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Purpose

We use and enforce the policies documented here to supplement existing guidelines and mandates that we must follow to author, format, and produce the fiscal year (FY) 2012 Performance and Accountability Report (PAR) sections:  the Management’s Discussion and Analysis (MD&A) and the Performance Section, produced by the Strategic Services Staff (SSS).
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Authoring Rules

Acronyms Rule:  Acronyms should be created when the first use of the word appears under each major section.  The acronym should be used immediately after the word and throughout the remainder of the major section.

Note: The rule above should be repeated following each major heading (Heading 2) within the document.  For example, Overview of the Social Security Administration and Overview of Our FY 2011 Goals and Results in the MD&A section and Agency Performance in the Performance section.  

Examples:

· Annual Performance Plan (APP)

· Annual Strategic Plan (ASP)
· Disability Determination Service (DDS) 
· Fiscal Year (FY) - when it is associated with a year (e.g. FY 2012), and when used in a title (e.g. Overview of Our FY 2011 Goals and Results).
CAUTION: FY should be spelled out in a sentence, when no numeric year follows (e.g. We improved our performance by the end of the fiscal year.)

· FY 2012 Performance and Accountability Report (PAR)

· Supplemental Security Income (SSI)

See QUICC Handbook, Writing Tips section, Word Choice subsection, item 21. Acronyms and abbreviations  at http://quicc.ssahost.ba.ssa.gov/QUICCStationeryTemplates/QUICC_Handbook_November_2010.docx
See also Citing Titles, Reports or Sections Rule
Bulleted List Rule: Insert colons after the last word before bulleted lists, follow each bullet with a semi-colon (;), and on the second to last bullet insert “and” after the semi-colon (; and).  The last bulleted item is followed by a period (.).

Example:

The following is a bulleted list:

· Item 1;

· Item 2; and

· Item 3.

Capitalization Rules:  See QUICC Handbook, Writing Tips section, Sentence Structure and Punctuation subsection, item 10. Capitalization at http://quicc.ssahost.ba.ssa.gov/QUICCStationeryTemplates/QUICC_Handbook_November_2010.docx
If capitalizing within Headers, do not capitalize definite or indefinite articles (e.g. the, a, an) and prepositions (e.g. of, for, from)
Citing an Act Rule:  The acronym and Act short name must contain no italics.  
· If the ACT is part of a header, no italics.  
· If the ACT is named in the body/narrative, italicize the full name but not the acronym.

· Examples:  Government Performance and Results Act of 1993 (GPRA), 
GPRA Modernization, 

· The GPRA Rule: Refer to the new (2010) legislation as, Government Performance and Results Modernization Act (GPRMA) of 2010.  

Citing Titles, Reports or Sections Rule: Italicize proper names of major reports, laws and OMB circulars.
· Italicize published document names cited in the document. (e.g. For more information, please refer to our Agency Strategic Plan for FYs 2013 – 2018.) 

CAUTION:  Be careful not to italicize the punctuation following the citation.

IMPORTANT NOTE ABOUT PREFERENCE:  OFPO stated that the 9th Floor prefers that in titles, we do not acronym and use the acronym in a subsequent proper title.  We must italicize specific report names (Annual Performance Plan for FY 2013) and spell out ASP, APP when it has the associated fiscal years as a title of a specific document.  Example:
	Use this…
	but NOT this…

	Agency Strategic Plan for FYs 2013 – 2018
	ASP for FYs 2013 – 2018

	Annual Performance Plan (APP)
	APP for FY 2013


· Italicize headings cited in the document. (e.g. For more information, please refer to our How We Ensure Our Data Quality section on page 48.)
Colon Rule:  Colons are generally not underlined or bolded.
· Insert colons after the last word before bulleted lists.
· Two spaces always follow a colon when additional words follow on the same line.
Computations Rule:  Document any computations we perform and save to SharePoint. 

· Use the Percentage Calculator at 

· Use the Percentage Change Calculator at http://www.percent-change.com/index.php?y1=1002&y2=1050 

Percentage change from one number to another number is determined by dividing the difference of the two numbers by the original number.  The result is the percentage, expressed either as an increase or decrease.

Formula:  ((y2 - y1) / y1)*100 = percentage change. 

