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PREFACE 

This style guide was prepared by hleta d e  Coquereaumont of Professional hlanagcrrwnt 
Associates for the  Center for Development Information and Evaluation (CDIE) of the 
Agency for International Development. I t  is based primarily on the  U.S. Government 
Printing Off ice  Stvle hlanual, with some additions and modifications. This guidc is 
intended for the  use of those preparing reports for any of CDIE's evaluation report 
series, and its guidelines should bc followed by authors, editors, word processing 
operators, and proofreaders. 



1. INTRODUCTION 

1.1 Background 

The  Agency for International Devcl- 
opment A D . )  began its evaluation 
report publication series in 1979 to  
support the disseminat ion of in fornia- 
tion concerning its experience in dcv- 
elopmcnt. Under the direction of the 
Center for Development Information and 
Evaluation (CDIE), A.I.D.  ondu ducts 
project impact and program and policy 
evaluztion studies that review A.I.I).'s 
experience in priority areas of activity. 

The  studies evaluate a project or set of 
related projects in a sector, focusing 
on program issues and their  implications 
for planning and design. The  goal of 
the  evaluation program is to  inform 
A.I.D.'s policymaking process and t o  
improve projcct design, implementation, 
and evaluation. 

The  cvaluations are  to result in a scr- 
ies of studies that,  by virtue of their 
comparabil ity of scope, will ensure 
cumulativc findings of  use to  A.I.D. and 
t he  larger development community. Thc  
reports represent an e f for t  by A.I.D. to  
obtain information on intended and 
unintended impacts of a program or 
project. Through examinations of 
A.I.D. and other donor and recipient 
country experience and the preparation 
of special syntheses, CDIE provides a 
better understanding of the  charactcris- 
tics of development programs and les- 
sons of what works and does not work 
in various settings. 

This  style guide has been prepared to 
establish a basic level of consistency in 
style and format among all the evalua- 
tion reports published by CIIIE. This 
lcvel of consistency among reports is 
especially important as a consequence 
of A.I.D.'s determination that  the find- 
ings of  its evaluation work bc made 
widely available. 

The PI ospective aud ience for these 
reports includes o f f i c i a ! ~  in host coun- 
tries receiving U.S. support, other 
international and bilateral donors and 
private groups engaged in development 
work, as well as A.I.D. s taff  members 
and their counterparts in the field. 
These reports should strive to the ful- 
lest extent possible to adhere to  pro- 
duction standards that reflect the high 
quality of the analysis presented in the 
reports. 

1.2 Types of Evaluation Reports 

CDIE is responsible for the publication 
of several types of evaluation reports. 
Among CDIE's major report series are 
the following: 

I.  Pro ieci Impaci Evullroiiorr Reporis 
are  based on project fieldwork per- 
formed by an interdisciplinary team 
that examines intended and unin- 
tended project impacts and contrib- 
uting factors of A.I.11.-fucded proj- 
ects in areas of priority i ~ ~ t e r e s t  t o  
A.!.D. 

Program Evalualiotr Reporls provide 
in formation on evaluations of entire 
programs. They synthesize the 
findings of several project-level 
impact evaluations for a sector or 
a topic, or present the conclusions 
of A.I.D. workshops on topical or 
sectoral issues. They include spe- 
ci f ic statements on 'lessons 
learned.' 

3. Pro~ram Evaluuiion Discussiotr Yu- 
~ e r s  provide background in forma- 
tion on topics of priority interest 
to  A.I.1). They often a re  prepared 
prior to fieldwork in an "impact 
evaluation' area to  provide a criti- 
cal examination of assumptions and 
practices in a specific sector. 
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4.  Proprarn ilesinn and Evaluation 
Merhodolorv Reports providc gu i- 
dance on evaluation and da ta  col- 
lection and analysis methods for 
project and program design. 

5 .  Spcciol Studies provide cvaluativc 
or other evidence that contributes 
to  A I D ' S  knowledge of special 
projects or programs. 

6 .  Dcvelopnient Experience Ahstracrs 
arc  four-page abstracts of CDIE 
evaluation rcports intended to pro- 
vide rapidly assimilated overviews 
for A .  managers, as well as 
summaries for others in the devel- 
opment community who may want 
to read only the summaries or who 
may use thcm to determine whether 
they would benefit from reading 
the original rcport. 

7 .  Occasional Papers providc in forma- 
tion on current topics of interest 
primarily for A.I.D. internal use. 

8. M'arkinz Papers are  rcports pro- 
duced by CDIE or contractors that 
have not been published or widely 
disseminated. 'I'hey frequently re- 
view A.I.D. experience on cross- 

cutting issues of concern, such as 
project implementation problems or 
the effectiveness of particular ins- 
titutions or tcchnologics. 

In general, these report series, with the 
exception of the four-page Dcvclopmcnt 
Experience Abstracts, follow the same 
format and contain the major scctions 
that a rc  described in this style guide. 
Although any one rcport may not con- 
tain all the scctions discussed in 
Section 3, Report Organization, it 
should contain most of them. 'The 
scctions that are indici~ted a rc  to be 
arranged in the order prescribed. 
Covers for the  various report series 
d i f f e r  somewhat (see samples in 
Appendix Exhibit 1) in cover stock and 
color 

1.3 

and design elements. 

Confidentiality 

Reports must protect the informants 
and responder?ts interviewed during the 
evaluation. Although public officials 
may be quoted as appropriate, the 
rcport should contain no in formation 
through which other responden ts could 
be identified. 
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2. REPORT PREPARATION 

The responsibility fo r  preparing the 
reports rests with the  evaluation team, 
or with the  author in the  case of 
single-author reports. The team leader 
or the  author  is responsible for prcpar- 
ing the final manuscript. Publication of 
each report will bc handled by CllIIi 
once it has received the final manu- 
script from the  tcani leader or a u ~  hor. 

The final manuscript should reflect all 
comrnents previously solicited and 
accepted by the author or the team 
conccrning substance, clarity, and 
structure of presentation, as well as 
comments and requirerncnts from the 
Administrator. Authors should follow 
this style guidc whcn preparing the 
manuscript to avoid the need for 
time-consunling and expensive altera- 
tions later. 

The final manuscript should contain the  
evaluation report; a two- to five-pugc 
summary and  other  f ront  mat ter  such 
as a foreword, preface, and glossary 
(see Section 3 for a description of each 
major section); and any relevant 
appendixes o r  bi bliograph y. 

After the  first complete d r a f t  of the 
manuscript is input t o  the  word pro- 
cessing system, and occasionally at an 
earlier stage, CDiE will assign an editor 
to review the  d r a f t  (see Section 2.2). 

2.1 Authors' Responsibilities 

Although CDIE will provide for editorial 
review of all reports prior to  publica- 
tion, certain aspccts of the editorial 
review process remain the responsibility 
of the authors. These include resolving 
any factual or logical inconsistencies 
and ensuring thc accuracy of quotations 
and citations, statistical data,  and the 
spelling of proper names. 

2.2 Editorial Review 

An editor will review all reparts and 
examine them far a consistent level of 
analysis, including adherence to  basic 
analytical and reporting requirements 
and clear derivation of findings from 
the data; avoidance of unfounded or 
sweeping generalizations; logical flow in  
presentstion; and the highlighting of 
major issues, analysis, and findings. 

The editorial review will also ensure 
the internal consistency of the report; 
the corrcctncss of grammar, word 
usage, punctuation, and spelling; con- 
fornlance of the final report with this 
style guidc and the Government Print- 
ing Off icc  Style hlanual; adherence to 
basic principles of organization, 
including logical headings that are 
hi(-rarchically structured and follow 
parallel construction; and avoidance of 
repetition. 

The editor will also check for omis- 
sions; agrcenlent between the table of 
contents and the text, and between 
da ta  in the text and in the  tables and 
figures; clarity of table titles and 
report section headings; and complcte- 
ness of references. 

Aay logical or factual inconsistencies or 
any other problems with accuracy or 
cornpletencss will be brought to the 
author's attention for final resolution. 

2.3 Report Production 

2.3.1 Preparation Cycles 

After submission t o  CDIE, a report 
should havc a maximum of three dra f t  
cycles before printing: ( I )  initial input 
in double-space format of the s t~bmit ted 
manuscript d ra f t ;  (2)  a revision stage, 
when all major additions or changes are 
made to the d r a f t  and then subniitted 
for word processing input in final, 
single-space format; and (3)  a final, 
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minor revision stage for correcting any 
remaining inconsistencies of usage or 
spelling errors and for preparation of 
camera-read y copy. 

Every effor t  should be made to avoid 
major druf t  revisions a f t e r  the  second 
review stage so that production expense 
can bc kept to a minimum. It is 
wasteful o f  scarce A.1.D. resources to 
make major alterations, including largc 
additions to or deletions from the text, 
dur ing the third rcvision cycle. When 
rcvisions a rc  made at this stage, addi- 
tional timc is required to reformat the 
text ( for  example, to move tables or 
change footnote placement). Because a 
great deal of time and attcntion are 
given to formatting text pagcs dur ing 
the second rcvision stage, making major 
changcs during the third stage means, 
in effect ,  that  the initial effor t  was 
wasted. 

2.3.2 Manuscript Formatting and 
Proof ren ding 

The first d r a f t  of a report should fol- 
low the guidelines established in this 
style guide. This  will reduce the time 
required to prepare the manuscript for 
input to the word processing system. 
Although an cditor will review the 
manuscript to  ensure adherence to 
thcse guidelines, less time will be 
required for this task i f  the guidelines 
are followed during initial preparation 
of the  manuscript. Except when very 
extensive revisions are  anticipated (and 
perhaps, in that case, you should ask 
yourself why such major rcvisions are  
anticipated and whether the changes 
could be made before word processing 
input), timc is allotted during the first 
cycle for both careful editing and thor- 
ough proofreading of the  report. 

CDIE wi l l  provide for  the  editing and 
proofreading of the  documect; the 
authors a re  asked to  provide some 
patience. Extra time spent at this 

stagc o f  production should dccrcasc the 
tirnc required at latcr stages. The  
editorial review will not only ensure 
adherence to  stylc guidelines but will 
also note any problems with the 
report's logic and structure arid thc 
consistency of its findings. Careful 
proofrcitding is also important at this 
stage. I f  proofreading is dclrlycd until 
the second or third cycle, the original 
manuscript is often no  longer available, 
and the accuracy of figures, names, 
references, and so on cannot be 
vcrificd. 

2.3.3 Production Time 

Tho first  stage of production should 
take about 3 to  4 weeks (for a docu- 
ment of approximately 75 to 100, 
single-space pagcs). It includes editing 
(see Sect ion 2.2). word processing 
input, proofreading, making corrections, 
and graphics production. 

The  second stage (af ter  the 'pink 
cover' clearance review) should take 
about 2 to 2 1/2 weeks, depending on 
the extent of the rcvisions. During 
this stage, the document is formatted 
in its final, single-spacc form; pages 
are checked carefully for filled right 
margins (words are  h y p h e n a i d  to avoid 
distracting gaps in the margin); correct 
placement of tables (as soon after their 
in-text reference as possible), foot- 
notes, and headings; and removal of 
widows and orphans (single lines of 
text at the top or bottom of a page). 
Kcvisions and new input are  proofread 
and corrected. 

The third stugc of production should 
take about 1 week to  10 days i f  no 
extensive revisions have been made i n  
the draf t .  Any final formatting 
changcs are made, and the entire docu- 
ment is prooiread again to ensure that 
there are no typographical errors or 
internal inconsistencies of usage that 



might have slipped through the firsst 
two reviews. 

2.4 Composition 

Much has been written about the  sub- 
tleties of logical, precise, and effective 
writing. The guidciir~es presentcd hcrc 
raise only a few of thesc points, but 
careful attention to  these principles can 
improvc the quality and precision of 
one's writing. 

Effect ivc writing is not an innate abil- 
ity for most people. It is an arduous 
task requiring diligence and forc- 
thought. I f  written information is to 
be clearly communicated, the essential 
task is not so much 'having it all in 
your head or in your notes' as 'gctting 
it down on paper' in a way that is as 
intelligible to  the  reader as it is to  the 
writer. 

