Work Plans, Annual Reports, Capacity-

Strengthening Workshop Reports, and Other Donor Reports and Inside Front Cover for 

Every Other Type of Document, and the inside front cover example on the fourth page of 

this document) 

 The table of contents (see 2.11. Tables of Contents) 

 Abbreviations and acronyms list (see 2.3. Abbreviations and Acronyms Lists and 3.3. 

Abbreviations and Acronyms) 

 Acknowledgements (see Acknowledgements) 

 The executive summary (if included; most TOPS documents do not include one) 



The TOPS Program and FSN Network 

Branding and Marking 

4 

The pages containing the abbreviations and acronyms list, acknowledgements, and executive 

summary are the only parts of the front matter that should have page numbers (Roman 

numerals, not Arabic numbers), headers, and footers. 

Inside Front Cover for Work Plans, Annual Reports, Capacity-

Strengthening Workshop Reports, and Other Donor Reports 

The inside front cover for these reports must include, in order: 

 “Submitted by Save the Children, in collaboration with CORE Group, Food for the Hungry, 

Mercy Corps, and Tango International” 

 Logos for each of the five consortium partners 

 Funding disclaimer (see 1.5. Funding Disclaimer) 

 Contact information for The TOPS Program AOR and anyone else the report is submitted to 

 Contact information for The TOPS Program, the Program Director, and Save the Children’s 

Hunger and Livelihoods Department head 

Inside Front Cover for Every Other Type of Document 

The inside front cover must include, in order: 

 The TOPS Program boilerplate (see 1.2. Boilerplate Text) 

 Funding disclaimer (see 1.5. Funding Disclaimer) 

 Cover photograph/illustration credit, if a photograph or illustration is included on the cover 

 A recommended citation, following the project citation style found in 3.14. References, for 

example: 

 Food Security and Nutrition (FSN) Network Monitoring and Evaluation Task Force. 2013. 

Guide to Developing a Scope of Work for Mid-Term Evaluations of Title II Development 

Food Assistance Programs. Washington, DC: The TOPS Program. 

 Perry, H., M. Morrow, T. Davis, S. Borger, J. Weiss, M. DeCoster, and P. Ernst. 2014. Care 

Groups – An Effective Community-Based Delivery Strategy for Improving Reproductive, 

Maternal, Neonatal, and Child Health in High-Mortality, Resource-Constrained Settings: 

A Guide for Policy-Makers and Donors. Washington, DC: CORE Group and The TOPS 

Program. 

 Contact information for The TOPS Program, including mailing address, email address, TOPS 

website, and FSN Network website 

1.5. Funding Disclaimer 

The following funding disclaimer must be included on any product TOPS creates (e.g., reports, 

posters, presentations, technical briefs). 
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See Inside Front Cover for Work Plans, Annual Reports, Capacity-Strengthening Workshop 

Reports, and Other Donor Reports and Inside Front Cover for Every Other Type of Document, 

above, for placement. The funding disclaimer may be placed on the very back (e.g., technical 

brief) or at the very end (e.g., PowerPoint presentation) of a product if product size or layout 

does not allow for an inside front cover. 

The Technical and Operational Performance Support (TOPS) Program was made possible by the 

generous support and contribution of the American people through the U.S. Agency for 

International Development (USAID). The contents of this [specify product type] were created by 

The TOPS Program and do not necessarily reflect the views of USAID or the U.S. Government.  

1.6. Logos 

Logos are to be displayed in a horizontal position, with equal size and prominence between all 

logos. If equal size and prominence is not possible, preference must be given to the USAID logo.  

The USAID logo always is the left-most logo in terms of placement. In a TOPS-produced 

document, the TOPS logo is the next left most logo, just to the right of the USAID logo. The FSN 

Network logo is placed just to the right of the TOPS logo.  

The USAID and TOPS logos are required on every TOPS-produced project. The FSN Network logo 

is required on any document that is not a donor report. Other logos may be added as necessary. 

See the front cover for an example of how the logos should look.  

Logos can be found on DropBox at TOPS Public > Communications > Branding & Logos. 

Any additional logos should be added to the right of or staggered below the USAID, TOPS, and 

FSN Network logos. 

When to Include Other Logos 

If any TOPS staff member(s) develop(s) a product “from scratch,” only TOPS staff members work 

on that product, and the product does not draw on any existing materials or technical 

knowledge that are attributed to any specific organization other than TOPS, the product should 

be branded only with USAID, TOPS, and FSN Network logos. 

If any TOPS staff member(s) develop(s) a product based on existing materials or technical 

knowledge that are attributed to any specific organization other than TOPS and/or a person who 

does not work for TOPS contributes significant time and technical knowledge to the product 

and/or any organization (including TOPS consortium members) contributed funding to the 

development of the product, that organization’s logo should be included on the product along 

with the USAID, TOPS, and FSN Network logos.  
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2. Formatting Guidance 

2.1. Normal Text 

Also known as “Normal Style” or “Normal”, nearly all typed text, except for headings and 

footnotes, will follow this style.  

Font: Calibri (Body), 11 pt (12 point is acceptable for training materials), automatic color 

Paragraph formatting:  

 Left alignment, body text outline level, indented 0.5 inches, no hanging indentation 

 0 pt spacing before, 10 pt spacing after, multiple 1.05 line spacing 

 Box marked “Don’t add space between paragraphs of the same style” should not be checked 

 Widow/orphan control box should be checked 

2.2. Headings 

If headings are numbered, add a period after each number and turn off the function for creating 

an automatic numbered list (which makes formatting and changing document headings more 

difficult). 

Heading 1 

Font: Californian FB, size 22, bold, color is TOPS blue RGB 35, 121, 144 

Paragraph formatting: 

 Left alignment, Level 1 outline level, no indentation or hanging 

 18 pt spacing before, 12 pt spacing after, multiple 1.05 line spacing 

 Widow/orphan control and keep with next boxes should be checked 

Heading 2 

Font: Californian FB, size 16, bold, color is TOPS blue RGB 35, 121, 144 

Paragraph formatting: 

 Left alignment, Level 2 outline level, no indentation or hanging 

 18 pt spacing before, 12 pt spacing after, multiple 1.05 line spacing 

 Widow/orphan control and keep with next boxes should be checked 

  



Style Guide 

Formatting Guidance 

7 

Heading 3 

Font: Calibri (Body), 14 pt, bold, automatic color 

Paragraph formatting: 

 Left alignment, indented 0.5 inches, Level 3 outline level, no hanging indentation 

 0 pt spacing before, 10 pt spacing after, multiple 1.05 line spacing 

 Widow/orphan control and keep with next boxes should be checked 

Heading 4 

Forth-level headings should be avoided to the extent possible. However, if you need to use 

them, the fourth-level heading should be flush in line with the text and end with a period. 

Normal text follows the period. Do not use more than four levels of headings; if you find that 

this is necessary for your product, it is best to restructure the product, as readers find this many 

headings very confusing.  

Font: Calibri (Body), 11 pt (or 12 pt for training materials), bold, automatic color 

Paragraph formatting: 

 Left alignment, indented 0.5 inches, Level 4 outline level, no hanging indentation 

 0 pt spacing before, 10 pt spacing after, multiple 1.05 line spacing 

 Widow/orphan control and keep with next boxes should be checked 

2.3. Abbreviations and Acronyms Lists 

Refer to Abbreviations and Acronyms on page i for an example list. 

Separate the abbreviation/acronym from its definition with a hanging indent or the tab key. Do 

not use a table to format the list.  

Use normal font: Calibri 11 pt, automatic color (10 point may be used to save space).  

Paragraph formatting: 

 Based on normal style, left aligned, indented 0.5 inches 

 Hanging indent at 1.5 inches (or at 2.0 inches if extra-long abbreviations or acronyms exist in 

the list) 

 Spacing 0 pt before, 6 pt after, multiple 1.05 line spacing 

 No widows/orphan control, keep with next, or keep lines together should be used 
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2.4. Bullet Points and Numbered Lists 

Use the following bullet points. Do not use more than 2 bullet levels. 