Where y1 = original number and y2 = new number
· Also use http://www.csgnetwork.com/percentchangecalc.html -

Dash (-) and Long-Dash (--) Rules (AKA Hyphen Rule):  Know the spacing and use rules based on the following options:
· If a word is a hyphenated word or compound word, there is no space before or after the dash (e.g. out-of-date; Old-Age).  
To keep the words together use CTRL + SHIFT + DashKey, or if at the end of a line, use SHIFT + ENTER at the beginning of the word to keep all words on the same subsequent line.
· If a hyphen is between a group of words to add additional emphasis use space + long dash + space. (e.g. Some individuals – not me – often use the double dash for emphasis.)

· If a hyphen is used in between a header\word and definition use space + long dash + space. (e.g. Social Security – a government program designed as a financial safety net.)

· See QUICC Handbook, Writing Tips section, Sentence Structure and Punctuation subsection, item 9. Hyphens at http://quicc.ssahost.ba.ssa.gov/QUICCStationeryTemplates/QUICC_Handbook_November_2010.docx
· To create the long dash (AKA En Dash) 

Use dash dash (--) once you hit the space bar MSWord will change the character if you have the conversion set up in your AutoCorrect; or

· Use the menu Insert tab, select Symbol, select More Symbols, select the Special Characters tab, select En Dash; or 
· Use Control + Dash (you must use the dash on the num pad)​.
Do not use the Em Dash character; use the En Dash.
Decimal Rule – see Zero Rule
Fiscal Year (FY) Rules:  How to use fiscal year and FY.

· When fiscal year is associated with a year, make sure the year is a 4-digit year not a 2‑digit year (e.g. FY 2012).

· When fiscal year is associated with a year (e.g. FY 2012), and when used in a title (e.g. Overview of Our FY 2011 Goals and Results), you can use the acronym.
· Fiscal year should be spelled out in a sentence, when no numeric year follows 
Example:  We improved our performance by the end of the fiscal year.
      NOT:  We improved our performance by the end of the FY.
Notes Rule:  To be consistent throughout the document SSS will add notes to paragraphs as Note: = Times Roman 10 pt, Bold, no underline.  CAUTION:  OFPO has a separate rule for table notes (8 pt)
Numbers Rule:  Leave no number dangling (orphaned) at the end of a line.  All numbers must be associated with text.

· Use CTRL + SHIFT + SpaceBar 
· Examples:  (FY 2011) or (35 vehicles).

Orphan Rule (AKA Hanger Rule):  A single word after a period at the end of line is an orphan.  Associate (tie) the first two words of a sentence together so that they fall at the beginning of the next line.


Example:  


Orphan

This is a sentence where the end of the sentence ends just before the line end.  A new sentence starts, but a single word is left orphaned.


Orphan corrected

This is a sentence where the end of the sentence ends just before the line end.  A new sentence starts, but a single word is left orphaned.

A single word on a line by itself is not an orphan needing correction.

See also the Numbers Rule for orphaned numbers.
Supersedes Rule:  When another component (e.g. OFPO, front office) recommends a change to the text, defer to component SME.  Component owner supersedes all but the 9th Floor.  Clarify with lead component any conflicting information.  Sometimes a change in wording can change the intent of the idea.
Follow the General Order of Authority, from most to least authority:
1. OMB Circular A-11 – current fiscal year guidance

2. OMB Circular A-136 – current fiscal year guidance

3. Government Performance and Results Modernization Act 

4. OFPO Formatting Guidelines – current fiscal year
5. COSS\DCOSS\PIO\9th Floor

6. Plain Writing Act of 2010, Plain Language.gov,  GPO Style Manual, 
7. QUICC Handbook,

8. DCQP – DC, ADC, Director, dPIO
9. Initiative Owner – DC (formal),  SME (informal)
10. SSS
Tag (Label) Rule:  
The first 3 Labels that follow under each performance measure (in the Performance Section): 

FY 2012 Target:

Not Bold

Performance:

Not Bold

Target Achieved:
Not Bold

Format the data as follows: 

· Font:
Times New Roman 10pt, Bold (Include the colon (:) in the Bold)
· Paragraph:

Left Indentation  - 2.0” (If it is a long line of text use 1.5” left and 0.5” right indent)

Special: Hanging - 1.5” (if the there are two lines)