2.4.1 Organization 

Report as a M'hole. 'I'hink about how 
you want to  present your material and 
what its main thrust will be. Time 
spent in organizing thoughts is never 
wasted; the  result is a well-conceived, 
well-ordcrcd presentation. An unorgan- 
ized paper reflects badly on the writer 
and the material, if it is able to  reflect 
anything at all. 

Use the tnhle of contents a s  a check 
on t he  organization of your report. Do 
similar heading levels contain informa- 
tion at  a parallcl levcl of organization? 
(Are hcadings phrased in parallel gram- 
mat ical form?) 

Are themcs/argumcnts for the findings 
fully developed and logically structured 
and connected? Kcmcmbcr that most 
readers a r c  not as familiar with thc  
subject as you are; d o  not assume that 
they will be ablc to intuit missing or 
implied in formation or  connections. 

Watch out for ur~intcntior~ally elliptical 
a r e ,  rnents and for conclusions that Jeap 
ovcr intcrmcd iatc supporting arguments 
without detailing them.  

Dcscrihe a t  thc beginning of thc rcport 
w h a t  the project/prugram wns trying to 
ochicve and anything else ahout tlie 
project that  is important for undcr- 
standing thc findings. Explain clear1 y 
what aspects of thc  projcct/program 
arc  bcing cvaluated. 

Evaluation reports, unlike novels, 
should not start b~ rrnedi:~ ires. Somc 
reports discuss the issues to bc eval- 
uated and move on to  the findings 
without adcquatcly describing thc 
project/prograrn. The  reader then has 
to piece together bit:: of information 
about the  project that arc  presentcd 
throughout the report before being ablc 
to understand the a rgun~ents  and find- 
ings. 'I'hus, readers may have no  con- 
text for understanding the issues until 
they are  well into the report; many 
readers may not bc willing at that 
point to  start over again in order to  
capture ideas that were not clearly 
understood on first reading. 

Try to arrange appendixes in a logicpi 
order, ei ther by following the organiza- 
tion of the main report or by selecting 
some other method of organization. 
(Don't simply alrange thcm in the ordcr 
in which they were completed.) Exam- 
ine each appendix carefully fo r  relc- 
vz;~ce, and discard any appendixes or 
sections of an appendix that simply 
repeat in formation covered elsewhere 
without adding any new insights. 

Secrions and Yaranraplis. Clarity of 
organization requires more than simply 
giving a section a heading and then 
putting all information relating to that 
topic in that section. Thc  progression 
of an argument should be clenrly pre- 
sented, with appropriate transitions be- 
tween idcas (i.e., betwecn paragraphs or 
subsections). 
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'As a general rule, begin each para- 
graph either with a sentence that sug- 
gcsts the topic or with a sentence that 
helps the transition' (Strunk and White, 
I'he Elcments of Style, 1979, p. 16). - 
The need to provide n clenr transition 
between ideas is often overlooked. A 
parapaph's  relation to what precedes i t  
and its function in the section as a 
whole may need to be expressed explic- 
i t l y .  

Do not ramble. Express one idea coni- 
pletely before moving to the next. In 
general, each paragraph should contain 
a thorough discussion of a topic or a 
particular facet of a topic. The para- 
graphs should move logically from one 
to another, especially when the ideas 
exprcsscd arc closely related. Thc 
reader should be able to sense the 
progression of a rational thought pro- 
cess from onc point to the ncxt. 

Each paragraph should have a clear 
structure. Length is not a sufficient 
determinant of the need to start a new 
paragraph (although a very long pars- 
graph may indicate that too many ideas 
are being expressed in that paragraph). 

Thc thrcc basic forms of paragraph 
structure are as follows: 

Single thenw-each scntencc has the 
same subject but each sentence pro- 
vides additional information on that 
su bjcct 

Linear developntenr--ncw in format ion 
providcd in  one sentence bccomcs 
the subject of the next sentence 

Branch parfern--the topic sen tcncc 
is followed by examples supporting 
the topic idea 

2.4.2 Tone of thc Report and 
Point of View 

Assess carefully your approach to your 
aud icncc. For example, cxtreme in  for- 
mality or a too colloquial approach to 
your topic would not be appropriate in 
an evaluation report. Although a paper 
can benefit greatly by incorporating 
some elements of a personalized stylc. 
remember that A.I.11. publications will 
bc rcad by a wide audience concerned 
with development issues and that you 
may need to temper your style accord- 
ingly. Ilowever, an extremely conven- 
tional. impersonal, or leaden style is 
tcdious to rcad and can limit thc 
impact of the paper by discouraging 
readers who tire of thc style heforc 
thcy reach thc meaning that lies behind 
it. 

I3c attentive also to thc nccd to uvoid 
unintentional value judgments; strive 
for an objective and unbiased prcscnta- 
tion of your topic. 

Avoid humor in formal writing bccausc 
i t  is impossible to gauge how people 
will react. Also avoid jargon, but don't 
confuse jargon with technical exprcs- 
sions that arc essential to precise com- 
munication of meaning. Remember that 
a publication may be referred to for 
ycars to come, long past thc currency 
of a word or phrase in  vogue when it 
was issued. 

In gencral, use the active voice, which 
is stronger and more direct than pas- 
sive constructions: 

IAuck o j funds  cortsrraincd the 
exrenr to which rhe srrategy 
could hc implentenred. (weak pas- 
sive construction) 

Lack o j  frtnds prevented jtrll 
intplenterrrar ion o j the straregy. 
(better) 



T h e  quali ty o f  your wri t ing rerresents 
t h e  quali ty of your work. No matter  
how significant  t h e  conclusions of a 
paper might be, if t h e  paper cannot be 
understood or  t h e  arguments  followed, 
it is as if t h e  conclusions had never 
been reached and the  work had never 
been done. 

2.4.3 Practices T h a t  Impede 
Cornprehension 

Fat. hlany writers unintentionally - 
weigh down their  sentences with supcr- 
f luous words or  weak constructions that  
slow comprehension. 

Avoid superfluous nouns: 

the Jield of econontics ('cconom- 
ics' is suff ic ient )  

the level of wages rose (wages 
rose) 

the voltinre oJ denrand Jell 
(demand fell) 

Avoid weak o r  superfluous verbs and 
the  use of nouns when a verb would be 
stronger or  more direct:  

pwjormed a strrdy o j  the efjecrs 
(studied the  ef fects)  

provide a sttntntarp o j  (surnmarizc) 

mnke a decision about (decide) 

Avoid wordy phrasing: 

the jacts rhat are contained in 
( t h e  fac ts  i n )  

the project that was loccrted at 
that site ( the  project a t  tha t  
si te)  

the fact that the project con- 
tinued t t u ~ s  ( tha t  t h e  project 
continued was) 

a number of reports (several, 
many, some, or  n ine  reports) 

Avoid unnecessary "it" and  'there" con- 
s t  ructions: 

I t  was the Minister oJ Agricul- 
ture who decided ( T h e  hlinister 
of  Agriculture decided) 

7'here are some projects that will 
(Some projects wil l)  

I.'rtrstruted Expectations. Do not f rus- 
t r a t c  t h e  reader's expectations. Don't 
use the  other hand without t h e  first 
hand.  When confronted with 'on the 
other hand,' a reader looks for  'on the  
onc hand.' Needless confusion arises 
when the  reader can't f ind t h e  first 
hand.  'I-lands' (one or t h e  o ther)  arc  
not usually necessary in any case. Try  
t o  substi tute 'but,' 'however,' or "con- 
vcrsel y.' 

Do not say,  'The following seven fac- 
tors' and then list six or eight. 

Gender Bias. T h e  sl ight  awkwardness 
a t tendant  on using the  'his or her" 
construction is  preferable t o  sl ighting 
many of your readers. T h e  need for a 
his-or-her constrllction can often be 
avoided by recasting nouns in the 
plural or by recasting the  sentence: 

I J a wirer tvattts to know 
whethcr a reader wortld have 
trorrhle undersrandit~g the report. 
he nright talk to him arid ask hitn 
to point out any diJJicr11ties. 
(This  sentence also has problems 
with unclear pronoun refercncc.) 

A writer who wants to ktrow 
whether readers are having 
rrorrhlc! understanditlg the rellort 
might talk to sonw o j  thcni arid 
ask tltetn to point out any d i JJ i  
culties. 



Composition 

Claritv o f  Modification. Watch for -- 
unclcnr referents f o r  'this,' 'thcsc,' 
'that,' "which,' a n d  'who.' If there is 
any potential for  confusion,  repeat the  
noun ra ther  than use the  pronoun. In 
some cases the  confusion simply dclays 
comprehension; in others, it makes 
comprehension impossible. 

Do not use a pronoun h f o r e  the  noun 
to  which i t  refers: 

Given its short tinie jranw, rhe 
pro ject had to emphasize immed i- 
ate outputs. 

specific meaning, such a s  Projcci Papcr. 
logical frnmcwork, and project inputs, 
outputs,  goal, and objectives. 

2.5 Other Style Guides 

CDIE has  tried to  kcel: th is  style guidc 
uscful, minimal, and straight  forward.  
In general, these guidclines reflect the  
s tandards  outlined in thc  1j.S. Govcrn- 
nient Printing O f f i c e  Style h,lanual. For 
addit ional  in formation on style, pnrticu- 
larly on handling refcrcnces, see j'& 
Chicano h lan l~a l  of St y k  (Universi ty of 
Chicago Press, 1982, 13th ed.). 

A.1.D.-Saecific 'J'ernis. Briefly de f ine  
terms that  a r e  uscd with an A.1.D.- 



Repori Organiza tion 

3. REPORT CERGANIZAVION 

Ail evaluation reports should follow the 
same bssic format and stylistic conven- 
tions and contain the same basic parts 
in the same order. The resultant con- 
sistency among and within reports will 
not only prevent any irrelevant distrac- 
tions to the reader arising from incx- 
plicable variations in format or style, 
but will also enable a reader to  find 
and analyze relevar;Q parts of a rcport 
with greater ease. 

Reports, including all appcnd ixcs, should 
be limited to 100 pages or fewer of 
single-space text. All reports should 
contain most of thc following features 
and in the following order. 

3.1 Cover 

CDIE will provide the report cover, 
which is the only part of the report 
that is typeset (Pallatino or equivalent 
typeface). 

The first line of the covcr contains the 
designation of the rcport series (see 
Section 1.2) and the CDIE-assigned 
report number. The next section of 
the cover contains the report title. A 
flattened projection of the eastern and 
western hemispheres occupies the cen- 
ter of the cover. The da te  (month and 
year), the identification of A.I.D. zs the 
sponsor and publisher of the report, 
and the publication identification num- 
ber arc at the bottom of the pagc, 
each on separate lines. Each of these 
sections is separated from the others 
by a continuous rule. 

See Appendix Exhibit 1 for sample 
cover pages for each of the major 
types of reports produced by CDIE. 

The following statement, centered and 
boxcd on the inside of the front covcr, 
should be included to inform the reader 

that a list of evaluation reports is 
available from CDIE: 

This report and others in the 
evaluation publicarion series of 
rlte Center for Developntenr 
Information and Evaluation 
(CDIE) may be ordered Jrnnl 

A.1.D. Documenr and In/ormarion 
IZandling Facility 

7222 47th Srreer, Suile 100 
Chevy Chase, MU 20815 
U.S.A. 

(relephane: (301) 951-9647) 

A list o/ all CDIE evaluarion 
publications is available front 

PPC/CDIE 
Room 105, SA-18 
Agency for lnternarionul 

Development 
M'ashinglon, D.C. 20523 
U.S.A. 
(telephone: (703)  235-1000) 

A list of CDIE evaluation reports on 
topics related to  that covered in the 
report should also be provided. l 'his 
list is printed on the insidc of the back 
cover. 

3.2 Front Matter 

3-2.1 Title Pagc 

The titie pagc shordd contain the 
report title (underscored), publication 
series type and number, authors and 
their affiliation and area of expertise, 
A.I.D.'s identification as sponsoring 
agency, date  of publication, and A.1.D.k 
official disclaimer concerning responsi- 
bility for the views contained in the 
report. If the title takes up more than 
one line, use 1 1/2-line spacing (for 
the title only). See Appendix Exhibit 2 
for a sample title page. 