 First level 

 Second level 

The type of numbered list used may depend on the type of document, but default to: 

1.    

2.    

3.  

Font is based on the normal style. 

Paragraph formatting: 

 Flush left with rest of normal text, i.e., 0.5 inches from the left margin rather than the 

default 0.75 inches; normal alignment with right margin. 

 Hanging indent is 0.25 inches, unless a numbering or lettering scheme will be used that is 

wider than 0.25 inches. Then use a hanging indent just wide enough to accommodate longer 

the numbering or lettering scheme. Be consistent throughout the document. 

 The second list level should align with the hanging indentation of the first level. For 

example, if your bullet point starts at the normal indent of 0.5 inches and hangs at 0.25 

inches, the next bullet should start at 0.75 inches.  

 Lists can use either 10 pt, 6 pt, or 3 pt spacing after, depending on spacing and formatting 

necessities and the length of the list item, but be consistent throughout each individual list. 

Where possible, default to the typical 10 pt spacing after. 

2.5. Colors 

Colors for printing are most often referred to by using the colors cyan, magenta, yellow, and 

black (CMYK) numbers. However, most computer software requires a conversion to the RGB 

scale (percentages of red, green, and blue). Both the CMYK and RGB numbers are provided for 

each TOPS color. These numbers were determined in MS Word and may not appear exactly the 

same in other programs or on other computer screens. Even so, do not change the colors so 

they look the same across screens and programs because the difference in look stems from the 

monitor and print quality, not the colors chosen.  

With prior approval from The TOPS Program communications specialist, you may increase the 

level of black in the colors to suit the background and/or increase readability, but you may not 

use another color family, nor may you change the colors of any logo. Please contact the 

communications specialist if the designer or printer requires color schemes using another scale, 

such as Pantone or Hexadecimal Web. 
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TOPS Primary Colors 

TOPS Blue (used in heading 1, heading 2, hyperlinked text, and to instruct the reader to see a 

different part of the document): CMYK: 84.1, 41, 33.4, 5.7; RGB: 35, 121, 144 

TOPS Green (used in table header rows, in figures/charts, and as an accent color):  

CMYK: 52.3, 35.6, 100, 14.2; RGB: 124, 128, 41 

Light Green (used in secondary table rows, in text boxes, in figures/charts, and as an accent 

color): CMYK: 28.6, 12.5, 56.1, 0; RGB: 188, 197, 137 

TOPS Secondary Colors 

The following colors are acceptable to use in small quantities as secondary or accent colors 

because they have been used by TOPS in the past. 

Orange-Brown: CMYK: 30.7, 66.8, 100, 21.4; RBG: 151, 88, 27 

Dark Beige: CMYK: 31.6, 49.3, 100, 11.8; RGB: 165, 121, 38 

Light Beige: CMYK: 8.1, 16.5, 41.1, 0; RBG: 233, 207, 159 

2.6. Fonts 

Calibri (body) is used for normal text, and Californian FB is used for headings. 

All fonts should have no kerning, normal spacing, at 100% scale, normal position, no outlines or 

shading, and no all caps/small caps. 

All fonts should have multiple line spacing set at 1.05 and be checked for widows/orphans 

control, both in the Paragraph tab. 

If you are using an external designer to provide a unique layout for the product, the TOPS fonts 

should still be used. If the TOPS fonts clash with the product layout, the external designer may 

use one of the USAID-approved fonts and only those fonts: Gill Sans, Gill Sans Light, Arial, and 

Adobe Garamond.  

2.7. Footnotes 

TOPS preference is for footnotes over endnotes, but endnotes may be used depending on 

document type or length. 

Font: Calibri (Body), 10 pt, automatic color 

Paragraph formatting: 

 Left alignment, no outline level, no left indent or hanging indentation 

 0 pt spacing before, 3 pt spacing after, multiple 1.05 line spacing 

 Widow/orphan control box does not need to be checked 
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 Rule (line) at bottom of text, above footnotes, should be flushed left, not indented 0.5 

inches like normal text 

See examples at the bottom of this page.1,2 

2.8. Headers, Footers, and Page Numbers 

The placement and sizes of headers, footers, and page numbers may change based on the type 

of document and individual need.  

Headers  

Headers should be used on all inside pages of the document from the Contents page till the end. 

No headers should be placed on the front or back cover, title page, or inside front or back cover.  

When the document is splayed open, the left page header is “The Technical and Operational 

Performance Support (TOPS) Program” and is aligned left. The right page header is the title of 

the document and is aligned right. 

Font: Calibri, 9 pt, automatic color, no special spacing, no indentations 

Footers 

Footers generally are unnecessary. If a document is particularly large and it is necessary to 

denote for the reader what chapter/section they are in, you can add a footer with the name of 

the particular document section directly above the page number, center aligned.  

Font: Calibri, 9 pt, automatic color, no special spacing, no indentations 

Page Numbers 

Page numbers should be included in all documents larger than 4 pages. It is not necessary to 

place page numbers on presentations, though you may.  

In most documents, page numbers should be placed in the footer of the document and should 

be center aligned. Page numbers may be placed elsewhere in the header or footer depending on 

document size, length, or necessity (e.g., in technical briefs or PowerPoint presentations where 

page space is more limited).  

Page numbers should only start after the table of contents. When inserted in front material (i.e., 

acknowledgements, abbreviations and acronyms list, executive summary) use Roman numerals 

(i.e., i, ii, iii…). Page numbers on all main body text should use Arabic numerals (i.e., 1, 2, 3...). 

                                                           
1 Example Footnote 1 
2 Example Footnote 2 
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Page numbers should be the same size font as body text (i.e., Calibri, 11 pt, automatic, no 

special spacing, no indentations). 

2.9. Margins 

Most documents, including letter (8.5 x 11.0 inches), legal (8.5 x 14.0 inches), and A4 (8.27 x 

11.69 inches) size, require 1.0 inch margins on all sides. Documents smaller than letter size may 

use smaller margins down to 0.5 inches, but no smaller. 

Margin size should be consistent on all 4 sides. If different-sized margins are needed make sure 

that top and bottom margins match and right and left margins match. 

2.10. Reference Lists 

Reference lists are not required in every product, only when references must be cited. If only a 

few references were used, footnotes may be sufficient. If a document is too short to have 

footnotes, the references in the reference list may be numbered and the corresponding number 

placed in brackets at the end of the text that needs the citation.  

The Reference List should be placed in its own section, not as an appendix. 

See References for an example. 

2.11. Tables of Contents 

The title of the page should be “Contents,” not “Table of Contents” or “TOC.” The page with the 

table of contents should not be numbered.  

To avoid having the title “Contents” show up in the table of contents, format the title as normal 

but with font and color changes, not as Heading 1. 

Be sure to check the table of contents to make sure that all headings are tagged correctly and 

appear in the correct hierarchy. 

If for some reason you need to delete a line from a table of contents (e.g., the file is “broken” so 

the table is generated with lines you did not tag, you tag the “Contents” title as a heading 1), 

highlight the specific line starting from the end of the line and moving back to the beginning, 

then hit the “delete” key, not backspace. 

Use the following formatting convention and settings: 

 Create custom table of contents 

 No more than 3 levels (for headings 1, 2, and 3) 

 Tab leader should be “…………” 
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 TOC 1: this is level 1, Calibri 11 pt bold font, indented 0.0 inches, hanging indent 0.5 inches, 

6 pt spacing before, 3 pt spacing after 

 TOC 2: this is level 2, Calibri 11 pt font, indented 0.5 inches, hanging indent 0.5 inches, 0 pt 

spacing before, 0 pt spacing after 

 TOC3: this is level 3, Calibri 11 pt font, indented 1.0 inches, hanging indent 0.5 inches, 0 pt 

spacing before, 0 pt spacing after 

See Contents for an example. 

2.12. Titles of Other Major Sections of the Document Found in the 
Body Text 

If other major section titles, such as headings, table titles, text box titles, figure titles, etc., are 

mentioned elsewhere in the main text of the document, i.e., you are directing the reader to see 

that element, bold the title only and color it using TOPS blue.  