Spacing - (before and after) – 0 pt

Line spacing – Exactly At 12 pt 

The subsequent Tags\Labels that follow under each performance measure (in the Performance Section), e.g. Discussion, Data Definition, Data Source, Trend, etc.:

Format the data as follows:

Font: should be set to Times Roman 10pt, Italics, and underline.  Do not italicize or underline the colon (:). 
Examples:

Discussion: Times New Roman 10pt, Italics,
Data Definition:  Times New Roman 10pt, Italics,
Data Source:  Times New Roman 10pt, Italics,
Trend: Times New Roman 10pt, Italics,

For performance measures (PM) that do not meet the planned target, an additional tag must be added with information provided by the component on their plans for improving performance.  Do not italicize or underline the colon (:). 

Example:

Plan for Improving Performance:  Times Roman 10pt, Italics,
For PMs that support Priority Goals (PG), italicize the tag.  Do not italicize the name of the goal. Use Times Roman 10pt.  Do not italicize or underline the colon (:). 

Example:

Supports Priority Goal:  Issue more decisions for people who file for disability.

Tag (Answering) Rule

In the MD&A Performance-AT-A-Glance and in the Performance Section, the three lines that follow the PM#, we answer

Target Achieved:  Yes (or) No
In the Performance section, in the PM tables, we will answer

Target Met:  Met (or) Not met

Zero Rule
Use zeros:

· with decimal places to match length for alignment or comparisons; 

· when a decimal stands alone (e.g., 0.1 percent); and 

· with mixed units (when in doubt default to matching length).

You will notice OFPO uses the lead zero (0.1) and extra zero (.X0) for alignment and comparison purposes.

This rule is the one exception to our consistency throughout the document rule.

	Zero after Decimal Example - Alignment: 

	FY 2012 
	FY 2011 
	% Change 

	OASI 

	Benefit Payments 
	$630,841 
	$593,047 
	6.4% 

	Average Benefit Payment (per month) 
	$1,170.42 
	$1,118.46 
	4.6% 

	Number of Beneficiaries 
	45.6 
	44.6 
	2.2% 

	DI 

	Benefit Payments 
	$135,454 
	$127,471 
	6.3% 

	Average Benefit Payment (per month) 
	$964.30 
	$926.92 
	4.0% 

	Number of Beneficiaries 
	10.8 
	10.5 
	2.9% 

	SSI

	Benefit Payments 
	$44,182 
	$49,041 
	-9.9% 

	Monthly Maximum Benefit Amount 
	$698.00 
	$674.00 
	3.6% 

	Number of Beneficiaries 
	8.2 
	8.1 
	1.2% 


Zero after Decimal Examples – Comparison:

The FY 2011 use of administrative resources by program was 28.4 percent for the OASI program, 24.2 percent for the DI program, 31.0 percent for the SSI program, and 16.4 percent for Other.
Zero after Decimal Examples – Comparison (continued):

	Fiscal Year
	2008
	2009
	2010
	2011
	2012

	Performance
	2.03%
	2.02%
	1.99%
	1.99%
	1.99%

	Target
	N/A
	N/A
	N/A
	N/A
	2.00%

	Target Met
	N/A
	N/A
	N/A
	N/A
	Not met


Zero before Decimal Example - decimal stands alone

Federal SSI expenditures expressed as a percentage of Gross Domestic Product (GDP) were 0.32 percent in 2011.  We project expenditures as a percentage of GDP will increase to 0.33 percent in 2012, remain essentially level through 2014, and decline thereafter to 0.25 percent of GDP by 2036.
Citations

According to the GPO Style guide, http://www.gpo.gov/fdsys/pkg/GPO-STYLEMANUAL-2008/pdf/GPO-STYLEMANUAL-2008.pdf, it depends (#8.109, 12.9d, 12.9l, or 13.64) :

· To separate integers from decimals in a single expression

· 13.75 person 
0.08 mile
$3.50

· Decimal points are aligned except in columns containing number that refer to mixed units

· Percentage

· 12 percent 

25.5 percent

0.5 percent

· Down-rule style (#13.3)

· 45.5

9.6

49

· Decimal point are aligned except in columns containing numbers that refer to mixed units (#13.64)

According to the Gregg reference manual concerning “Decimals.” it depends (#443, 1627, 1629, 16630, and 1632):

· When a decimal stands alone insert a zero before the decimal point.  The zero keeps the reader from overlooking the decimal point

· 0.55 inch or $0.9 billion

· Ordinarily drop the zero at the end of a decimal  

· However, retain the zero if you wish to emphasize that the decimal is an exact number or if the decimal has been rounded from a longer figure

· In a column of figures add zeros to the end of a decimal in order to make the number as long as other numbers in the column

· 14.10

11.40

· 15.02

11.40

· Do not begin a sentence with a decimal figure

· The temperature was 63.7. 

