Writing CARE Reports – Helpful Hints
· Location, Area, and Area Office are capitalized in CARE reports.
· The Location is an “it”, not a “they”.  (Example: The Location Support Staff expressed extreme satisfaction with the level of support it receives from the Area Office.)
· “Web site” is two words and capitalized, not “web-site”.
· Internet and Intranet are capitalized. 

· “e-mail” is hyphenated, not “Email”.

· Spell out “percent” – do not use the % sign.   Always use a figure when expressing a percent. (Example: “4 percent”, not “4%” or “four percent”.)
· Federal Government is capitalized.
· Remember - LAO is now AO.

· Spell out acronyms the first time they are used in the document.

· “Fundholder” is one word, not “Fund holder”.

· “Agencywide” is one word, not “Agency wide”.

· Agency is capitalized when talking about our Agency – ARS.

· Start each section on a new page.

· Numbers: 

· A figure is used for a single number of 10 or more unless it is the first word of a sentence. (Example: There are currently 12 vehicles at the Location.)

· Spell out single numbers less than 10. (Example: The Location has five Trust Funds.)

· When 2 or more numbers appear in a sentence and 1 of them is 10 or larger, the rules are broken and figures are used for each number. (Example: “…plans have a minimum of 3 but no more than 10 elements”, not “…plans have a minimum of three but no more than 10 elements”.)
· Units of time are expressed in figures. (Examples: 4 weeks, 8  days, 3 months, 6 years.) 