Example: “For more information, please see Section 4.4, Table 4.2, and Handout 4.5.” 
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3. Editorial Guidance 

3.1. Notes on Using Track Changes 

All editors (whether TOPS employees or consultants) must use track changes to record every 

edit they make to a document; this is not negotiable. 

Makes sure track changes settings include tracking formatting and moves. While editors usually 

will not do large scale formatting, they do need to track minor formatting changes, such as 

bolding, underlining, and italicizing. 

Before emailing or uploading a document with track changes, make sure the track changes 

function is ON and set to view “All Markup.” 

3.2. American English versus British English3 

Which to Use in TOPS Documents 

TOPS materials default to American English, especially when written for a general/global 

audience. However, when creating materials for a specific English-speaking country, check which 

version of English that country uses. Most likely it will be British English. Materials should be 

written and edited in the correct language used in the specific country they are being written 

for. The sub-sections below should help you determine the correct spelling and word usage for 

your particular material/document depending on the version of English used. 

American English Spelling versus British English Spelling 

The following spelling conventions are typical. However, as with many grammar and spelling 

conventions, there always are exceptions. When it doubt, it is best to research the spelling of 

the specific word or phrase in question.  

American English Spelling British English Spelling 

Word contains –o– in its last syllable  
(e.g., color) 

Word contains –ou– in its last syllable  
(e.g., colour) 

Word ends in –el (e.g., travel), conjugation or 
alternate tense of that word contains –el– 
(e.g., traveling) 

Word ends in –el (e.g., travel), conjugation or 
alternate tense of that word contains –ell– 
(e.g., travelling) 

Word ends in –ense (e.g., pretense) Word ends in –ence (e.g., pretence) 

                                                           
3 Much of the information from this sub-section was taken from the Oxford Dictionaries 

(www.oxforddictionaries.com) and supplemented with the Cambridge Dictionaries Online 

(dictionary.cambridge.org).  

http://www.oxforddictionaries.com/
file:///C:/Users/relrom/Dropbox%20(StCU)/TOPS/TOPS%20Public/Communications/Style%20Guide/dictionary.cambridge.org
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American English Spelling British English Spelling 

Word ends in –er (e.g., liter) Word ends in –re (e.g., litre) 

Word ends in –ize (e.g., organize) Word typically ends in –ise (though 
sometimes can end in –ize) (e.g., organise) 

Word ends in –yze (e.g., analyze) Word ends in –yse (e.g., analyse) 

Word ends in –og (e.g., catalog) (note that 
American English often still accepts the –ogue 
ending, e.g., dialogue) 

Word ends in –ogue (e.g., catalogue) 

Some words contain –e– (e.g., estrogen, 
pediatric) 

Some words contain –oe– or –ae–  
(e.g., oestrogen, paediatric) 

Some past-tense verbs end in –ed  
(e.g., learned) 

Some past-tense verbs end in –t (e.g., learnt) 

Some past-tense verbs are the same as the 
present tense (e.g., fit) 

Some past tense verbs end in –ed  
(e.g., fitted) 

American English Words and their British English Counterparts 

American English Word British English Word 

A 

absorbent cotton cotton wool 

accommodations accommodation 

acetaminophen paracetamol 

airplane aeroplane 

all-purpose flour plain flour 

aluminum aluminium 

anise aniseed 

apartment flat 

B 

bathroom toilet, W.C. 

beet(s) beetroot 

blueberry Bilberry 

busy engaged 

C 

candy sweet(s) 

cell phone mobile phone 
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American English Word British English Word 

check bill 

check mark tick 

checking account current account 

closet wardrobe 

cookie/cracker/scone biscuit 

corn maize 

cornstarch cornflour 

cotton swab cotton bud 

counterclockwise anticlockwise 

countertop worktop 

crib cot 

D 

dark chocolate plain chocolate 

diaper nappy 

dishpan washing up boal 

driver’s license driving licence 

drop cloth dust sheet 

drugstore chemist 

durable goods consumer durables 

E 

eggplant aubergine 

electrical outlet power point 

elementary school junior school 

emergency room casualty 

F 

first floor ground floor 

fiscal year financial year 

flatbed truck low loader 

flextime flexitime 

freight train goods train 
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American English Word British English Word 

G 

garbage can dustbin 

gas/gasoline petrol 

green onion spring onion 

ground earth 

H 

have to (verb) have got to 

hazard pay danger money 

high school secondary school 

housing project council estate 

I 

in years for years 

installment plan hire purchase 

J 

K 

L 

labor union trade union 

lawyer solicitor 

legal holiday bank holiday 

line queue 

lumber timber 

M 

might (modal verb) might do 

molasses treacle 

mom/mommy mum/mummy 

N 

O 

oatmeal porridge 

ordinance by-law 
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American English Word British English Word 

P 

pacifier dummy 

parking lot car park 

parochial school faith school 

paved road metalled road 

period (punctuation) full stop 

plastic wrap cling film 

Plexiglas Perspex glass 

private school public school 

public school state school 

public transportation public transport 

Q 

quotation marks inverted commas 

R 

railroad railway 

rent hire 

retroactive retrospective 

Romaine lettuce cos 

row boat rowing boat 

S 

sanitary napkin sanitary towel 

second floor first floor 

sidewalk footway 

skim milk skimmed milk 

snow pea mangetout 

soy/soybean soya/soya bean 

stovetop hob 

streetcar/cable car tram 

stroller/baby carriage pram; pushchair 

sweater jumper 

switchblade flick knife 
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American English Word British English Word 

T 

tailor made bespoke 

taxi stand taxi rank 

thermos bottle vacuum flask 

thumbtack drawing pin 

train car wagon 

truck lorry 

U 

undershirt vest 

unlike unalike 

utility knife Stanley knife 

V 

vest waistcoat 

veterinarian veterinary surgeon 

W 

washcloth flannel 

wax paper/waxed paper greaseproof paper 

will (verb) shall 

X 

Y 

yard/lawn garden 

Z 

zip code post code 

zipper zip 

zucchini courgette 

American English Punctuation versus British English Punctuation 

In American English, punctuation is placed before the end of a quote, regardless of whether that 

punctuation was part of the original quote. In British English, punctuation is placed after the end 

of a quote, unless that punctuation was part of the original quote.  

American English and British English use quotation mark conventions that are opposite from one 

another. American English uses quotation marks (“...”) to denote a quote and apostrophes (‘...’) 



Style Guide 

Editorial Guidance 

19 

to denote a quote within a quote. British English uses apostrophes, or what they call “inverted 

commas,” to denote a quote and quotation marks to denote a quote within a quote.  

3.3. Abbreviations and Acronyms 

Refer to Abbreviations and Acronyms for examples of proper usage of commonly used 

abbreviations and acronyms and of how the list should be organized. 

Note the difference between an abbreviation and an acronym; they are not interchangeable 

terms, though an acronym is a type of abbreviation.4 

 “[A]n abbreviation is a shortened or contracted form of a word or phrase, used to represent 

the whole” (e.g., FSN, HIV). 

 “Acronyms are abbreviations that are pronounced as words” (e.g., AIDS, TOPS). 

How to Use 

On first use, spell out the abbreviation/acronym, then follow with abbreviation/acronym in 

parentheses, e.g., the U.S. Agency for International Development (USAID). Once an 

abbreviation/acronym has been defined use it consistently (e.g., if “NRM” is used do not use 

“ANRM” to also denote “natural resource management”). 

Avoid using abbreviations/acronyms in headers and titles, especially when they have not yet 

been defined in the text. The exception to this is when the abbreviation/acronym is more 

commonly known than the definition (e.g., AIDS, HIV, USAID).  

Be sure to check on and use organizations’ own preferences for abbreviations/acronyms. For 

example, none of the branches of Save the Children permit abbreviating to, e.g., SCI or STC in 

public documents. Also, some organizations place their abbreviations/acronyms before the 

words “program” or “project (e.g., The Technical and Operational Performance Support [TOPS] 

Program), while others do not (e.g., Food and Nutrition Technical Assistance III Project [FANTA]).  