MS Word and SharePoint
File Integrity – only one (1) working draft of each section should exist in the Sharepoint Site under Drafts.  The author must check out the file from SharePoint for editing and check in the file by the end of the day or when they have completed changes (whichever is earliest).  This will cause the file to lock so that others cannot attempt to work on the file.  

File Check In - When checking in files, make sure to annotate a description of the work that was accomplished in case we need to back out of any changes.
File Saving – use PAR Naming Conventions for Drafts and Archives.  Save early and often.
Naming Conventions should be as follows for draft section.  Examples:

· Drafts directory examples:

· MDA – Working Draft

· Performance – Working Draft

· Archives directory – Perform a Save As, remove the word “working” and append the date the draft was last updated.  Examples:
· MDA – Draft 05.15.2012 (or current date)

· MDA – Draft 03.12.2012

· Performance – Draft 05.15.12

· Performance – Draft 03.12.12

Changes to OFPO Formatting Guidelines
No color coded tables (red, yellow, and green), even though OFPO’s shell contains color coding for the Target Met cells for Met, Not met, but improved, and Not met -- the colors are not stop-light colors (i.e. red looks pink and green looks mint), the multiple cell colors is very distracting.  In addition, at the end of the cycle (late Oct), we are concerned that as data comes in and is updated quickly, that the language gets updated but the color does not.  A simplified approach will prevent misprints.
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Discussion: We endedFY 2011 short of our hearings completion target. We missed the 815,000 target by
19,576 hearings. We attribute this shortfall to a mumber of factors including

Higher thannommal atirition of administrativelaw judges (ALI): We historically lose only 60 ALs in
ayear,butin FY 2011 we lost 97 ALJs. We hired additional ALJs to replace ourlosses, but we need
totrainthe new ALTs before they will be ableto handle the same amount of work asthe ALTs we lost
Opened fewer hearing offices than expastes: We opened only § new hearing offices in FY 2011 rather
thanthe 16 offices we planned. The opening ofthose sight offices 33 delaydby the FY 2011 budget
uncertainty.

Number of hearing requests completed

Fr06 Y2007 FY2008 FY2008 FY200 FY20M

WPerformance  WTarget

FiscalYear | 2006 | 2007 | 2008 | 2000 | 2010 2011
Performance | 558,078 | 547,951 | 575,380 | 660,842 | 737,616 | 795424
ot 560,000 | 555,000 | 559,000 | 647,000 | 725,000 | 815,000

DataDefinition: The number of hearing requests completedin the current fiscal yearup to thenumberbudgeted.

DataSource: Case Processing andManagement System

) 'SSA’SFY 2012 PERFORMANCE AND ACCOUNTABILITY REPORT

Poge:3 0149 | Words: 15050 | B English United states) | 2]




Miscellaneous Guidance
· Charts and tables should contain data up to seven (7) years of data, from FY 2006 or later; nothing earlier than FY 2006 data.  Exceptions may exist for program integrity workloads (e.g. TII and TXVI O\P and U\P measures).
Quick Reference 

· OMB Guidance – SSS SharePoint Site
· OFPO Formatting Guidelines – SSS SharePoint Site



· SSA Accessibility Resource Center (ARC) – 508 Compliance
· Federal Plain Language Guidelines – A How to Guide (118 pages)
· GPO Style Manual
· SSA Writing Center - QUICC
· SSA Writing VODs

· Be Active, Not Passive!
7/6/2010 - 25 min.

· Nominalizations: When Good Verbs Go Bad.
08/20/2010 - 16 min.

· Writing For Success - Be Active not Passive
12/01/2010 - 13 min.

· SSA LMS Mandatory Training VODs (you must log on to SSAlms.com to view):
· Principles of Plain Language (Part 1)
· Principles of Plain Language (Part 2)
· Principles of Plain Language Exercise Workshop
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