Report O r g a ~ ~ i z u  tion 

3.3 Body of the Report 

For Project Impact Evaluation Reports, 
the  body of  the  rcport should be limit- 
ed to 15 singlcsplrcc pages, using 
Cou tier (Ti tan)  1 0  typeface. (See 
Section 4.1 for complete word proces- 
sing guide1 ines.) 

Authors of other  CDIE rcport series 
publications should respect the 100-page 
limitation for the  report as a whole, 
keeping in mind that this is a maxi- 

1 mum, not a recommended length. 

3.4 Appendixes 

Appendixes may include expanded dis- 
cussions of topics relevant to the 
report, field notes, copies of question- 
naires used t o  gather data,  tables, 
graphs, detailed maps, and photographs. 
hlission comments, when available for 
Project Impact Evaluation Reports, 
should bc included as an appendix. If 
a discussion of the mcthodojrogy applied 
in the evaluation is included, it shoultl 
be designated Appendix A. Each 
appendix should be rcfercnced at  an 
appropriate point in the  main body of 
the text. 

3.5 Foot notes 

Any explanatory notcs or clarifying 
dctuils helpful to  an understanding of 
the text but noncthcless digressive in 
nature  should be placed in a footnote 
at the bottom of the page that contains 
the text to which it refers. Explana- 
toi.)~ notes should be nun~bered conseca- 
tively throughout each major part of 
thc  report (front matter, main body, 
and each appendix). 

3.6 References .a'nd Bibliography 

Complete refcrenser; f o r  glJ citations 
(see Scction 4.6) and any supplementary 
publici~tions or repoits should be pro- 
vided in a bibliogra~phy. If a bibliog- 
raphy contains many entries, not all of 
which ijre cited in the text, a separate 
reference section should be created 
tha' includes only cited works. If most 
of the  entries in th.c bibliography are 
cited in the text, or i f  the  bibliography 
is short, a separate reference section is 
liot required. The reference scction 
follows the last appendix, fo l low~t l  by 
tlic Slbliography. 



Text  Formats, Pagination, Section Tit les 

4. FORMAT 

4.1 Word Processing Formats 

Fo!low the  formats listed below when 
typing the  final report: 

Use 8 1/2- b y  1 I-inch whi te  paper. 

Use 10-pitch Courier (Ti tan)  type 
for text and tables and 12-pitch 
Courier  (T i t an )  type  for extra-wide 
tables. 

Use single spacc  for the  text, leav- 
ing one empty l ine  between para- 
graphs  (double space  the  first two  
d r a i  t versions). 

Center pagc n u n ~ b c r s  a t  the  top o f  
the  page, on l ine  6; begin text  on 
line 8 and end it on l ine  59 (52 
lines of text  per pnge), including 
any footnotes. 

laden t paragraphs  5 spaces, begin- 
ning text on spacc 6. 

Use a 66-character  l inc (start  on 
character  space 1 1 ). 

Separa te  footnotes from t h e  text by 
one empty l inc and  a 20-character 
rule. Leave one  empty l ine between 
footnotes. Footnote numbers should 
be superscripted. Do not indent 
runover footnote lines, but bring 
them back t o  the  lef t  margin (ex- 
cept in tables; see subsection 4.4.2). 

4.2 Pagination 

The  f ron t  ma t te r  is paginated using 
lowercase Roman numerals. T h e  t i t le  
page (and Its blank reverse side) and 
contents page a r e  assigned numbers, but  
the  numbers a r e  not  typed on these 
pages. Thus, the  visible number ing 
usually begins with the  foreword, which 
is generally page '-v-' ( the  first page 

o f  text following the  table of contents 
must begin with an odd pnge number). 

The  body of t h e  report  is paginated 
using Arabic numerals centered at the  
top of each page, the  number  preceded 
and followcd by a hyphen (-2-). The  
f i rs t  page is assigned a number, but it 
does not appear  on t h c  page; therefore, 
'-2-" is the  first typed number.  

Appendixes a re  paginated separate1 y, 
"A-2,' "R-2," 'C-2," and so on, at the  
top of the  page. The  page number 
does not appear on t h e  first page of an  
appendix. T h e  reference section, if 
any,  is paginated 'Ref-2,' 'Ref-3,' and 
so on, at the  top of t h e  pagc. 'I'hc 
bibliography is paginated 'Bib-2,' 'Bib- 
3," and so on. 

4.3 Titles of Sections Subsec- 
tions, and ~ p ~ e n d i x e s  

4.3.1 Front Mat te r  

T h e  identifying t i t les of f r o n t  nnatter 
sections (contents, foreword,  and so on)  
should be in capital  letters, centered, 
and underl ined,  with two  empty l ines 
between the  t i t le  and the  text: 

4.3.2 Body of t h e  Report 

T h e  system f o r  identifying and  ranking 
levels of headings is n!~nierically based 
('legal style") and follows t h e  
numbering system used in this style 
guide. Try  t o  limit section heads t o  
three  organizational levels. Anything 
more detailed looks pretentious and 
cluttered in a short report. 

Never use only a single subsection 
heading a t  any  given level, such as  1.1 
without 1.2. 



Format: Section Titles 

Section headings a r e  placed at their  
natura l  occurrence in text; no  ar t i f ic ia l  
page breaks  a r e  created f o r  new sec- 
tions. Note  that  section hcadings (c.g., 
I., 2.. 3.) a r e  centered and subsection 
headings (e.g., 1.1, 1.2.1) a r e  flush with 
the  lef t  margin. 

Major sections (first-level headings) 
should b e  identif ied by Arabic  numerals, 
followed by a period and t w o  spaces, 
then t h e  section t i t le  in capital  letters, 
underl ined,  and centered. T w o  empty 
lines should precede and follow each 
new hcading.  For example: 

Second-level subscction headings within 
each section indicate  thei r  r ank ing  by 
the  sequential addit ion of numerals af -  
ter t h e  number  (and t h e  period) of t h e  
section's main heading. For example, 
subscctions within Section 1 would be  
as  follows: 1.1, 1.2, 1.3, and so  on. 
T h c  number  is typed flush lef t ,  fol- 
lowed by t w o  spaces and then the  sub- 
section t i t le  in uppercase and lowercase 
let ters and underlined. T w o  empty 
l ines precede and follow each subtitle. 
(See Section 5.1.1, Abbreviations, Capi- 
tals, and Pcriods, for  rules on capitali- 
zation in headings and titles.) Some 
examples: 

1.1 Proiect Setting 

spaces and then t h e  hcading in upper- 
case and lowercase letters and undcr-  
lined. Two empty lines precede and 
follow each new heading. For example: 

1.2.1 Benelits to Yarticil~atiny 
Farmers 

If ,  a f t c r  some e f fo r t  is made to  
restructure t h e  headings, a four th  level 
of  headings is still necessary, use a 
run-in heading. This  heading is in- 
dented a s  a paragraph,  undcrscorcd, in 
uppercase and lowercase letters, and 
followed by a period, two spaces, and 
t h e  first word o f  t h e  text. No number 
precedes t h e  heading; only one blank 
l ine  separates the  heading from the  
preceding paragraph.  For example: 

Farm Prod uctioti. On average. 
individual /arm production is higher 

In ra re  cases, a fifth-level heading may 
be  necessary. When a fifth-level head- 
ing is used, the  fourth-level heading 
changes; i t  is flush left ,  underscored, in 
uppercase and lowercase letters, and 
preceded and followed by two blank 
lines. No number  precedes t l ~ e  heading. 
'I'he fifth-level heading then takes the  
format described above for fourth-level 
hcadings in a paper with only four 
levels of headings. (Fourth- and  f i f th -  
level hclrdings a r e  not included in  the  
table of contents.) T h e  following a rc  
examples of fourth- and fifth-level 
headings: 

1.2 Intended Ueneliciaries 
Farm Product ion 

A f inal  organizational section (third- 
lcvcl hcadings) is identif ied by the  
sequential  addit ion of numerals a f t c r  
the  second-level heading numbers. For 
examplc, third-level subscctions within 
Subsection 1.2 would be  a s  folIows: 
1.2.1, 1.2.2, 1.2.3, and so  on. T h e  num- 
ber is typed flush left ,  followed by two  

On average, individual {nrnl pro-- 
ducrion is higher ( fou rth-levcl 
heading when f ive  levels a r e  
used ) 

Farm Production. On aver- 
age, individual {arm production is 
higher ( f i fth-level heading) 
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4.3.3 Appendixes when examined out of the  context of 
the  report. 

Appendixes a r c  labeled alphabetically 
(Appendix A, Appendix 13, and so on). 
Appendixes should not have separate 
cover pages. T h e  appendix designation 
(e.g., Appendix A)  should be centered 
at thc  top of the  first page of tcxt ,  in 
capital  letters, with n o  underscore. 
l 'hc  appendix title, in capital  letters 
and underscored, should be ccntercd 
underneath  it,  separated from it by one 
empty l ine  and separated from t h e  tcxt 
by two empty lines: 

T h e  appendix section headings should 
follow t h e  same style as those in the  
body of the  report (see Section 4.3.2). 
Each appendix should be referenced a t  
least once in the  main body of t h e  
report. 

4.4 Tables and Figures 

4.4.1 General  Information 

Tables contain information in columns 
and rows. Although most tables con- 
tain statistical data ,  tables may also 
contain phrases or  short sentences (as, 
for  example, in a table comparing char-  
acteristics for scvcral projects). Fig- 
ures a r c  the  graphic representation of 
d a t a ,  such as graphs, pie charts ,  l ine  
drawings,  o r  photographs. 

'I'ablcs should be integral to  t h e  text 
and provide easy access t o  information 
that  is not as readily grasped when 
trcatcd in narra t ive  form. Tables  
should not simply re i tera te  material  
t h a t  is fully covered in t h e  text. 

I<ach tablc should be  developed a s  a 
discrete, self-contained enti ty that  is 
fully comprehensible t o  the  reader even 

The  table t i t le  should describe the  tablc 
uniquely: it should clearly specify the  
topic, describe the  table's contents 
including t h e  t ime period covered, and 
rclatc the tablc to  its contcxt. 

livery table column, including the  s tub  
( the  first column), should have a head- 
ing. Some columns also require spanner  
heads, heads  tha t  span two  or more 
su bheads. 

Each table should be rcfcrenced in t h e  
tcxt. and a table should bc placed 
within the  text a s  soon a f t e r  i t s  callout 
a s  possible. Never place a table before 
its callout in the  tcxt. If a tablc docs 
not fit  on t h e  same pagc as  the  callout, 
it should be placed at the  top of the  
next pagc or immediately a f t e r  the  end 
of a paragraph that  is continued on the  
next page. (Tables should always be 
placed a t  the  end of a paragraph and 
never in the  middle.) Full-page tables 
should be placed on the  pagc following 
their  callout. 

'I'ry t o  avoid creating tables that are  so 
wide that  they will not fit  no rn~a l ly  on 
a page but must be  rotated to run the  
length ra ther  than  the  width of t h e  
page ('broadside tablcs"). Broadside 
tables a re  more d i f f i cu l t  to  process and 
to  read. If a broadside lable must be 
used, it should be arranged on the  pagc 
so that  t h e  top of the  table runs along 
the  left  margin of thc  page in its ver- 
tical position. 

An example of basic tablc format is 
provided in Appendix Exhibit  7. 

Tables and figures a r c  numbered con- 
secutively but  independent1 y of each 
othcr,  using Arabic  numbers. Thus,  thc  
f irst  tablc in the  main body of the  rc- 
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port would bc Table 1. Appendix tables 
a re  numbered separately for each 
appendix, preceded by the appendix 
designation and a hyphen, for examplc, 
Table A-1, I'ablc B-1. 

The first letter of the word 'table" or 
'figure' and thc first lcttcr of each 
major word in thc tablc title arc capi- 
talized. (See Section 5.1.1, Abbrevia- 
tions, Capitals, and Periods, for more 
detailed guidclincs on capitalization 
within titles.) 

Table ti;les a rc  centered two crnpty 
lines above tables and figures. 'I'it!es 
should be rcpcatcd at the top of tables 
that a re  continued on a second or third 
page, followed by the abbreviation 
'cont." in parentheses: (cont.). 

In formation describing or qualifying the 
tablc a s  a wholc, such as specification 
of thc unit of presentation (c.g., ' in  
U.S. dollars per mctric ton') should be 
placcd i n  a headnotc in parenthcscs im- 
mediately bclow the tablc title, with no 
intervening blank linc. Use lowercase 
letters for headnote information. 