Reduce usage where possible.  

 Do not use abbreviations or acronyms that your readers generally will not know or 

understand or that can change from context to context (e.g., NRM vs. ANRM). 

 Avoid using abbreviations or acronyms that are composed of only one or two letters or 

numbers, unless the abbreviation is a standard unit of measure.  

 Avoid abbreviations/acronyms in PowerPoint presentations, posters, and other tools and 

materials where it may not be possible to include an abbreviations and acronyms list. 

Do not use an abbreviation if there is never a second reference unless:  

                                                           
4 These definitions were taken from Straus, J. (2008 March 17). Abbreviations vs. Acronyms vs. Initialisms [web 

log]. Grammarbook.com. Available at: http://data.grammarbook.com/blog/abbreviations/abbreviations-acronyms-

and-initialisms-revisited/  

http://data.grammarbook.com/blog/abbreviations/abbreviations-acronyms-and-initialisms-revisited/
http://data.grammarbook.com/blog/abbreviations/abbreviations-acronyms-and-initialisms-revisited/
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 The acronym or abbreviation is an organization/entity name 

 The acronym or abbreviation is the common way of referring to the subject, not the 

definition (e.g., AIDS, HIV) 

Abbreviations and Acronyms Lists 

Lists always are found toward the beginning of the document, immediately after the table of 

contents. Never place the list in an appendix. 

The title of the list should be “Abbreviations and Acronyms,” not “Acronyms and Abbreviations,” 

“Abbreviations and Acronyms List,” or “List of Abbreviations and Acronyms.” 

Include all abbreviations and acronyms found in the document in alphabetical order. Non-

alphabetical abbreviations (e.g., µg, €, <) should be placed at the end of the list. 

The abbreviation/acronym definition should not begin with a capital letter or have each word 

capitalized unless the definition is normally written that way. List all definitions as they appear 

in text (e.g., CSB corn-soy blend, not CSB Corn-soy blend or CSB Corn-Soy Blend). 

3.4. Appendices 

Use the term “Appendix/Appendices,” not “Annex/Annexes.” 

All appendices should be numbered as Appendix 1, Appendix 2, Appendix 3, etc., not 1, 2, 3, 

etc., or Appendix A, Appendix B, Appendix C, etc. 

There should be at least two appendices. If only one appendix exists in the document, fold the 

material into the main body of the document. 

3.5. Bold, Italics, and Underlining 

Do not combine bolding, italicizing, underlining, and/or all caps in one word or phrase, including 

for emphasis; only one or the other is needed. Only bold or all caps text should be used for 

emphasis; whichever is used, be consistent through the product.  

Bold Text 

Bold the following text only: 

 Headings and table/figure titles (and use the appropriate color scheme) 

 That which directs the reader to another section of the document (e.g., “See Section 4 and 

Table 4.1 for more information”); in this instance make sure the text is colored in TOPS blue 

 Important vocabulary words or phrases, especially those that you are about to define (e.g., 

“A Barrier Analysis is a type of survey”) 

 Terms that must be emphasized or that are especially important for the reader to know 
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Italics 

Italicize the following text only:  

 Names of newspapers, books, magazines, and reports, including TOPS-produced reports 

(e.g., Newsweek magazine, State of the World's Mothers report) 

 Foreign language words and phrases (e.g., a French word in an English-language document, 

an English word in a Spanish-language document) 

Underlining 

Underlining denotes that the text is hyperlinked, either to an external website or platform or 

internally to somewhere else in the document. This shows up automatically with most websites 

and email addresses, but might need to be added for other hyperlinked or bookmarked text.  

Underlining should not be used for emphasis or to denote a title.  

Make sure underlined, thus hyperlinked, text is colored in TOPS blue, not the automatic blue 

that the text turns with an automatic hyperlink (e.g., www.thetopsprogram.org).  

3.6. Bullet Point and Numbered Lists 

Start each item with a capital letter. 

Punctuate items consistently according to the following rules. 

 If the sentence introducing the list ends with a colon, therefore is not a full sentence, or the 

list appears as a standalone: 

 If the item is a full sentence, end the item with a period. 

 If one item ends with a period (full stop), end all items with a period, but ensure that 

they are all full sentences. 

 If the item is a phrase or fragment, do not add ending punctuation, such as a period. 

 If the sentence introducing the list is a full sentence, all the items in the list must be full 

sentences 

Do not: 

 End bullet points or numbered lists with semicolons or commas 

 Add the word “and” to the second-to-last item 

 End only the last item with a period 

  

http://www.thetopsprogram.org/
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3.7. Capitalization 

In general, reduce the use of capitals to proper nouns only. 

In document headings, either initial caps or all caps (still following the rules below) is acceptable, 

provided the style is maintained throughout the document. 

Do capitalize: 

 All proper nouns 

 Prepositions with five or more letters (e.g., Through, After) in proper nouns, titles, or 

headings 

 “Mission” when referring to a USAID country office 

 Formal titles or bodies when they appear as part of the name (e.g., UN Secretary General 

Ban-ki Moon, Project Director Mark Fritzler) 

 TOPS task forces and programs (e.g., Agriculture and Natural Resource Management Task 

Force, Small Grants Program) 

 The second (and subsequent) word(s) in a hyphenate, when that hyphenate is part of a 

proper noun, title, or heading (e.g., The News-Making Organization magazine not The News-

making Organization magazine) 

Do not capitalize:  

 Prepositions with four or fewer letters (e.g., at, by, with) 

 All conjunctions (e.g., and, because, but), regardless of placement or length 

 Words such as “magazine” or “the”, unless they are part of a proper noun 

 Divisions or groups frequently found within companies or organizations (e.g., the board of 

directors, the health department), unless part of a formal title 

 Directions, unless they are part of a formal geographic name (e.g., the northwest part of the 

country, the Pacific Northwest, headed west, East Timor), title, or heading 

3.8. Executive Summary 

Executive summaries may be necessary in some longer documents or those containing research 

findings or technical recommendations. If an executive summary is used, it should be kept to no 

more than 2 pages in length and placed after the acknowledgements and before the 

introduction or first section. 
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3.9. Footnotes 

TOPS preference is for footnotes over endnotes, but endnotes may be used depending on 

document type or length.  

Place all asides, explanations, and references in the footnotes.  

Generally speaking, all footnotes should be written in full sentences. 

Place the footnote marker after punctuation, not before.  

3.10. Foreign-Language Words 

Foreign-language words (e.g., a French term in an English document, a Spanish term in a French 

document) should be italicized. 

Check with an expert who is well versed in the foreign language to ensure correct spelling and 

usage of the foreign-language words.  

3.11. Headings 

Headings do not necessarily have to be numbered. This might be useful in larger documents, but 

may be unnecessary in shorter documents, depending on the document.  

Headings should be as short as possible and kept to one line, just long enough to explain to the 

reader what will be found in that section and how the section falls into the overall 

hierarchy/organization of the document. 

In terms of capitalization: 

 Capitalize (see   
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 3.7. Capitalization for which words should be capitalized) heading levels 1, 2, and 3.  

 Use sentence case for Heading 4. 

 Picture, figure, table, and text box titles either can be capitalized or sentence case, but be 

consistent throughout the document. 

3.12. Numbers 

Spell out numbers one through nine (i.e., one, two, three not 1, 2, 3), except when describing: 

 Percentages (e.g., 4 percent, 6%) 

 Measurements of time (e.g., under 5 years, 7 minutes ago) 

 Amounts of currency (e.g., US$1, US$1 million) 

For 10 and above use numerals on all instances (i.e., 10, 20, 100 not ten, twenty, one hundred). 

Always spell out ordinal numbers (i.e., first, second, third not 1st, 2nd, 3rd). 

Always use numerals in front of number words (e.g., 24 million, 1 billion). 

Never begin a sentence with a numeral, except for sentences that begin with a year (e.g., Two 

hundred freshmen attended, Five actors took the stage, 1776 was an important year). 

A numeral can be used at the beginning of a bulleted item. 

Spell out fractions, using hyphens between the words (e.g., two-thirds, four-fifths). 

