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EXECUTIVE SUMMARY

The team leader should include an Executive Summary of 4–5 pages (or as noted in the scope of work) as a separate section written upon completion of the main report. The section should concisely summarize the report, and include the major findings, conclusions and recommendations. 
I.  FIRST SECTION TITLE HERE
STYLE INFORMATION:
Headings
· SECTION/CHAPTER HEADING: flush left, Roman numeral[.], tab, bold, all capital letters, Gill Sans or Arial 14 pt.

· MAJOR HEADING: flush left, all capital letters, bold

· Subheading: flush left, upper/lower case, bold

· Secondary Subheading: flush left, upper/lower, underlined

· Tertiary Subheading: flush left, upper/lower, italic

USAID style calls for double spacing between section headings and the previous text.  Numbers and letters are not used to identify the breakdown between major and minor sections. Do not indent paragraphs. Body text is flush left.
Font

Body font is Garamond 11 or 12 pt. Times New Roman may be substituted. Text is left justified. The front and back cover pages, and section headings will be in Gill Sans or Arial. One space should be used between sentences.

Tables
Table font is Gill Sans or Arial, in a legible size. Avoid color fonts or shading, bold/underline/italic fonts, or other unnecessary formatting features except where it helps the reader better understand the information (for example, shading the column headings or breaks between sections is appropriate). Do not use white font on a dark background. See a sample below:
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Colors
In tables and graphic elements, restrict colors to shades of blue, gray, and red wherever possible. GH Tech can assist with color choices and recoloring charts/graphs created in PowerPoint as long as they are still in an editable file format (not pasted into the report as a picture). The USAID Graphic Standards Manual shows the USAID color scheme.

Photographs
Photographs dramatically increase file size and add cost and time to the process of making the final document 508-compliant for web posting. Therefore, please do not include any photographs that do not increase understanding of information in the report. Any necessary photographs should be high resolution, professional quality images. Written consent should be obtained from any individual whose photograph appears in the report, and such consent must be provided to GH Tech staff.
Bullets

Below is the USAID standard for bullets. Set a 3pt space between each bullet. Make sure bullets are the same size as the font.

ONE LEVEL BULLETING:

· Bullet One

· Bullet Two

TWO LEVEL BULLETING:

· Bullet One

· Level Two

· Level Two

· Bullet Two

· Level Two

· Level Two

THREE LEVEL BULLETING:

· Bullet One

· Level Two

· Level Three

· Level Three

· Level Two

· Level Three

· Level Three

General Guidance

· Submit any tables, spreadsheets, charts, and graphics electronically in the format they were generated (e.g. PowerPoint, Excel, etc.).  

· Avoid excessive use of jargon, catch phrases, acronyms, and clichés.  

· It is up to the team members to ensure accuracy of names, titles, citations, dates, organizations, data, and facts in the report. 

· When in doubt about style or format, consult the USAID Graphic Standards Manual, available at the GH Tech office or online at http://www.usaid.gov/branding/USAID_Graphic_Standards_Manual.pdf.  

II.  SECOND SECTION TITLE HERE

FIRST MAJOR HEADING HERE

Text begins, or subheading.

Sections continue until end of report text. The appendices title page follows immediately after the report body text. Individual appendices follow. 
NEXT MAJOR HEADING
Subheading

Use simple page breaks (Control + Enter) between sections.  
APPENDICES

A.  SCOPE OF WORK

B.  PERSONS CONTACTED

C.  REFERENCES

(These are the minimal appendices required. Additional appendices should be added after “persons contacted” and lettered accordingly.) 
Order the appendices in the same sequence that they are mentioned in the text. 

APPENDIX A

SCOPE OF WORK

(from USAID)

SCOPE OF WORK IS INSERTED HERE. Text can be formatted and typos corrected, but text should not be edited; the SOW serves as an archival document and should not be substantively altered. 
APPENDIX B

PERSONS CONTACTED

PERSONS CONTACTED

Country first in bold caps, then organizations in bold, then individual and title. 
COLOMBIA

U.S. Agency for International Development 

Jane Doe, Senior Technical Advisor, Reproductive Health and Family Planning

Ministry of Health

John Doe, Director, Human Development Unit

VENEZUELA

United Nations Population Fund (UNFPA)

Jane Doe, Health Scientist

APPENDIX C

REFERENCES

REFERENCES

This is the final appendix. It should be followed by the ‘inside back cover’ and ‘back cover’ pages.  
List all references alphabetically by author (or publishing organization, or title, if no author). 

AUTHOR

· One author: Last name [comma] first name middle initial [period]

Doe, John H.

· Two to three authors: For subsequent authors, first name first [period]

Doe, John H. and Henry Smith.

· Four or more authors: Initial [period], last name [separated by commas] [period]

Doe, J.H., B. Goode, H. Smith, and M. Jones.  In the text reference, you may list the primary author and then ‘et al.’ For example, (Doe et al. 1998:416).
· No named author, but document issued by government, international, or professional body: Organization that issued document listed as author. 
United Nations, Department of International Economics and Social Affairs. Population Growth in the Developing World.

· No named author or organization: Start citation with title.

Family Planning and Nutrition Programs. Chicago: University of Chicago Press, 2006.

TITLE

· Of a book, journal, or bound published report: Italics [period]

Global AIDS: Myths and Facts.

· Of a chapter in a book: Quotes around chapter title [period inside quotes] followed by the name of the book in italics.

“Expanding Populations in Asia.” In The Population Explosion.

· Of a magazine article: Quotes around article title [period inside quotes] followed by journal title in italics [comma], volume (issue) [colon] and page number(s) (optional).

“The Emerging Health Crisis.” Newsweek, 37(4):45–57.

· Of a paper prepared for a conference: Quotes around title [period inside quotes] followed by “Paper prepared for” and name, place, and date of meeting.

“Maternal Health Care in Crisis.” Paper prepared for Conference on World Population in the Year 2010, Nairobi, September 2000.

· If part of a series: Following title [period inside quotes] series name [in italics] and number.
“Weekly Changes in Policies, Procedures, and Performance Standards.” GH Tech Occasional Paper No. 4.

PUBLISHER

· Place of publication [colon] publisher [comma] date of publication [period]

Washington, DC: Global Health Technical Assistance Project, May 2007.

· Draft, in print or unpublished: Indicate [in parentheses] at end, after [period].
Washington, DC: Global Health Technical Assistance Project, May 2007. (Draft)

· Undated: [in parentheses] at end, after [period].
Washington, DC: Global Health Technical Assistance Project. (Undated)
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