Table titles should never be footnoted. 
Whcn explanatory material is too 
detailed for a headnote, it should be 
placed i n  a note at the bottom of the 
table, onc empty line bclow thc closing 
horizontal rule, preccded by thc word 
'Note:" typed flush with the left mar- 
gin. Runover lines a re  blockcd (in- 
denied) undcr the first word following 
'Note.' This general note precedes any 
footnotcs to the tablc. 

Each column head and stub entry 
should also bc in uppcrcasc and low- 
crcasc letters (that is, thc first letter 
of each major word should be capi- 
talized). Each linc of a column hcad, 
including spanner heads, is ccntcrcd 
ovcr its colurnn(s). Runovcr lincs in 
stub entries arc indcntcd one space; 
subclcmcnts under stub cntrics arc in- 
dcn ted two spaces. 

Horizontal rules arc placed one cmpty 
linc above and one cmpty linc below 
the column heads. These rules should 
extend thc cntirc width of the tablc. 
Another horizontal rule is placcd a t  the 
end of the table, onc empty linc bclow 
the last row of figures. Note that this 
bottom rulc marks the end of a tablc; a 
rulc should not be placcd at the bottom 
of a table that is continued on another 
pagc, but only at thc end of thc tablc. 

Any spanner head is underscored with a 
line that extends the f u l l  width of the 
column heads to which the spanner 
head applies. 

To avoid confusion with data  in tables, 
table footnotes arc indicated by super- 
script lowercase letters, not by num- 
bers. Footnote sequencing in tablcs is 
from left to right across rows, not 
column b y  column. 

Tablc footnotes a r e  placed one cmpty 
!inc below the bottom rulc of the tablc, 
or onc empty line below the tablc note, 
i f  there is one. No blank lines should 
be placed between tablc footnotcs (cx- 
ccpt to help fill a pagc when the tablc 
is a short, full-page table). Runovcr 
lincs in footnotes arc blockcd undcr the 
first word of the footnotc, not undcr 
the superscript footnote letter. Notes 
that refcr to thc tablc as a whole 
(rather than to a column hcad, stub 
entry, or cell entry) should be placcd 
in a hcadnote or tablc note (scc abovc). 

'I'he table source follows one cmpty line 
bclow the last tablc footnote, intro- 
duced by the word 'Source:"; runovcr 
lincs are blockcd undcr the first word 
aftcr thc word "Source." 

4.5 Listings 

Short lists of items that require cnlphu- 
sis or  ranking within a scntcncc may 
be preceded by numbers encloscd i n  
parcnthescs. A numbcrcd list within a 
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sentence should follow the standard 
rules of punctuation and grammar--the 
same rules that would apply i f  the 
numbers were not used. For example: 

The issues reviewed below are ( I )  
the devclopntenr o j enrreprenettr- 
ial ralenr. ( 2 )  the role of snldl-  
scale enterprises, and ( 3 )  rhe 
inlporrance o j  marker infrastrrtc- 
ture. 

Note that this list is not preceded by a 
colon unless the sentence structure 
itself requires it, as in this example: 

The Jollowing issltes are reviewed 
below: ( I )  rile develoyntenr o j  
enrrepreneltrial ralent. ( 2 )  the 
role o j  small-scale enterprises, 
and ( 3 )  the importance of marker 
in fraslruclltre. 

Vertical lists of items removed from a 
sentence and placed on separate lines 
beneath i t  should be used sparingly and 
only for items that require the empha- 
sis such isolation of each item provides 
(see also Section 5.1.4, Dashes). 

Short items of 10 lincs or  fewer are 
typed in  block form, preceded by num- 
bers or em dashes (--), not by 'bul- 
lets." In general, use em dashes rather  
than numbers to introduce itcnls in a 
short list except when the number of 
items is itself significant. The number 
or  em dash is indented fivc spaces 
(start on the sixth space) and followed 
by two empty spaces. Runover lines 
are blocked under the first letter of 
the first word. Subelements under 
these are  preceded by em dashes when 
numbers have becn uscd in thc initial 
list, or en dashes (-) when cm dashes 
have been used. 

Long items of more than 10 lines are 
treated as separate paragraphs. Use 
nun~bcrs rather than en1 dashes to 
introduce cach itcm. 

Some rules of punctuation and capituli- 
xation are suspended for vcrtical lists 
broken out of text on the theory that 
such lists are by their nature nonstand- 
ard formations. Short items require no 
terminal punctuation, but lists composcd 
of complete sentences do  take tern~inal  
periods. For visual consistency, all 
items in a list should have terminal 
periods if one or more of the items is 
a complete sentence. Internal punctua- 
tion for each itcm in a list is orthodox. 
The first word of each listed itern 
should be capitalized. 

4.6 References and Bibliography 

Reports should follow the author-date 
system for  citations. Citations arc 
placed in text in parentheses following 
the passage to which they relate. The 
citation includes thc author's last name 
and tlic date  of publication of the 
work, with no intervening punctuation. 
I f  a page number is required (for  a 
quotation), the page number follows thc 
date, preceded by a conln~a only: 

If more than one work by the same 
author and published i n  the same year 
is cited, the works should be distin- 
guished by a letter following the date: 

'I'hc bibliography section (and thc rcf- 
erence section, if one is included) 
should contain complctc references for 
d l  works cited. 

For a book, the following facts should 
be included in the following order: 

Name o j  atrrhor or alrrhors, edirors. 
or "inslilrtlional author" 

Dare o f  pltblicarion 
Tit 1 e 
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Title and ntrmber of series, if any 
Edition, if not original 
City and stare or country o f  
publicatiori 

Publisher's nanie 

For an articlc in a periodical, the fol- 
lowing information is required i n  the 
following order: 

Name of author ur auihors 
Date 
Title of article 
Name of periodical 
Volume number 
Issue number (or month) i/ peri- 
odical is paginaied by issue 

Page numbers o f  the arricle 

Items are arranged alphabetically by the 
author's last name. Becausc the 
author-date system of citation is uscd 
in text, the datc  of publication should 
follow the  author's name for ease in 
locating the appropriate reference. 

When niorc than one work by thc same 
author(s) is cited, the items should be 
arranged chronologically (earliest work 
first). When multiple works by the 
same author(s) and published in the 
same year arc  cited, they should bc 
listed in alphabetical order (by title), 
with the dates followed by letters, 
beginning with "a': 

Bates. H. 1 VOa.  Essavs on the .... 

Bales, H. 19706. Markets and 
States .... 

'I'he bibliography and references sec- 
tions use a hanging indcnt style, with 
the sccond and subscqucnt lines in each 
entry indcntcd five spaces from the left 
margin. 

Major dements  within a reference arc  
scparatcd from each other by periods. 

rcfcrcncc sections ("ct al.,' which may 
bc used for in-text citations of publi- 
cations with more than three authors, 
should not bc used in the bibliography). 

Some sample bibliographic entries arc 
provided below. For more detail, con- 
sult The Chicano Manual of Style (IJni- 
vcrsity of Chicago Press 1982, 13th 
cd.). 

A book with a single author: 

World Bank. 1984. 7'oward Sus- 
tained Develounierii in Sub- 
Saharan A f rica. W'ashingion. 
D.C.: World Rank. 

A book with two or  morc authors: 

Johnston, Bruce, and Peier Kilby. 
1975. Anricultural and Siruc- 
I riral Transiorniaiion: Eco- 
nomic Strategies in Late- 
Developing Countries. New 
York: Oxford University Press. 

Note that when authors a r e  idcntificd 
for  government reports, the authors' 
names should be used and thc gov- 
ernment agency listed as publisher, not 
as author: 

Love, Iiay, Peter A. Theil, ar~d lJhilip 
Mr. Ruppcrt. 1986. The Privute 
Ueveloanieni Cor~~oratiori o f  ihe 
Philipnines. A.1.1). fivalzraiion 
Special Study h'o. 46. M'ash- 
ington, DL'.: Agency lor 
International Developmeni. 

A chaptcr in a book compiled by an 
editor (inclusion of page numbers for 
the chaptcr is optional): 

Ilhagwari, J .  1970. "7'lic 7'ying ol 
Aid." In Foreixri Aid. ediied 
by .I. B h a g ~ ~ a t i  and R.S. 
h'ckhaus, 112-1 79. Baltimore: 
Penguin Books. 

Al l  authors should be listed for each 
publication in the bibliography and 



Format: Ref erenccs 

A reference to  ii book conlpilcd by un 
editor ra ther  than to  a chapter in t h e  
book: 

Ilhagwari, J . ,  and R.S. Eckhaus, eds. 
1970. Foreign Aid. Ilalfimore: 
Penguin Books. 

When no date of publication is avail- 
able, 'N.d." is used in place of a date:  

Barak, Eli. Ned. "Rcporl on E x -  
perintcnls Carried Our Under 
Irrigorion in M'inrer 
Kasittrhulu, Mdawi.  
itesearch Srarion. 

For unpublished duplicated 

1983." 
Kasinrtrula 

material: 

An art icle in a journal: 

Landarr, Marlin. I96 9. "Redun- 
dancy, Rarionalir y, and the 
Problem of Ihplicar ion attd 
Overlap." Plrhlic Adntinislrar ion 
Review 29:346-358. 

References to journals tha t  a r e  pag- 
inated by issue ra ther  than by volunic 
must identify the  issue by providing the  
issue number or the  month(s): 

Public Admirtistrarion Review 29 
(no. 4):346-358. 

Public Adminisrrarion Review 29 
(July-Augus!):346 -358. 

Berg, Ellior, Wnltcr Necox, and Jim 
Mudge. 1985. "Evaluation o/ 
rhe A.I.D. 1983 1984 Structural 
Adjusrnlenr Prograni in Kenya." 
USAlD/Kenyu. Photocopy. 



Abbrcvia tions 

5.  GRAMMAR AND STYLE 

5.1 Punctuation 

The  following in formation covers only 
the  most commonly encountered diff i -  
culties with punctuation. For more 
detail, refer to the U S .  Goverr~ment 
Printing Off ice  Stvle Manual. 

Note that many issues of punctuation 
a re  discretionary, and the choice of 
which style to follow is often a matter 
of convention rather thar! correctness. 
Thc purpose of this stvlc puide is to 
set up conventions so that idiosyncratic 
choices d o  not distract the reader from 
what is really significant: thc analysis 
and findings presented in the paper. 

5.1.1 Abbreviations, Capitals, 
and Periods 

Abbrevirrrions. Avoid the  use of abbrc- 
viations in formal writing. Abbrcvia- 
tions should bc used only whcn they 
aid the  reader, not as a short-cut for 
the author. It is very frustrating and 
ultimately irritating t o  a reader to be 
confronted with a plethora of abbrevia- 
tions on each page; few people are able 
to remember the mcaning of an unfam- 
iliar abbreviation for more than a few 
pages. 

In general, use abbreviations for the 
names of agencies, organizations, and 
institutions (af ter  def ining the abbrc- 
viation on first use) whcn this is tho 
comnion way of referring to  t he  organ- 
ization (c.g., A.I.D.) or whcn the namc 
is long and cumbcrsomc and tbc organ- 
ization is referred to frequently in the 
paper. When appropriate, or whcn thc 
abbreviation is not one that is com- 
monly used, usc a shortened form of 
thc  name instead of a n  abbrcviatiori 
(c.g., the  Foundation, the Institute, the 
project). 

Except in the case described in the 
preceding paragraph, do not create ud 
hoc abbrcviations. Their use only 
confuses the reader and impcdes com- 
prehension. A string of abbreviations 
can also be unintentionally humorous. 
As a rcader, which of the  following 
sentences would you prefer to read? 

The MOA's AD Progrnnt inclrtded 
borh MADS and FAUS nl all lev- 
els o j  the exlension sysleni. 

The ugricul~urul der~~otrsrruror 
program oJ the Minislry o j  Agri 
culrure included borh niale and 
lentule agricullural danionsrrurors 
a1 all levels o/ (he exrensiotl 
sysrem. 