If large numbers need to be spelled out, use a hyphen to connect numbers ending in “y” to 

another word (e.g., twenty-one, one hundred forty-three). 

In tables and figures, it is acceptable to use numerals in all instances. 

Age 

Always use numerals with age (e.g., the boy was 5 years old). 

Insert hyphens when the age is used as an adjective (e.g., 5-year-old children). 

Follow the age numeral with “years old” or “years of age.” 

Currency 

U.S. currency is written as 50,000 USD or US$50,000. 

For cents or amounts of $1 million or more, spell the words cents, million, billion, trillion, etc. 

(e.g., US$26.52, US$100,200, US$8 million, 6 cents).  
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3.13. Punctuation 

Ampersands (&) 

Do not use an ampersand in place of the word “and” unless it is part of:  

 A proper title or name (e.g., the Bill & Melinda Gates Foundation, the World Bank and the 

Bill & Melinda Gates Foundation) 

 An acronym that is already well-known to include an ampersand (e.g., M&E) 

Apostrophes (‘) 

Set the document settings to use smart apostrophes, i.e., the apostrophe curved inward (’ not ').  

To indicate the possessive case:  

 Use before the “s” of a singular noun or a plural noun that does not use an “s” for plurality, 

e.g., the children’s temperatures 

 Use after the “s” of a plural noun, e.g., their mothers’ health, the villagers’ program 

Apostrophes are not used to indicate the plural of an acronym, phrase, or date (e.g., NGOs, 

ABCs, 1990s). 

Remember the different meanings of words when apostrophe locations change (e.g., it’s = it is; 

its = possessive for “it”). 

Colons (:) 

Colons are used to denote that a bulleted, numbered, or in-text list or a specific thought or point 

will follow. Colons should be used only to denote lists; they are unnecessary for any other 

function. 

Commas (,) 

For simplicity’s sake, TOPS uses serial commas (also known as the Oxford comma) in all 

instances (e.g., “agriculture, nutrition, and health” not “agriculture, nutrition and health”). 

Use a comma for specific date format (e.g., April 7, 2002) but not for general date format (e.g., 

April 2002). 

Use a comma in the proper three-integer locations in a number that is 1,000 or greater (e.g., 

10,000 not 10 000 or 10.000). 

E.g. (for example) and i.e. (in other words) should be followed by commas. 

Ellipses (…) 

Ellipses denote missing words. Insert an ellipsis with a space on either side (i.e., … ). 
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To denote missing words in a direct quote, insert an ellipsis inside brackets with a space on 

either side (i.e., […] ) (e.g., “She said she was going to the market […] but not until after lunch.”). 

To denote an unfinished thought, add an ellipsis to the end of the phrase (i.e., thought…); this 

should be avoided because ellipses rarely are used for this purpose in professional or technical 

writing. 

Hyphens and Dashes (‐,−,–,—) 

‐ hyphen. Hyphens are used to connect: 

 Two or more adjectives before a noun that act as one idea (one-thought adjectives) (e.g., it 

is a state-of-the-art program, the decision-making process) 

 Expressions where words have become linked by usage to express one idea (e.g.,: mother-

in-law) 

 Adjective compounds with a numerical first element (e.g., 10-hour day) 

 Words prefixed by all-, ex-, or self- (e.g., self-esteem, all-star) 

 Some words prefixed by cross- (e.g., cross-cultural, cross-connection, cross-match) 

 A prefix that ends in one letter with a word that starts with that same letter (e.g., anti-

inflammatory) 

 Fractions and cardinal numbers written as words and consisting of two or more words (e.g., 

two-thirds) 

Where two or more hyphenated compounds have a common basic element that is omitted in 

one or more of the terms, leave a space after the first hyphen and do not repeat the common 

basic element (e.g., three- or four-member committee). 

Do not: 

 Use a hyphen after an adverb ending with -ly (e.g., “carefully planned project” not 

“carefully-planned project”)  

 Hyphenate words prefixed by anti, bi, co, counter, de, dis, hyper, in, inter, mega, micro, mis, 

non, out, over, post, pre, re, semi, un, and under (among others), unless the second element 

is capitalized or is a numeral or unless it is part of a proper noun that is predetermined to be 

capitalized (e.g., anticlimactic vs. anti-Semitism, microeconomics vs. micro grant) 

 Use a hyphen in a two-word modifier if the first element is a comparative or superlative, 

words like better, best, upper, higher, worst, lower, lowest (e.g., “lower income community 

members” not “lower-income community members”)  

 Use a hyphen in a noun phrase that comes at the end of a sentence or phrase (e.g., “The 

benefits are cost effective” not “the benefits are cost-effective”) 

 Use a hyphen to denote negative numbers, as a pause in thought process, to emphasize a 

thought or phrase, or to separate numerical ranges 
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− minus sign. Minus signs are slightly shorter than the en-dash and longer and higher than the 

hyphen. They should be used only to denote a negative number. Minus signs are found in MS 

Office software under the “Insert” tab, then click on “Symbol,” then search for the minus sign 

(character code 2212).  

– en-dash. En-dashes are slightly longer than the minus sign, longer and higher than the hyphen, 

and half the length of an em-dash. They are basically only used to separate numerical ranges 

(e.g., take 1–2 pills every 4 hours). To insert an en-dash, click Ctrl + NumLock + - (the hyphen 

key). Or, under the “Insert” tab in MS Office software, click on “Symbol,” then search for the en-

dash (character code 2013). 

— em-dash. Em-dashes are twice as long as en-dashes and are used to emphasize a word or 

phrase in a sentence that is an aside. They rarely are needed; usually commas can be used and 

are more grammatically correct. To insert an em-dash, click Ctrl + Alt + NumLock + - (the hyphen 

key). Or, under the “Insert” tab in MS Office software, click on “Symbol,” then search for the 

em-dash (character code 2014). 

Quotation Marks (“) 

Set the document settings to use smart quotes instead of straight quotes, i.e., quotation marks 

are curved (“ not "). 

Sentence punctuation is placed inside the ending quotation mark (in American English; in other 

languages, like British English, sentence punctuation is placed outside quotation marks). 

Put quotation marks around the titles of book chapters, articles in magazines and newspapers, 

television and radio shows, poems, and songs that appear in the main text (occurrences of these 

titles do not need quotation marks in references). 

Do not put quotation marks around the names of books or other italicized titles (see Italics) 

(example of incorrect use: “Designing for Behavior Change”). 

Note the use of quotation marks in other languages, e.g.: 

 British English: Apostrophes, known as inverse commas, are used for quotations (‘…’) and 

quotation marks are used for quotations inside quotations (‘… “…”’), in opposite to 

American English 

 French: The guillemets (« … ») are used instead of quotation marks 

3.14. References 

Reference format basically follows APA style, and all elements end with periods, unless noted: 

 Author last name and first initial 

 Year of publication (or n.d., if not yet published) 

 Title of article/report/guide/etc. 

 If article: Publication name in italics, publication issue and number, page numbers 

 All others: Location of publication, publishing organization 
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See References for example entries. 

All references should be listed in footnotes, not in in-text citations; endnotes may be used in a 

shorter document. 

References in footnotes may be fully listed or shortened for brevity, provided they are listed in 

the reference list (e.g., “Smith 2009” vs. “Smith, J. 2009. Hunger and Livelihoods Report. 

Washington, DC: Save the Children.”); either way be consistent. 

Reference List 

See References for an example. 

The reference list should include all the references mentioned in the document’s footnotes, and 

only those references. Any other references not used in the document should be put into a 

separate list for further reading or more information. 

Alphabetize references by first author’s last name/organization name. 

3.15. Spacing 

Paragraphs and lists should not have extra spaces between them, i.e., do not press “Enter” twice 

at the end of a paragraph or list (the 10 pt spacing after takes the place of this). 

Add only 1 space after the end of a sentence; the traditional 2 spaces is no longer needed or 

used.



Style Guide 

Writing Tips 

29 

4. Writing Tips 

4.1. Miscellaneous Tips 

Keep sentences short and simple, using the active voice whenever possible. 