Avoid most Latin abbrcviations, espe- 
cially 'i.e.," 'e.g.," and 'ctc." In most 
kinds of writing, the English equivalent 
is now preferred to the Latin abbrevia- 
tion: 'that is" for 'ix." (note that 
a. I.c." docs not mean "for example"), 
'for example' for 'e.g.,' and 'and so 
on' for "etc.' Thcsc abbreviations a r e  
acceptable, however, within parent hescs. 

'Etc.' is frequently abused. Do not use 
it simply to avoid completing a series; 
its use, and that of its English equival- 
ent,  should be limited to lists whose 
logical extension is obvious or to  end a 
series that repeats only part of a list 
already quoted in its entirety. 

Never use "for examplc," "such as," or 
"e.g.' with "ctc." or "and s o  on." Such 
usage is redundant because these t e r n ~ s  
already imply an incomplete list. For 
example: 

Several crops. such as beuns, 
corn. wheal, and so on, had been 
grown in the aretr lor manj 
years. (incorrect) 
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Several crops, such as beans, 
corn, and wheat, had been grown 
in the urea Jor many years. 
(correct)  

110 not usc nbbreviations in a heading 
o r  in a table title. 

Keeping thest? principles in mind, use 
the  following guidelines when you have  
determined that  use o f  an abbreviation 
is warranted.  

In general, when a b b r e v i a t h g  a word 
or  words, capital ize as  in the  original 
word. Periods a r e  usually omitted in 
abbreviations except for abbreviations 
of states, months, proper names, Latin 
terms, university degrees, and in cases 
in which abbreviations might be con- 
fused with other words ("am.' and 
'am," 'no." and 'no'). Some examples: 

N E  J r  lb kg ha Y L  480 
A.1.D. H A .  a.m. el al. 

Omit periods a n d  spaces a f t e r  initials 
uscd a s  shortened names of government 
agencies (except 1 . 1 )  and other 
organized bodies; bcfore  using the  
abbreviation,  however, use t h e  con~ple tc  
name in  t h e  f i rs t  refcrencc and give 
the  shortened form in parentheses: 

Agency Jor International Develop- 
ment (A .1 .U . )  

US. Departmen1 o J Agricull ure 
(USDA) 

Although t h e  general rule is to wri te  
out  the  full name once, followed by the  
shortened form in parentheses, and 
thereaf ter  t o  use the  shortencd form, 
common sense and readability should 
tcrnpcr this practice. Abbreviations 
should be defined anew in each major 
scetion of t h e  report ( f ront  matter ,  
main body, and each appendix) o r  if  a 
subsequent reference appears some 
dis tance  from the  original referencc. 
T h e  shortencd form should only be  

rcpeatcd if  it will be uscd again soon 
a f t e r  this  reference. Unless the  name 
is repeated frequently and considcrablc 
space is conserved o r  monotony is 
avoided by using the  abbreviation, it is 
better to  use the  full name (or a shor- 
tencd form of the  name) of a:] organi- 
zat ion ra thcr  than risk con fusion. 

In general, use English translations of 
names of foreign ngencies or govern- 
ment bodies, even when the  abbrevi- 
ation is based on the  foreign name: 

Brazilian institute o J Geography 
and St ut istics ( IBGE) 

Use fiscal year  1980 or  FY 1980 but 
not FY80 or  FY '80. - 

Spell out the  term "United States '  
when using it as a noun; abbrevia te  i t  
when using it a s  an  adjective: 

Joreign policy oJ rhe United Stares 

U .S. Joreign policy 

Ccrpitalization. Capi tal ize the  words 
"governnlcnt" and 'federal" when refer-  
ring to the  U.S. Government or  spccifi- 
cally t o  another central  government. 
Also capital ize the  word 'state" when 
the  reference is t o  one o r  more of the  
50 states in t h e  United Siates. For 
example: 

Federal Governnlent 
the Governn~ent (a  speci f ic central 

government)  
Governmenl-owned lard 
Maryland Slate governnwnt 

but 

jederal jornl oJ governtncnt 
slarehood 

T h e  words 'national" and 'federally" a rc  
not capitalized even when the  refcrencc 
is t o  a specific central  government, and 
'state' is not capitalized in closed com- 
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pound words, even when the reference 
is to a particular state: 

nai ional custonw 
federal1 y funded 
stalewide policy 

Capitalize the word 'Mission' when 
referring to a USAID country field 
hlission. 

Capitalize references to A.I.D. project- 
related documents, such as Project 
Papers and Project Identification Docu- 
mcnts, and to  A.I.D. Policy Papers. 

Capitalize all words in subsection 
hcadings and titles of publications 
except prepositions and conjunctions of 
three letters or fewer and articles. 
Capitalize the word 'to' when part of 
an infinitive. 

Capitalize personal titles and position 
titles when they precede a proper 
name: 

Presideni Archibald McLean 
Mission Director Jenkins 

but do not capitalize position titles 
used alone or titles following names 
unless they indicate high distinction: 

George W'ashington. President of 
the United Stares 

Archihald McLean, president of 
Ontni, Inc. 

the Mission d irector 

Capitalize the words "table," 'figure,' 
or "appcndix" only when referring to a 
specific table, figure, or appendix: 

the third coluntn in Table 3 
Append iw C contains detailed 

in format ion. 

Note that although an abbreviation 
formed from the first lcttcr of each 
word in a term uses all capital letters, 

the first letter of each word in the 
tern1 itself is not ncccssarily capitnl- 
izcd. For cxample: 

GNI' but gross naiional product, 
not Gross National Prod uci 

5.1.2 Colons and Semicolons 

Colon. Use the colon to  introduce 
explanatory or sumnlarizilig material: 

h e  reporr has ihree parts: 
pro jecl goals, pro jecl impucls. 
and conclusions and recontrmn 
daiions. 

Note that items in a series following a 
colon are not automatically scparatcd 
by semicolons. Commas arc  uscd unless 
one or more of the items (except the 
last) contain internal punctuation. 

110 not use a colon to introduce a list 
that  is n complement or object of an 
elcnient in the introductory statement: 

The three cotrniries examined 
were: Egypt, Peru, and Jantaica. 
(incorrect) 

The three couniries exarttined 
were Egypt, Peru, and Jamaica. 
(correct) 

This rulc also applies to the use of 
colons before lists tha t  a re  broken out 
of text and placed on separate lincs 
(see also Section 4.5). Use a colon 
after the introductory statement only 
when it contains the words "as fol- 
lows," 'the following," or 'for cxamplc"; 
when the introductory statement is 
grammatically complete without the list 
that follows; or whcn the statement is 
followed by an illustrative example. 

Semicolon. Use the semicolon to sey- 
a ra tc  main clauses not joined by  a 
coordinating conjunction but too related 
in meaning to form separate scntenccs: 
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The Jirsi agriculiural center 
building was compleied; con- 
siruciion on the second had no1 
yei begun. 

Separate by a semicolon main clauscs 
joined by conjunctive adverbs such as 
'however,' 'consequently,' 'indeed,' 
'therefore.' or  'thus': 

The team wol:ld have liked lo 
visii each o f  the new schools; 
hnnlever, there was time to visii 
only a Jew schools in each area. 

If any elcrnent o f  a series other than 
the  last item contains internal  punctua- 
tion, use semicolons to  separate thc  
main elements, as  shown in the  follow- 
ing example: 

Members oJ the reant will read, 
wriie, and speak perJect English; 
will prepare correctly Jortnaiied 
reports w~iih no anthiguiiies or 
coniradiciions; and will cite com 
pletely all re Jerences, tables, and 
jigures. 

5.1.3 Commas 

Commas a r e  required in specific, fixed 
si tuations and in discretionary usage 
when their  absence might cause confu-  
sion. An example of the  latter: 

Out o j  20, 10 were re jecled 

Separa te  each member of a series by a 
comma, including t h e  one  preceding the  
conjunction, to  avoid ambiguity: 

Labor surpluses, shorrages o J 
ntachine parts, and land -holding 
paiierns inhibited ntechanizalion. 

[Jse a comma to separate a scrics of 
modifiers of  equal rank: 

Credii is now allocated lo small, 
rural, o / / - / a rm  industries. 

but d o  not use a comma when the  final 
modifier  forms a uni t  with the  noun 
rnodi fied: 

The project tried lo improve !he 
disirihuiion o / snrall-scale /arm 
muchiner y. 

Usc a comma to  d iv ide  two clauses with 
separa te  subjects and  prcdicatcs joined 
by a conjunction: 

H y  1981, 46 perceni oJ Jarmers 
were Jrtll or pariial ienanis, ntid 
22 perceni oJ ihe land area was 
/armed by ienanis. 

but d o  not use a cornnla to separate 
two clauses that  share  a subject: 

Mechanizarioti plays an increas- 
ingly irttporlanl role in rural 
siraicgy and i s  likely lo coriiinue 
lo do  so. 

Use a comma t o  separate an intro- 
ductory word, phrasc, o r  clause from 
the  rest of the  sentence: 

In all cases, growih in agricttl- 
tural prodttction declined in the 
1970s relative lo the 1960s. 

Nonrestrictive phrases and clauscs a rc  
those that  add to  the  meaning of a 
sentence but a r e  not essential to  its 
meaning. They arc  often introduced by 
t h e  relat ive pronoun 'which." Enclosc 
nonrestr ict ive phrases and clauses with 
commas. For examplc: 

The progrant was part O J  a coor- 
dinated donor e Jjori ,  n~hicit 
included the Inierttciiiotiol hlort- 
eiary Fund, io prottioie siruciural 
ad jusimettr . 

Restrictive phrases and clauscs arc  
those that a rc  essential to  the  rncaning 
of a sentence. They a r e  of ten  intro- 
duced by the  relat ive pronoun 'that." 
Do not cnclose restr ict ive phrases or  
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clauses with commas, and d o  not intro- 
duce them with the relative pronoun 
'which.' For example: 

The progranr became part of a 
coordinated donor e f jorr that 
promoted structural ad justrnent 
o f  the economy. 

IJsc commas in numbers of four o r  
more digits to  facilitate quick comprc- 
hension of the  magnitude involved: 

5.1.4 Dashes 

Typewritten manuscripts may contain 
two forms of dashes: the en dash (-)  
and the em dash (--). 

Ilsc the en dash as a hyphen in com- 
pound words and for word divisions a t  
the end of a line. 

Use an em dash to separate a subor- 
dinate explanatory or  emphatic phrase 
from the main part of the  sentence. In 
general, em dashes may be substituted 
for parentheses, but they can be con- 
fusing if overused. In typing the em 
dash for this use, leave no space before 
or a f t e r  it. For cxamplc: 

Their ability to pursue success- 
fully their economic development 
oh jectives irrespective o j sector 
orierttation--public or private--is 
lherehy hampered. 

An em dash followed by two spaces 
may also be uscd to set off items in a 
vertical list. I-Jowcver, this method of 
presentation should be used sparingly, 
if  at all, in short tcxt. For example: 

Inrernational cooperative princi- 
ples sripulate that a cooperative 
embrace the Jollowing practices: 

-- Orte person, one vote 
-- Control by rnen~hcrship 
-- Continuing ed ircation 

5.1.5 Ellipses 

Ilsc a series of three dots (...), an 
ellipsis, to indicate that words have 
been omitted within a quoted scntencc. 
If the  ellipsis closes the szntence, add 
a period (making four dots) before the 
closing quotation marks. Four dots arc  
also used to indicate thc omission of 
the first part of the next sentence 
within a quotation or of a whole sen- 
tcncc or paragraph. Ellipsis dots arc  
not customarily uscd to introduce a 
quotation bccause the existence of tcxt 
preceding ia quotation is generally 
assumed. For example: 

According to The Chicano Manual 
o /  St vle, "any on~ission of a word 
or phrase, line or paragraph. 
front within a qttored pussage 
mtrst be indicated by ellipsis 
points (dors) .... never hj~ aster- 
isks ...." 

5.1.6 Italics (Underlining) 

in most cases, italic type is not used in 
typewritten or word-processed material; 
instead, the  relevant word or words are 
underlined. Thus, in thc  following rules 
for use of italics, the  word "underline" 
has been substituted for "italicize.' 