Be concise, avoiding unnecessary words and phrases such as “in order to” or “a total of”. 

Generally organizations are gender-neutral and singular, and references to organizations should 

be “it” (e.g., “TOPS organizes its resources to…”). 

Unless there is a specific reason not to, always list names of countries, organizations, and TOPS-

specific task forces, technical staff, and technical programs in alphabetical order. 

If a commonly used term is too long to type, use your own “code” (e.g., dfap) then use the 

“replace all” to replace the code with the proper phrase (e.g., Title II development food 

assistance program). 

Never use “e.g.,” “etc.,” “such as,” and “for example” in the same sentence. 

Always use formal titles of documents, positions, organizations, etc.; you cannot guarantee that 

your readers will know nicknames or abbreviated titles. 

Always check your spelling! 

4.2. Reading Level 

It is important to write to the correct reading level so your audience will understand the 

information you are trying to convey. Most often, The TOPS Program and other organizations in 

our field write to a 10th-grade reading level. 

You can check the reading level by copying and pasting a segment (English only) at any of the 

following websites:  

 http://www.online-utility.org/  

 https://readability-score.com/  

 http://office.microsoft.com/en-us/word-help/test-your-document-s-readability-

HP010148506.aspx (directions for this function in Microsoft Word) 

If you find that the reading level of your text is higher or lower than your desired reading level, 

rewrite and check the text again.  

http://www.online-utility.org/
https://readability-score.com/
http://office.microsoft.com/en-us/word-help/test-your-document-s-readability-HP010148506.aspx
http://office.microsoft.com/en-us/word-help/test-your-document-s-readability-HP010148506.aspx
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4.3. Correct Spelling and Usage of Commonly Used Words and 
Phrases 

Use this list for all content generated by The TOPS Program. Do not change quoted text, official 

names, or publication titles to suit TOPS style; follow the original convention in these items.  

Term Notes on Correct Spelling and Usage 

A 

after school Adverb phrase, as in “they go to the program after school” 

after-school Adjective, as in “they go to an after-school program” 

agroecological  Not agro-ecological 

all intents and purposes Not all intensive purposes 

antiretroviral drugs Not anti-retroviral 

B 

bednets  Not bed nets or bed-nets 

bilateral  Not bi-lateral 

birthweight Not birth weight 

breastfed Not breast fed 

breastfeeding Not breast feeding 

brown-bag Not brownbag or brown bag 

C 

capacity building  Not hyphenated when used as a noun phrase, such as “our mission 

includes capacity building 

capacity-building Hyphenated when used as an adjective, such as “a capacity-building 

seminar” 

checkup Noun, as in “I’m taking my child in for a checkup” 

check up Verb, as in “I’d like to check up with you on that” 

childbirth Not child birth 

cost effective Not hyphenated when used as a noun phrase, such as “those 

measures were the most cost effective” 

cost-effective Hyphenated when used as an adjective, such as “cost-effective 

measures” 

cross-cutting Not crosscutting or cross cutting, even when used as a noun phrase 

cross-cultural Not crosscultural or cross cultural, even when used as a noun 

phrase 

cross-visit Not cross visit, even when used as a noun phrase 
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Term Notes on Correct Spelling and Usage 

D 

data Plural; e.g., “data are” 

database No data base or data-base 

day care Noun, as in “I’d like to send her to day care” 

day-care Adjective, as in “day-care center” 

decision-maker Not decisionmaker or decision maker, even when used as a noun 

phrase 

development food 

assistance program(s) 

Should not be capitalized 

Do not use “DFAPs” as an acronym in formal or published materials 

This term replaces “multi-year assistance program (MYAP)” 

E 

email Not e-mail 

e-newsletter Not enewsletter 

F 

field-test Not field test or fieldtest 

fieldwork Not field work or field-work 

firsthand Not first-hand or firsthand, even when used as a noun phrase 

FSN Network Not FSN or FSNN 

fundraising Not fund-raising 

G 

grassroots Not grass-roots or grass roots 

groundbreaking Not ground-breaking or ground breaking 

H 

handmade Not hand-made or hand made 

hand-me-down Hyphenate even when used as a noun phrase 

handout Not hand-out 

hand-washing Not hand washing or handwashing 

health care Noun, as in “enroll in health care” 

health-care Adjective, as in “health-care providers” 

help + verb As in “help build” not “help to build” 

I 

in-house Hyphenate even when used as a noun phrase 

Internet Not internet 
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Term Notes on Correct Spelling and Usage 

J 

K 

L 

lifesaving Not life-saving or life saving 

life-threatening Hyphenate even when used as a noun phrase 

long-standing Hyphenate even when used as a noun phrase 

long-term Hyphenate even when used as a noun phrase 

long time Adverb or noun phrase, as in “I’ve been travelling for a long time” 

longtime Adjective, as in “longtime commitment” 

low birthweight Noun phrase, as in “The children have low birthweight” 

low-birthweight Adjective, as in “low-birthweight babies” 

low cost Noun phrase, as in “The vaccines are low cost” 

low-cost Adjective, as in “low-cost interventions” 

M 

maternal health Noun phrase and adjective 

microenterprise Not micro-enterprise or micro enterprise 

microgrant Not micro-grant or micro grant 

microloan Not micro-loan or micro loan 

micronutrient Not micro-nutrient or micro nutrient 

midterm Not mid-term 

multilateral Not multi-lateral 

multisectoral Not multi-sectoral 

N 

nongovernmental Not non-governmental 

nonprofit Not non-profit 

O 

ongoing Not on-going 

P 

percent Not per-cent or percent; preferable over % in written text 

Plumpy’Nut® Note the capitalization, apostrophe, and the registered sign 

policymaker Not policy-maker or policy maker 

postnatal Not post-natal or post natal 
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Term Notes on Correct Spelling and Usage 

prenatal Not pre-natal or pre natal; antenatal also is acceptable, e.g., 

“antenatal care (ANC)” 

printout Not print-out or print out 

promising practices Not best practices 

psychosocial Not psycho-social or psycho social 

Q 

R 

S 

schoolchildren Not school children 

Scope of Work Note the capitalization 

self-assessment Hyphenate even when used as a noun phrase 

self-sufficient Hyphenate even when used as a noun phrase 

situation analysis Not situational analysis 

socioeconomic Not socio-economic 

staff Singular or plural, i.e., staff is, staff are (mainly appears as plural) 

state of the art Noun phrase, as in “The machines are state of the art” 

state-of-the-art Adjective, as in “state-of-the-art program” 

storyteller Not story-teller or story teller 

sub-grant Not subgrant or sub grant 

T 

to date Not to-date 

try to Not try and, e.g., “I want to try to go to the workshop” not “I want 

to try and go to the workshop” 

U 

under way Not underway or under-way 

under 5 years of age Not under five years of age, under-5 years of age, or under 5 years 

under-5 Adjective, as in “under-5 mortality” 

underserved Not under-served or under served 

United States Noun, as in “I flew to the United States” 

U.S. Adjective, as in “The U.S. response,” not “US” 

V 
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Term Notes on Correct Spelling and Usage 

W 

web Not Web 

website Not Website or web-site 

well-being Not wellbeing or well being 

well established Noun phrase, as in “the standards are well established” 

well-established Adjective, as in “the well-established sponsors” 

well-known Hyphenate even when used as a noun phrase 

worldwide Not world-wide or world wide 

workshop Not work-shop or work shop 

X 

Y 

Z 

4.4. Commonly Confused Words5 

Word 1 Meaning Word 2 Meaning 

A 

a lot Many allot To distribute, give, or assign 

a while For a short time; when 

while is used as the object 

of the preposition (for a 

while) then the “a” is 

separated from the “while” 

awhile For a while; for a short time 

alternate Implies a sequential order 

(as in “every other one”) 

alternative A choice between two 

mutually exclusive 

possibilities 

accept To agree to receive or do except Not including 

adverse Unfavorable, harmful averse Strongly disliking, opposed 

affect To change or make a 

difference 

effect A result; to bring about a 

result 

                                                           
5 Most of these word pairs were taken from http://www.oxforddictionaries.com/words/commonly-confused-

words and http://grammar.yourdictionary.com/style-and-usage/commonly-confused-words.html. Please see the 

links for more commonly confused words and additional explanations. 

http://www.oxforddictionaries.com/words/commonly-confused-words
http://www.oxforddictionaries.com/words/commonly-confused-words
http://grammar.yourdictionary.com/style-and-usage/commonly-confused-words.html
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Word 1 Meaning Word 2 Meaning 

all together All in one place altogether Completely; on the whole 

allusion An indirect reference illusion A false idea or conception; 

an unreal, deceptive, or 

misleading appearance or 

image 

aloud Out loud allowed Permitted 

assent Agreement, approval ascent The action of rising or 

climbing up 

B 

bated In suspense, as in “with 

bated breath” 

baited With bait attached or 

inserted 

berth A bunk in a ship, train, etc. birth The emergence of a baby 

from the womb 

brake A device for stopping a 

vehicle; to stop a vehicle 

break To separate into pieces; a 

pause 

breach To break through; to break 

a rule; a gap 

breech The back part of a gun 

barrel 

broach To raise a subject for 

discussion 

brooch A piece of jewelry 

C 

canvas A type of strong cloth canvass To seek people’s votes 

chord A group of musical notes cord A length of string; a cord-

like body part 

climactic Forming a climax climatic Relating to climate 

complacent Smug and self-satisfied complaisant Willing to please 

complement To add to so as to improve; 

and addition that improves 

something 

compliment To praise or express 

approval; an admiring 

remark 

comprise To include; to contain; to 

consist of; to be composed 

of 

compose To form in combination; 

make up; constitute 

D 

defuse To make a situation less 

tense 

diffuse To spread over a wide area 
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Word 1 Meaning Word 2 Meaning 

discreet Careful not to attract 

attention 

discrete Separate and distinct 

disinterested Impartial uninterested Not interested 

done Completed; sufficiently 

cooked; socially acceptable 

did Past tense of do 

dual Having two parts duel A fight or contest between 

two people 

E 

elicit To draw out a reply or 

reaction 

illicit Not allowed by law or rules 

envelop To cover or surround envelope A paper container for a 

letter 

F 

fewer Use with countable nouns, 

e.g., fewer individuals, 

fewer participants 

less Use with non-countable 

nouns, e.g., less interest, 

less participation 

forbear To refrain forebear An ancestor 

G 

H 

hoard A store horde A large crowd of people 

I 

imitate To seek to follow the 

example of; impersonate; 

mimic 

intimate To make known indirectly; 

to hint or imply 

imply To suggest indirectly infer To draw a conclusion 

in a sense In a way; in one way of 

looking at it 

in essence By nature; essentially 

incidence The risk of contracting the 

disease 

prevalence How widespread the 

disease is 

prevalence = incidence × 

duration 

its Of, belonging to, made by, 

or done by “it” 

it’s Contraction for “it is” 

J 

K 
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Word 1 Meaning Word 2 Meaning 

L 

lead A heavy, soft, malleable 

bluish-gray metallic 

chemical element used in 

batteries and in numerous 

alloys and compounds 

led Past tense and past 

participle of the verb “to 

lead” 

loath Reluctant, unwilling loathe To hate 

M 

meter A measuring device metre A metric unit; rhythm in 

verse 

N 

O 

P 

passed Past tense of the verb “to 

pass” 

past Adjective: Of a former time; 

bygone; Noun: The time 

that has gone by 

practice The use of an idea or 

method; the work or 

business of a doctor, 

dentist, etc. 

practise To do something repeatedly 

to gain skill; to do 

something regularly 

precede To be, come, or go before 

in time, place, order, rank, 

or importance 

proceed To advance or go on, 

especially after stopping 

prescribe Authoritatively proscribe To officially forbid 

something 

principal Most important; the head 

of a school 

principle A fundamental rule or 

belief 

Q 

R 

S 

sight The ability to see site A location 

stationary Not moving stationery Writing materials 

T 

taut Tightly stretched; showing 

strain; tidy or well-

disciplined 

taunt To reproach in scornful or 

sarcastic language; to drive 

or provoke 
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Word 1 Meaning Word 2 Meaning 

than Used to introduce the 

second element in 

comparison 

then Adverb: At that time; next 

in order; Adjective: Of that 

time; Noun: That time 

that Used when removing the 

clause that follows would 

change the meaning of the 

sentence (restrictive clause) 

Clauses using “that” never 

separated by commas 

which Used when removing the 

clause that follows would 

not change the meaning of 

the sentence (unrestrictive 

clause) because the clause 

is more of an aside 

Clauses using “which” are 

always separated by 

commas 

tortuous Full of twists; complex torturous Full of pain and suffering 

U 

V 

W 

who Subject pronoun: What or 

which person or persons; 

the person or persons that, 

or a person that (used to 

introduce a relative clause) 

whom Object pronoun: What or 

which person or persons; 

the person or persons that, 

or a person that (used to 

introduce a relative clause) 

wreath A ring-shaped arrangement 

of flowers, etc. 

wreathe To surround or encircle 

X 

Y 

Z 
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5. Elements: Figures, Photographs, Tables, and 
Text Boxes 

5.1. Editing Tips for Elements 

Shorthand or symbols may be used instead of spelled-out text (e.g., % instead of percent). Make 

sure to define these symbols in the Abbreviations and Acronyms List. 

Don’t use shorthand for words that are typically spelled out just to save space, unless it is 

absolutely necessary, i.e., the table or figure is extremely large.  

Follow all the traditional editing rules found in the 3. Editorial Guidance section. 

If needed, add footnotes in the element to explain shorthand, symbols, and abbreviations and 

acronyms that may be found in those elements that have not yet been defined in the main text, 

only if there is no space to define them in the element. 

5.2. In the Table of Contents 

Elements can be included in the main table of contents or be in their own separate tables of 

contents. 

If elements are in their own separate tables of contents, each type of element must have its 

own table (i.e., a table for figures, a table for text boxes). 

5.3. Titles and Numbering Scheme 

All element titles should be numbered, first by section/chapter, then by the order that element 

appears in the section/chapter, as follows. 

 If the document is smaller, it is not necessary to number each element by section/chapter 

first, especially if there are no sections/chapters (i.e., number as table 1, table 2, table 3... 

instead of table 1.1, table 2.4...). 

 Create a separate numbering scheme for each type of element (i.e., tables 1, 2, and 3 and 

figures 1 and 2, not tables 1, 2, and 3 and figures 4 and 5). 

Titles may be sentence case or all caps depending on preference, but be consistent throughout 

the document. 
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5.4. Figures 

Formatting/Layout 

The size of the figure should be no larger than the width of the page, from the left-hand 

indented (0.5”) margin to the right-hand margin. 

For simplicity, use a standard MS Word-type figure/graph format of your choice, though flat is 

preferred over 3-D. Then change coloring to TOPS accent colors. 

MS Word uses preset font (Calibri) and size (9 or 10 pt); it is fine to use these. 

Color in the various parts of the figure with TOPS accent colors.  

Ensure that the figure has both axes labeled as appropriate.  

Do not embed the title in the figure itself; place the title above the figure.  

Example 

Figure 5.1. Number of The TOPS Program Staff, by Consortium Member and Sex 
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5.5. Photographs and Photography 

If you take photographs or have them taken, please:  

 Add your photos to DropBox > TOPS Public > Communications > Photography & Photos 

 Create a folder with the title of your event/activity and the date 

 Make sure to add copies of the consent forms you gathered 

 Add captions for or short narratives about your photos in an MS Word document 

Tips for Using Photographs in TOPS Products 

Only use a photograph when it is necessary, such as to illustrate a point or to show participation 

in an event. Inserting photographs simply for decorative purposes can detract from the product. 

Select the most appropriate photograph for the product, i.e., the photograph should fit the 

scope and subject matter of the material it is supporting. 