Underline titles of books, panlphlcts, 
proceedings and collections, newspapers. 
magazines, and reports that are issucd 
separately. (Enclose the titles of arti- 
cles or sections of a publication in 
quotation marks.) For cxamplc: 

"Pertilizer Policy in Korea," in 
Journul o l  Rural Ilevelopnter~t, 
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Underline words to give them spccial 
emphasis: 

The technique was deceptively 
simple: the implemenling agency 
simply refused to acr like n 
patron. 

However, overuse of this kind of 
emphasis is distracting and negates its 
cf fect iveness. 

Underline individual words and phrases 
in a foreign language i f  they are likely 
to be unfan~i l ia r  to readers. An English 
translation in parcnthcscs should follow 
the first use of the foreign word. For 
example: 

Making the ad jttstnient from l i fe  
in the semi-arid altiplano (high- 
lands plateau) to l i fe in the 
tropical rain forest is d i  jficult. 

However, do  not undcrline foreign 
words that arc in  common use in 
English, such as the following: 

elan a priori de fac/o 
el al. ad hoc e x  post 

5.1.7 Parentheses and Brnckcts 

Parenrheses. Parentheses, 1 i k  e commas 
and dashes, may be used to set off  
amplifying, explanatory, or digrcssivc 
c lcn~cnts  in a sentence. When these 
elements are closely related to the rest 
of the sentence, use commas; for morc 
distantly related elements, use parcn- 
theses or dashes. Note the following 
examples: 

Per capita farm income (in cur- 
rent won / H']) rose from M193,000 
in 1963 to M'1.4 million in 1977. 

These three elenients const it ute 
the ngricultural and rural services 
(and surveillance) system. 

lJse paren thews to cnclosc nura bcrs or 
lcttcrs murking the parts of  o series: 

Since 1970, the Government has 
supported a dual price slruct rtre 
for three reasons: ( I )  to hold 
down urban consumer p rices, ( 2 )  
to provide production incentives, 
and ( 3 )  to minimize swings in 
grain prices. 

I f  a sentcncc frugmcnt enclosed i n  
parentheses ends a sentence, placc the 
period terminating the sentence ou tsidc 
the closing parenthesis: 

Data were collected dlrrit~g u 2- 
week period (during the in -cottn - 
try phase of the evaluation). 

I lowever, for a complete scntencc 
enclosed in parcnthcscs but not a part 
of another sentence, placc terminating 
punctuation inside the closing parenthe- 
sis: 

Production increased f rotn 1965 
to 1981. (Although rice self- 
sufficiency was only lentporary, 
Korea i s  now self-suf ficienl in 
barley because o j ionwed 
demand .) 

Unless there is a reasonable chance 
that the numbers may be confused, do  
not follow n written-out nunibcr with a 
figurc in parcnthcscs. This is a super- 
fluous usage that interferes with a 
flowing, readable text. 

Brackers. Use brockcts t o  enclose 
parentbctical nia2criul that is already 
within pnrcnthescs. as in thc followir~g 
example: 

Orhers argue that traditionul 
fornm of cooperntion (such as 
& /mutual credit societies] and 
la hor-savings activities) already 
exisled. 
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Use brackets to enclose editorial com- 
ments or  clarif ications in quoted 
material: 

"The evaluation team concen- 
trated on examining the RECs 
f regional ed ucation cenlers] and 
pilot rural schools." ('KECs' is 
retained but is defined in 
brackets.) 

"The evaluarion reant concen- 
trtcled on examining the [regional 
educarion centers] and pilot rtrral 
schools." ('RECs" is replaced 
with its full name in brackets.) 

Punctuation with brackets follows the 
rules for parentheses. 

5.1.8 Quotation Marks 

Enclose a direct  quotation of  f ive typed 
lines or f e w e r  in doublc quotation 
marks inside the sentence: 

According to The Chicano Manual 
o f  Stvle, copy editing "requires 
close airenlion lo  every detail in 
a manuscript ...." 

In ternal quota tion marks  within o 
quoted phrase are  always single quota- 
tion marks ('like this') never double. 

Indirect quotations d o  not require quo- 
tation marks: 

The Chicano Manual o /  Stvle 
stares that copy edilors should 
pay close attention to every 
detail o j  a manuscript. 

Indent five spaces from each margin 
and set off  from the  text quotations of 
more than f i ve  l ines.  Do not use quo- 
tation marks. For example: 

7'he Chicano Manual o f  S ~ v l e  is 
worrh quoring: 

Material set o j j  jronr the 
texl as a block quolation 
should not be enclosed in 
quotatiot,~ marks. Any 
q uored ntatler within a 
block quotalion should he 
enclosed in double quota- 
tion marks, even i j  the 
sotme quoled uses single 
marks. 

Place commas and periods within the 
closing quotation marks, whether they 
are  part of the quotation or not: 

W h e n  we jirsr arrived," he said 
with a wave of his hand lhar 
included all the area bejore us, 
"this was all jungle." 

Place f inal  punctuation o t l w  than 
commas and periods within the closing 
quotation marks only when it is part of 
the quoted material: 

The Bangladesh coutttry st lid y 
rejerred lo the r.ole o j  !he PL 
480 Title I progr~crm in enstiring 
"a  minimally adequate level o j  . 
jood consumption"': this goal 
seems to have been met. 

Place quotation marks before footnote 
numbers: 

His policies were intended to 
"rescue the shaky US. dollar."' 

Set o f f  in quotation marks words used 
in a special sense (use double quotation 
marks unless the word is within a 
phrase already in quotation marks) : 

The new settlement pattern is n 
great improven~etrl over the ear- 
lier. "piano key" seltlenlent 
design. 
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Place in quotation marks letters, num- 
bers, and words used as  'words": 

The confusion resulted from the 
use of the word "survey" for 
"study ." 

Spell out fractions standing d o n e  or 
followed by 'of," but use the fraction 
in a unit modifier: 

one-half of an inch 1/2-acre plol 

Spell out ordinal numbers lower than 
10th: 

5.2 Spelling 

This category includes not only the 
correct (or preferred) spelling of words 
but also the rules governing the use of 
figures or the spelled-out form of 
numbcrs. The standard guides for 
spelling and nicanirlg are Webstcr's 
Third New International Dictionarv 
(unabridged) and Wcbster's New Collcni- 
atc Dictionarv. If two or more spel- 
lings are  given for a word, the first 
listed spelling is to be used. 

5.2.1 Numbers 

Whether to use a figure or to spell out 
a number is often a vexatious problem. 
The guidelines below should clarify 
some of the difficulties. 

In general, spell out numbers under 10, 
except when they express units of timc, 
money, or measurement: 

six countries nine reports 

Always spell out numbers a t  the begin- 
ning of a sentence, but try to avoid 
opening a sentence with a number 
larger than 100: 

Fifteen schools were constructed. 

In 11 2 countries, .... 

Spell out round numbers and indefinite 
expressions: 

First Congress Third Stree! 
sixth century 

Use figures for cardinal numbers of 10 
or greater and for ordinal numbers of 
10th  or greater: 

19 goals 10 outputs 13,855 editors 

This is the 11th time he has 
re written the report. 

Use figures for units of time, money, 
or  nieasuren~ent, as in the following 
examples: 

- age: 6 years old 7-year-old 
girl 

-- mathematical expressions: mul- 
tiply the result by 5 

-- measurements: 7 hectares 
3 kilometers 8 by 12 inches 

-- percentages: 25 percent 
a 3-percent change (note also 
that the word "percent" is used, 
not the symbol "%") 

-- time: 6 hours 4 years 
8 p.m. (not 8:00 p.m.) 

Use figures for a series of four or 
more numbers, even if all the numbers 
are lowcr than 10: 

7'hc correct responses were 3, 5 ,  
7,  and 9. 

about one hundred dollars 

thousands o f  dollars 
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Use figures in a sentence for 2 related 
group of numbers if at least one of 
them is 10 or higher: 

Each of 15 major  commodities ( 9  
food and 6 non/ood) was pro- 
duced domestically. 

but 

Each of nine major  comntodities 
( j i v e  /ood and four nonjood) was 
produced dontestically. 

The use of figures does not affect the 
application of general rules for nonre- 
lated numerical expressions: 

Group interviews were conducted 
wi th s i x  to  eight parricipants in 
each area dur ing the 2 weeks the 
team was in  the f ie ld .  (not with 
6 t o  8 porticipanrs i n  each area 
dur ing the 2 weeks ....) 

Unless there is a reasonable chance 
that meaning niay be misconstrued, d o  
not interrupt the flow of text by fol- 
lowing a spelled-out number with a 
figure in parentheses. 

5.2.2 Plurals and Possessives 

Form plurals of capital letters, figures, 
and abbreviations of proper nouns using 
"s" alone, without an apostrophe, unless 
indicating possession: 

the 1960s the rhree Rs 
f ive YMCAs A.l.l).'s resources 

Form plurals using apostrophe and "s' 
for abbreviations with periods, lower- 
case letters, and other cases where "s' 
alone would be confusing: 

t o  J h s  in  the lorn1 o/  t 's 

'I'he formation of some plurals causes 
difficulty because of differing convcn- 
tions whcn forming plurals of words of 

foreign origin, especially Latin and 
Greek. Some words retain the foreign 
plural form, whereas others have been 
Anglicized. Some examples: 

alun~nus,  alumni 
unal ysis, analyses 
crisis, crises 
cri terion, cr i ter ia 
curricttlrtm, curr icula 
datum, da ta  
hypothesis, hypotheses 
minutia, minutiae 
parenthesis, parentheses 
phenomenon, phenomena 
radius, rad i i  
stimulrrs, s l imul i  
synopsis, synopses 

but 

appendix, appendixes 
f OCUS, j O C U S ~ S  

formula,  formulas 
foruni, f o r u n ~ s  
index,  indexes (indices in  mathe- 

ntatical usage) 

The posscssivc casc of singular nouns is 
formed by the addition of an apos- 
trophe and an 's'; the possessive of 
plural nouns ending in "so is formed by 
the addition of an apostrophe only. 
Notc that proper nouns ending i n  "s" 
follow the same rule requiring addition 
of an apostrophe and an "s' as d o  
other singular nouns. Some examples: 

Ross's report F I  DfiS's resy onse 
gir ls '  dresses 

5.2.3 Hyphenation of Conipound Words 

How to form compound words vies with 
the problem of whcn to spell out a 
number as the most convolutcd and 
vexatious sty1 istic convention. Hasical- 
ly, a compound word implies a meaning 
different from that conveyed by each 
word considered separately. Tempo- 
ra rily formed conipound words usually 
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require a hyphen; some other com- 
pounds require hyphens for clari ty or  
readabil i ty.  Some compounds have  been 
in common usage so  long that  they a re  
now writ ten a s  one word. Still other 
compound words that  appear  in their  
regular order and cause n o  ambiguity in 
sense o r  sound a re  written as  separate 
words in the  text. For example: 

training progrant costs 
high school student 

There  a rc  some general rules that  can 
provide guidance in the  formation of 
compound words. 

I. D o  not use a hyphen to separa te  
s t andard  prefixes ico, de,  re, non, 
pre, pro, sub, anti ,  inter, intra,  
macro, micro, over, semi, socio) or  
su f f ixes  (fold,  like, most, ward,  
wide, wise) f rom t h e  words they 
modify: 

ant icyclicul 
coaittltor 
cooperute 
clock wise ' 
/our/old 
interagency 
inrraniurul 
l i  jelike 
nation wide 

nonpro ject 
niacroeconomic 
micropolic): 
oversta f /ed 
prewar 
reinvenl 
semiarid 
socioeconomic 
subpro ject 

-- Exception: Hyphenate  to  avoid 
doubling u vowel or  tripling a con- 
sonan t  (except with prefixes of two  
o r  th ree  letters): 

ant i-in flat ionary 
bell- like 
brass-smith 
senti-ind epend en1 
preexisting 

-- Exception: l lyphcna tc  prefixes 
before proper nouns o r  numbers: 

non European 
un-American 
post-1918 

-- Exception: Hyphenate  t o  avoid 
ambiguity: 

re-create ( ra ther  than "recreate") 
re-cover ( ra ther  than "recover") 

-- Exception: I-lyphenate with the  
prefixes "all,' "ex," "quasi," and 
"self ": 

all-important 
ex-nta jor 
qrrasi-legal 
sel/-motivated 

2. Use a hyphen between words conl- 
bined to  form a t en~pora ry  unit 
modifier immediately preceding the  
word modified, particularly for com- 
pounds containing participles: 

drought -stricken are0 
lump-sum paynient 
French-speaking nation 
high-yielding varier y 
long-term pro jecl 
a 4 -percent increase 
US.-owned propert y 

-- Exception: Do not use a hyphcn 
when the  elements of the  unit mod- 
if ier  a r e  proper nouns, words i n  
quotation marks,  o r  foreign terms: 

Latin American courttries 
e x  post evaltrarion 
"good neighbor" policy 

-- Exception: Do not use a hyphen 
when the  f i rs t  word is  un adverb 
because adverbs  cannot modify 
nouns. (There  should be n o  confu- 
sion over modification because t h e  
adverb must modify the  following 
participle o r  adjective.) 170 r 
example: 

highly developed skills 
qttickly implentenred progrant 
closely guarded plan 
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3. Do not use a hyphen with a tem- 
porarily formed compound predicate 
adjective; in such cases modification 
is sufficicntly clear that  the  hyphen 
is not needed to  avoid ambiguity: 

The effect was far reaching. 
The area is drotrght stricken. 
The in~pacts were long term. 

4. A few compound words are  formed 
by using a virgule (/) instead of a 
hyphen. These compounds should be 
limited to  combinations of two nouns 
that represent d i f fe ren t  but equal 
functions, such as the following 
examples: 

programmer/analyst (plural: 
programnter/analysts) 

writer/editor ( plu ral: writer/ 
editors) 

5. In general, compound verbs are not 
hyphenated even when their related 
noun form is hyphenated or closed 
up, however, there a r e  exceptions, 
so they must be checked in a dic- 
tionary. Some examples: 

build up Jollow u p  
blue- pencil overrate 
carry on upgrade 
cross-brace 

13ven thc general rules for compound 
words provided above have many excep- 
tions. If in doubt, check the current 
U.S. Government Printing Off ice  Stvle 
hlanxal, which has a comprehensive list 
of compound words. A dictionary can 
also provide gu idance. 

5.2.4 Indefinite Articles 

Use "a" before words beginning with 
consonants, except words beginning 
with a silent 'h.' Also use "a' beforc 
words spelled with initial vowels but 
beginning with a consonant sound such 
as 'y' or Ow." Use "an" before words 

beginning with vowels and words bcgin- 
ning with silent "h.' Some examples: 

a Ettropenrt an A.I .D.  stttdy 
a historian an FCC ruling 
a union an how 
a one--sided task an initial 
a U.S. goal an order 

5.3 Usage 

5.3.1 Jargon 

'l'he proper usc of words should be a 
hallmark of A.I.D. publications. A 
misused word or part of speech dam- 
ages the  credibility of the document 
and confuses the reader. 

Whereas no one would argue with the 
necd to avoid misusing words, not 
every writer is sensitive t o  the  need to 
avoid jargon. Be wary of the latest 
catchword or jargon in your field. I n  
many cases, the jargon used effortlessly 
among people deeply involved in a 
specialized field can become ludicrous 
or tedious on paper. 

New words or expressions should bc 
used only when they def ine new con- 
cepts, and technical expressions should 
be used only when the precision they 
provide outweighs any con fusion they 
might cause. 

5.3.2 Personification 

Just as one may say "the Chair rec- 
ognizes the delcgatc from hlaryland," 
one may say 'A.I.11. will gather infor- 
mation." 'I'his is pcrsoni fication. I t  is 
not only accc*ptablc usage but almost 
unavoidable. Ilowcvcr, excrcisc cautiou 
i n  attr ibuting statements or findings to 
U.S. Government agencies; make clcar 
distinctions bctwecn what are  personal 
conclusions and what is Government 
policy. 
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5.3.3 Collective Nouns 

Collective nouns are  singular in form 
but refer to a group of objects, per- 
sons, or acts ( for  example, 'team," 
"staff,' 'jury,' 'committee,' 'army'). 
Whereas su bject-verb agreement for 
other nouns depends on whether the 
form of the subject is singular or 
plural, for collective nouns subject-verb 
agreement depends on meaning or in- 
tent. Collective nouns take a singular 
verb when the intent is to emphasize 
the group as a unit, but a plural verb 
when the emphasis is on the individuals 
of which the group is composed. No- 
tice the different emphasis in the two 
following examples: 

The s t a j j  (as a unit) was criti- 
cized /or its inappropriate con- 
cl usions. 

The s l a j j  (as individuals) have 
journeyed jrom all parts o j  fhe 
country to aftend the nieeting. 

To avoid any confusion as to intent, 
the word "men~bers' can often be added 
after the collective noun when the 
intent is to consider the individuals 
rather than the unit: 

The team nrenrhers prepare all 
impact evaluation reports, 

5.3.4 Frequently Misused Words and 
Expressi ons 

'I'he following list provides a brief 
trcatrncn t of somc commonly misused 
words and expressions and provides an 
explanation of their proper use. 

affect As a vcrb, 'affect" means 
effect 'to influence"; as a noun, 

i t  means "the subjective 
aspect of an emotion." 
As a verb, 'effect' means 
"to bring about"; as a 
noun, i t  rncans 'result." . 

a1 ternn te 
nlternative 

among 
between 

anticipate 
expect 

appraise 
apprise 

around 

'Alternate' means "first 
one and then the other.' 
'Alternative' means 'one 
without the otherw--one 
of two or more things or 
propositions to  be 
chosen. 

'Among" shows a relation 
of more than two people 
or objects. 'Between" 
refers to a relation of 
only two people or 
objects. 

In most cases this is an 
ambiguous or wordy sub- 
stitute for a simple "and" 
or =or: 

They provided frairrirrg 
in supervising jacilities 
and / o r  operat ions .  
(vague) 

They provided training 
in s14per vising jacilities 
and operations. (pre- 
cise) 

'To anticipate" is to 
preparc for or act in ad- 
vance on something. "To 
expect' an evcnt is to 
think that it will occur. 

"To appraise" is to set a 
value on something; "to 
apprise" is to inform. 

'Around" is often used 
mistakenly for "about." 

The delay will he oho~tr 
[not "around"J 2 weeks. 

'I'o avoid confusion, do 
not use 'as" to mean be- 
cause. Notice the ambi- 
guity of the following 
sen ten cc: 
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as 
like 

As the negotiations 
were nearing an end, 
sotm of the delegates 
remained in Zurich for 
t he weekend. 

When used to mean "re- 
sembling or similar to,' 
'as' is a conjunction and 
'like" is an adjective or 
preposition. 'As' pre- 
cedes phrases or clauses, 
whereas 'like' is uscd 
before nouns 'and pro- 
nouns. 

One ulas just like the 
or her. 

Ile acted as i f  he were 
the leader. 

as t o  'As to" is a clumsy con- 
as to struction for which a 
whether single preposition, usually 

"of' or 'about,' should 
be substituted. 

8SSUrC 
ensure 
insure 

IIe was uncerrairi abour 
lnot 'as to'] which 
word lo use. 

She could not decide 
whelher [not "as to 
whether"] to go or lo 
stay. 

"Assure" means 'to con- 
firm, convince, or remove 
doubt.' Although both 
"ensure' and "insure" 
mean 'to makc certain, 
to guarantee,' "ensure" is 
preferable in this sense 
because 'insurc' has tak- 
en on the special mean- 
ing 'to guarantee l ife or 
property against risk.' 

We were assured ade 
qltate transportalion lo 
the site. 

believe 
f ccl 

bcsi de 
besides 

both 

They esruhlished prow - 

dures to ensrtre the 
quality of the report. 

The loan was Jullj~ 
insured. 

'nelieve' implies thought; 
"feel' imp1 ics emotion. 
IJnless emotion rather 
than thought is intended, 
use 'bclicve.' not "feel." 

Do not con fuse "beside," 
which means "by the side 
of," with "besidcs," which 
means " i n  addition to." 

Besides his orher dit 
ties, he was expected 
to ren~ain beside the 
road to oversee re- 
pairs. 

'Bctwccn' is used to 
compare one thing "and" 
another, not one thing 
'or' another. 

They had to choose 
bet ween revie wing otie 
pro jecr thorougtily ond 
[not "or" 1 reviewitrg 
several projecls super 
f iciully. 

"Uctwccn" should not bc 
used as a substitute for 
'from." 

The pro jeer review will 
take jroni lnot "bc- 
tween"] 2 lo 4 weeks. 

'Both' is often uscd un- 
necessarily. I f  its use is 
required for clarity, i t  
should be placed as close 
as possible to thc  tcrnis 
i t  encompasses to  avoid 
confusion such as the 
following: 
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We will be both con- 
tacting in fcrtnants by 
phone and by letter. 
(incorrect) 

We will be contacting 
in formants by both 
phone and letter. 

comparc 60 'Compare to" is used to  
comparc with point out resemblances 
con trnst between objects of d i f -  

ferent orders. 'Compare 
with" is used to point 
out differences and simi- 
larities between objects 
of the samc order or 
class. 'Contrast' is al- 
ways used to point out 
d i f fcrences. 

Chaucer compared li je 
lo a pilgriniage. 

We compared the old 
settlement pattern with 
the new one. 

He contrasted lile in 
the highlands with l i f e  
in the tropics. 

compose The whole is composed 
comprise of or comprises its parts; 
const i tute  the parts constitute thc 

whole. The parts may 
constitute the whole, but 
the parts may never 
comprise the whole and 
the whole is never com- 
prised of its parts. Con- 
ceptua l ly ,  'comprise' 
means the same as "in- 
cludes all the parts of.' 

The report is cornposed 
[not 'compriscd'j of  
jive sections. 

The report comprises 
jive sect ions. 

continual 
continuous 

d i f ferent  
than 

disinterested 
unin tcrested 

duc t o  

7'hese jive sections 
constitute (not 'coni- 
prise'j the report. 

'Continual' means 'fre- 
quently, c!oscly repeated, 
or continuing at intcr- 
vals"; "continuous" means 
"continuing without in- 
t e r ~  aption." 

Writing well rey rtires 
continual praclice. 

The watch ran contin 
uously until its spring 
wound down. 

The word 'data" is thc 
plural form of the singu- 
lar noun "datum" and 
therefore always takes a 
plural vcrb. Data arc. 
Data were. Data have 
been. 

'I'he preferred form is 
'different from." 

Our presentalion was 
dif jerent from [not 
'thannj theirs. 

'Disinterested" nieans 
"unbiased, impartial." 
'Uninterested" means 
"not interested, indif- 
ferent." 

M% tried to n~aintain m 
disinterested approach 
to the project review. 

They were uninterested 
in the results. 

An exccllcnt rule of 
thumb in determining 
when 'duc to' (synony- 
mous with "attributable 
to') may be properly 
used is that it should be 
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immed iately preceded by 
a linking verb such as 
'be," "become,' 'appear,' 
or 'secm." If it is not, 
the construction is in- 
correct and 'because of,' 
'on account of,' or 
'through" should be sub- 
stituted. 

He was exhausted he-- 
cause oJ [not 'due to"] 
overwork. 

His exhartst ion ~ l a s  due 
to overwork. 

endemic 'Endcmic' means prev- 
epidenlic alent in a given area or 

society; 'epidemic' means 
spreading rapidly through 
a population or area. 

etc. 

fewer 
less 

'I3t cetera" is a Latin 
expression meaning 'and 
so on.' Although 'and 
so on' is preferable tc 
'etc.,' both terms should 
be used as little as pos- 
sible in formal writing. 
Their use should be lim- 
itcd to a clearly undcr- 
stood extension of a set 
of things or activities or 
to indicate the repetition 
of a series already enu- 
merated. "Etc.' is re- 
dundant at the end of a 
list introduced by 'such 
as" or 'for cxamplc.' 

'Fewer' applies to num- 
bcrs or things that can 
bc counted. 'Less" ap- 
plies to mass or  quantity. 

We had jewer prohlems 
this lime, so the proj- 
ect required less time 
lo complele. 

hc/shc An entirely satisfactory 
hc or she solution has not yet been 
they found to the problem of 

gender bias in the use of 
pronouns. Of the solu- 
tions available, the least 
disruptive to the flow of 
text is to  recast singular 
pronouns as plurals. 
When that is not appro- 
priate, the 'she or he," 
'his or her,' and 'her or 
him" constructions arc 
more natural and read- 
able than those using a 
virgule (/). 