Make sure that placing the photograph in that specific product and in the specific location does 

not compromise the people in the photograph, i.e.: 

 It does not insinuate that the person is doing something or has something (e.g., an illness) 

that is untrue 

 The people in the photograph consented to TOPS using the photograph in the manner it is 

being used 

Where to Find Photographs 

Drop Box: TOPS Public > Communications > Photography & Photos 

Merlin, Save the Children’s photo archive; for access, ask the TOPS Communications Specialist, 

since access to Merlin is limited 

K4Health’s Photoshare (http://www.photoshare.org/)  

Release Forms and Consent 

You need permission from people to use their likenesses in photographs/videos/voice 

recordings. This is especially important if you are using the likeness of a program recipient. 

Permission is never implied; you must get affirmative consent and you must be explicit about 

what the photographs/videos/voice recordings may be used for. 

If you are taking a photograph/video/voice recording of a child or adolescent under the age of 

18, you must get the permission of his/her parent or legal guardian to use his/her likeness. 

There are two ways to get affirmative consent, and either may be used: 

http://www.photoshare.org/
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1. An easier option for capturing the likenesses of program recipients in the field: Create a 

consent form for each person to sign that includes the current date, details on The TOPS 

Program, details on how the person’s likeness may be used, an agreement that the person 

would not receive any compensation for having their likeness used since their likeness 

would not be used for any for-profit purposes 

2. An easier option for workshops/meetings: If using a sign-in sheet, adding in a column for 

people to initial that they give consent to have their likenesses taken and used; in this case 

you would need to have a clearly visible sign for people to read explaining what they are 

giving consent to 

Always make sure to store copies of consent forms near where the original photographs are 

stored (i.e., in the same folder as the photos) so that anyone who goes to use the photos will 

know what they are approved for. 

Photo Credits and Captions 

Captions should explain what is happening in the photograph or relate the photograph to the 

topic it is supporting in the text. Insert an explanatory caption just below the photograph in a 

text box. 

The photo must be attributed either in a bottom or side caption text box or in a list of all photos 

in the front material.  

Caption text should be Calibri 9–10 pt font. Attribution font size can be as small as 8 pt font. 

Formatting/Layout 

Photographs may be resized and positioned to fit the needs of the particular document. 

It is not necessary to add a border to a photograph. 

Tips for Taking Photos 

Consider how the subjects are interacting, either with each other or their environment. The best 

and most useful photos show subjects interacting. 

A few larger group shots are fine, but photographs of smaller groups of individuals or one 

individual are better. 

Remember that the darker a person’s skin, the more light is needed to show facial features. 
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Example 

 

 

5.6. Tables 

Formatting/Layout 

Tables generally should fit the width of the page, from the left-hand indented (0.5”) margin to 

the right-hand margin. 

If the table is especially wide, move it to its own page and change that page to landscape 

orientation. Make sure title is on the same page as the table. 

If a table will break across pages, make sure to highlight the header row and click “Repeat 

Header Rows” in the layout options.  

The entire table should be Calibri 10 pt font, 3 pt spacing above and below. 

The header row should be colored as TOPS Green, center aligned text, and bold and white font. 

Any subheading rows should use the lighter green accent color, left aligned text, and bold and 

automatic color font. 

Border lines in the body of the table should be TOPS Green 1 pt thickness with no side borders. 

The header row borders should be white 1 pt thickness with no side or top borders. 
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Tim Frankenberger presents at “Measuring Resilience in 
Ethiopia” on December 2, 2014. 
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Example 

Also see examples in 4.3. Correct Spelling and Usage of Commonly Used Words and Phrases 

and 4.4. Commonly Confused Words. 

Table 5.1. Number of The TOPS Program Employees by Consortium Member, Sex, and Age 

Group 

Number of 

Employees CORE Group 

Food for the 

Hungry Mercy Corps 

Save the 

Children 

TANGO 

International 

By Sex 

Male 1 0 1 4 0 

Female 2 1 1 7 1 

By Age Group 

0–100 years 3 1 2 11 1 

Over 100 years 0 0 0 0 0 

5.7. Text Boxes 

Formatting/Layout 

Text boxes may be resized and positioned to fit the needs of the particular document. 

To reposition the text box anywhere in the document, set Format Position and Wrap Text to 

“Square.” 

Do not add a border; remove the default border. 

Text should be Calibri, 11 pt, automatic color, 6 pt spacing above and below.  

Keep the text box title in the text box, and bold it. 

Shade the text box in the lighter green accent color. 

Example 

 

The TOPS Program Shortened Boilerplate 

The TOPS Program is the USAID/Food for Peace-funded learning initiative, bringing the 

highest quality information, knowledge, and promising practices in food assistance 

programming to implementers and donors around the world to ensure more communities 

and households benefit from the U.S. Government’s investments to fight global hunger. 
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Appendix 1. Q&A on Branding, Logos, and 
Intellectual Property 

The following Q&A can help you determine when and how to use various aspects of TOPS 

branding and marking.  

1.  When do I use the TOPS and USAID logos?  

The TOPS logo represents the five consortium organizations. BOTH the TOPS and the USAID 

logos should be used on any program materials produced by TOPS. The consortium member 

organizational logos are not used, unless the material is a work plan, annual report, or other 

donor document or unless non-TOPS staff from the consortium member contributed 

significantly to the material. 

2.  How do I use the TOPS and USAID logos?  

The TOPS identity is always used in conjunction with the USAID identity. The identities appear 

most often in the form of logos. TOPS and USAID logos must be displayed in equal size and 

prominence and in color.  The USAID logo is always placed to the left of the TOPS logo. 

3.  When do I add the FSN Network logo? 

The FSN Network logo should accompany the USAID and TOPS logos in all instances except in 

work plans, annual reports, or other donor documents and in TOPS Small Grants Program 

materials. Materials presented at TOPS capacity-strengthening workshops also do not require an 

FSN Network logo, though it may be used.  

4.  How do I use the FSN Network logo?   

The FSN Network logo must always be accompanied by the USAID and TOPS logos so that all 

three brands (USAID, TOPS, FSN Network) are displayed in equal size and prominence. The FSN 

Network logo is placed to the right of the TOPS logo.  

5.  When and how do I use the USAID funding disclaimer?  

The USAID funding disclaimer must be used on all program materials. The same disclaimer 

should be used by all consortium partners. Information on the funding disclaimer can be found 

in   

1.5. Funding Disclaimer. 
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The funding disclaimer is placed in the front matter or on the very back cover, depending on 

type and size of material. Information on front matter can be found at 1.4. Front Matter. 

6.  What if my or another organization authored technical 
information PRIOR to or otherwise outside the scope of TOPS 
and TOPS adapts that information? 

In the case where the intellectual property is owned by an organization, then that organization 

must be credited equally with USAID, TOPS, and the FSN Network. The logos should be displayed 

in equal size and prominence on the front cover and generally placed to the right of the FSN 

Network logo or staggered below the USAID and TOPS logos. This would be the case for a TOPS 

consortium member organization or a non-TOPS organization.  

7.  What if TOPS uses information from another organization’s 
existing materials to develop its materials, but substantively 
changes the materials? 

This is typical of how new materials are developed! The TOPS program is committed to 

acknowledging and recognizing the work of other authors/organizations, and the logos of the 

original author organizations may be placed alongside the USAID, TOPS, and FSN Network logos, 

depending on the significance of the contribution of the original materials. Individual authors 

and their organizational affiliation also should be mentioned in the acknowledgments section. 

Note: Use of specific text, tables, charts, images, or other material from other publications 

needs to be credited directly in the text and does not necessarily warrant the inclusion of a logo. 

8.  What if members of my Task Force make substantive 
contributions to the development or adaptation of materials? 

Include the name and organizational affiliation of the Task Force members who made 

substantive contributions in the acknowledgments. 

9.  What if my organization or another, through a Task Force or 
otherwise, provided funding using non-TOPS funds for a 
particular activity in the development of materials?  

The materials produced should acknowledge the contribution with a logo alongside the USAID, 

TOPS, and FSN Network logos and a mention in the acknowledgments section. Such 

contributions could include, e.g., covering the cost of editing/design, printing, field testing, and 

holding an orientation or training workshop. 