An eniployer shorrld ol 
ways be sensitive to 
h i s /he r  eniplo yees' 
/eelings. (awkward, but 
preferable to using 
'his' alone) 

Employers shorrld al-- 
ways he sensitive to 
 heir enlployees' /eel - 

ings. (better) 

Do not attempt to evade 
the problem by using a 
plural pronoun to rcfcr 
to a singular noun. Us- 
ing an incorrect gram- 
matical construction is 
obviously not an accept- 
able solution to the 
problem of gender bias. 

Each author nitrst st& 
mil a glossary with 
their report. (incor- 
rect) 

Each artthor nirrst sub 
mi! o glossary wirh his 
or her report. (bcttcr) 

Autliors nittst submit tr 

glossary with t heir 
report. (better) 
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hopefully 'Hope full y"  and "impor- 
importantly tantly" are adverbs and 

as such can modify only 
verbs, adjectives, or 
other adverbs. They are 
frequently uscd incor- 
rectly, making the gram- 
matical meaning different 
from the intcndcd mcan- 
ing because of the rule 
of adverb modification. 
"llopejully the pro jeci 
will coniinue" means that 
the project will continue 
in a hopcful rnanncr, not 
that the author hopes 
that the project will 
continue. 

impact 

in 
into 

It is correct to  use 
'impact' as a noun ("to 
have an impact on" 
sonlething), but it is 
prcfcrablc not to  usc 
'impact' as a verb (" io  
intpact on" sonteining). 
Thc use of 'impact" as a 
verb to mean "affect' or 
"influence' is bureaucrat- 
ic jargon and should bc 
avoided by substituting 
the word "affect," 'in flu- 
ence," or "change.' 

They want to deter 
mine whai impacts the 
results. (incorrect) 

They wani to  deter- 
mine whai af fecis  the 
results. (correct) 

"In' implies position or 
condition. 'Into" iniplies 
movemcnt to the interior 
of something. 

This report is divided 
in [not 'into"] lwo 
parts. 

The jurnters ure e x  
panding their farnts 
inio new fields. 

in order to 'I'his phrasc is often just 
deadwood and should not 
be used except to avoid 
confusion in modification. 

They esirrblished o 
conimittce of senior 
Governnleni of jicials in 
order io plan the use 
of 7'itle I sales pro 
ceeds. (wordy) 

They esia blished ( I  

coniniiliee of senior 
Governnleni o j f icinls to 
plan (he ttse o f  Title I 
sales proceeds. (better) 

-i ze Do not create new words 
by adding the suffix ". " 

I i.e. Words such as 
"projectizc," "ind igcnizc," 
and 'operationalize" arc 
distracting to readers. 
Even words that have 
become commonplace in 
academic or bureaucratic 
speech, such as 'finalize" 
and "prioritize," should 
be avoided and replaced 
by "complete" or "rank.' 

more 'More importantly" is an 
importantly adverbial phrase that is 

often uscd incorrectly. 
In almost all cases the 
correct phrasc is "more 
important," with the 
implicd meaning bcing 
'what is more impor- 
tan t. ....' 

nuniber is When preceded by "the," 
number arc  the word "number" takcs 

3 singular verb; when 
preceded by 'a,' it takcs 
a plural vcrb. 
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on 
upon 

The number o l  com- 
pleted reports is small. 

A nuniher of reporis 
are incontplele. 

Avoid using "upon"; "on" 
is usually sufficient and 
marc precise. 

The decision depends 
on [not 'upon"] our 
Jind ings. 

percent 'Percent" means "number 
percentage of units out of each 

hundred" and follows a 
number. Except to con- 
serve space in a table, 
thc word 'percent' is 
used, not the symbol "YO.' 
'Percen tage' means 'a 
portion, a fraction" and 
is used when a precise 
amount is not indicated. 

7 percenr of firms 

a large percentage of 
firms 

presently Thc use of "presently" 
should be limited to its 
meaning of 'in a short 
time, soon.' To  avoid 
confusion, it should not 
be used to mean 'cur- 
ren tly" or 'now.' 

shall 
will 

In  general usage, 'will" 
has become the prcvail- 
ing form in most i n -  
stances to indicate future 
tense. 'Shall" is gencr- 
ally limited to emphatic 
future forms and inter- 
rogat i vcs. 

I will go to Gualentala 
aJrer I return Jront 
Ilonduras. 

You shall go ro I/on 
durm tomorrow. (cm- 
yhatic) 

Shall I go lo Iionduras 
tomorrow? (interrog- 
ative) 

since The core meaning of this 
conjunction relates to 
time. '1'0 avoid confu- 
sion, its use should bc 
reserved for such mean- 
ing. It should not bc 
used to mean 'because." 

Sirice her trip ro Sun 
Julion, she has nor 
rer tcrned to llolivia. 

Because [not 'since"] 
she was 16, she wus 
able ro get her license. 

systematic 'Systematic' means "re- 
systemic lating to or consisting of 

a system, or methodical 
in procedure." 'System- 
ic" means "affecting an 
entire organism or or- 
ganization.' 

that  'That" introduces restric- 
which tive clauses (clauses es- 

sential to the mcanirrg of 
a sentence). 'Which' in -  
troduces nonrestrictivc 
clauscs (cl auscs that 
merely supplement in for- 
mation in a sentence). 
Nonrestrictive clauscs 
should be set off  from 
the sentence by commas. 

The reporr r h ~ t  wc re 
ceived veslerday ~vas 
due lasr F'ridoy. 

The report, which trus 
severd sections, is dttc 
next Friday. 
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thusly  

u tili z e  

w h e n  a n d  if  

w h o  
whom 

'l'husly" is an inipropcr 
form of the  word "thus.' 

l 'herc  is l i t t le  justifi- 
cation for the  use of the  
a\!? ward word 'u t  i l  izc" 
wi . , . ,~  'use' is intended; 
'utilization' should also 
be avoided. 

l l se  onc  o r  the  other hut 
not both. 'When" implies 
grcatcr  cer t i tude  than 
docs 'if." 

"While" means 'during 
the  t ime that.' It should 
not be used to mean 
'and," "whcreas," or "al- 
though" because the  rc- 
sult is of ten  confusing, 
as  thcsc examples deni- 
onstrate: 

I was born in the 
IJnired Stares while ni y 
morher was born i n  
England. (confusing) 

The reporr is being 
ryped roday while ir is 
due ronrorrow. (con fus- 
ing) 

"Who" and i ts  compound 
forms a r e  used as the  
subject of  a sentence; 
"whom" and its com- 
pounds a r e  used as the  
complcment of a verb or  
the  object of  a prepo- 
sition. 

Give rhe reporr lo 
whonrever you wish. 

Who is lhe leunt 
leuder.? 

Whoever did no( re. 
ceive the memo sholtld 
he excused. 
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A.I.D. Project Impact Evaluation No. 64 

Malawi: Bunda Agricultural College 
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U.S. Agency f i r  International Development (AID) Washington, D.C. 20523 

When Ma law i  became i n d e p e n d e n t  i n  1964, few o f  i t s  c i t i z e n s  
had advanced t r a i n i n g  i n  a g r i c u l t u r a l  s c i e n c e s  and mos t  s e n i o r  
management p o s i t i o n s  i n  a g r i c u l t u r e  were h e l d  b y  e x p a t r i a t e s .  
To t r a i n  t h e  manpower needed t o  s u p p o r t  a g r i c u l t u r a l  g row th ,  t h e  
Government o f  Ma lawi  e s t a b l i s h e d  Bunda A g r i c u l t u r a l  C o l l e g e  
w i t h i n  t h e  U n i v e r s i t y  o f  Malawi .  B e g i n n i n g  i n  1966, A.I.D. 
p r o v i d e d  two g r a n t s  t o t a l i n g  U.S. $6.8 m i l l i o n  t o  a s s i s t  w i t h  
t h e  c o n s t r u c t i o n  and s t a f f i n g  o f  t h e  Bunda C o l l e g e  campus n e a r ,  
L i  1  ongwe. 

S i n c e  1969, Bunda has g r a n t e d  861 d i p l o m a  deg rees  and 300 
B. S. degrees ,  o r  a p p r o x i m a t e l y  o n e - q u a r t e r  o f  a1 1 deg rees  
g r a n t e d  by  t h e  f o u r  c o n s t i t u e n t  c o l l e s e s  o f  t h e  U n i v e r s i t y  o f  
Ma lawi .  Bunda's  g r a d u a t e s  have r e a d i l y  f o u n d  j o b s  i n  t h e  
a g r i c u l t u r e  and e d u c a t i o n  s e c t o r s  and n e a r l y  a l l  e x p a t r i a t e s  
h::ve now been r e p l a c e d .  I n t e r v i e w s  w i t h  Bunda g r a d u a t e s  and 
w i t h  e m p l o y e r s  o f  Bunda g r a d u a t e s  showed t h a t  mos t  h e l d  h i g h l y  
p o s t  t i v e  v i e w s  a b o u t  t h e  r e l e v a n c e  and qua1 S t y  o f  t h e  e d u c a t i o n  
p rog ram a t  Bunda. 

Bunda C o l l e g e  has f u 1 f : l l e d  i t s  p r i m a r y  m i s s i o n  as  a  
t e a c h i n g  i n s t i t u t i o n ,  b u t  c o n d i t i o n s  w i t h i n  Ma law i  and Bunda 
C o l l e g e  a r e  chang ing .  C u r r e n t  manpower p r o j e c t i o n s  show a  
d e c l i n i n g  demand f o r  t r a i n e d  a g r i c u l t u r a l  i s t s .  Ye t  Bunda ' s  
f a c u l t y  r e m a i n s  a l m o s t  e x c l u s i v e l y  f o c u s e d  on t e a c h i n g  and 
u n i n v o l v e d  i n  t h e  M i n i s t r y  o f  A g r i c u l  t u r e l s  n a t i o n a l  r e s e a r c h  
program, w h i c h  needs t h e i r  h e l p .  M a j o r  i n s t i t u t i o n a l  
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Medio Mearim 
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Paraiba 
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Pernambuco 
Bezerros 
Santa Maria 
de Boa Vista 
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Sao Francisco 
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Note: na = not available. 

a~losed in 1984. 

Source: COBAL (Brazilian Food Company). 
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= ~ e a t h s  of i n f a n t s  aged 0-12 months per  1,000 l i v e  b i r t h s .  

d ~ i e t  s a t i s f y i n g  Food and A g r i c u l t u r e  Organization/World Hea l th  O r g a n i z a t i o n  
low-calorie requirements .  

e ~ o p u l a t i o n  of homes wi th  any s a n i t a r y  dev i ce  (e ,g . ,  l a t r i n e ,  s e p t i c  t a n k )  
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Y- 



-.eakdown of U.S. A s s i s t a n c e  t o  t h e  S i x  S tudy  Coun t r i e s ,  1963-1984 
( i n  thousands o f  c o n s t a n t  1983 d o l l a r s )  

and Subsec tor  T o t a l  percen tagea  CameKOon Kenya N i g e r i a  Malawi Senega l  Tanzania  

A .I .D. P r o j e c t  and 
Program A s s i s t a n c e  2,407,690 

A g r i c u l t u r e  
Crop Produc t ion  
S to rage  & Proces s ing  
I n p u t  supply 
C r e d i t  
Research 
Extens ion  
Educat ion & Tra in ing  
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Marketing 
Lives tock  
F o r e s t r y  
F i s h e r i e s  

R u r a l  Development 517,758 
In£ r a s t r u c t u r e  308,735 
Heal th  & Popu la t i on  84,845 
Educat ion 6,547 
Water Supply 6,988 
Community Development 41,748 

Other  985,641 

Food Aid 835,984 

Other  Economic Ass i s t ance  411,753 

T o t a l  

> Note: F igu re s  do n o t  i nc lude  m i l i t a r y  a s s i s t a n c e .  
- - a ~ a l c u l a t e d  f o r  p r o j e c t  and program a s s i s t a n c e  only.  

Source: A.I.D., ' P ro j ec t  Ass i s t ance  and A c t i v i t i e s  by Country and Techn ica l  F i e l d :  A.I.D. Dollar-Financed 
Costs. ( v a r i o u s  y e a r s ) .  


