Quick Reference Guide for Proofreading the Adopted Budget Book

Please proofread all narrative, including CIP descriptions and BFM documentation. The CBO Style Guide & Glossary applies to all narrative; use the style guide for a complete reference document. 
Remember to replace “Requested” with “Adopted.” 
Abbreviations: reference and use the shortened bureau title from the style guide; this is preferable to use of bureau acronyms. 
For fiscal year: use FY 2021-22 per the style guide.
Use third person writing style: sentences with “we, us, them etc.” should be rewritten with the bureau’s name or “the bureau” to maintain a neutral third person style and tone.
Common Capitalization errors:
	major object categories
	Do not capitalize

	Commitment items
	Do not capitalize

	Position or classification title
	Capitalize

	Bureau vs. bureau
	Capitalize when in the name of a bureau; but not as a stand-alone word

	City vs. city
	Capitalize when referring to the City of Portland government

	Division vs. division
	Capitalize when part of a title

	General Fund
	Both words are capitalized

	General Fund Capital Set-Aside
	All are capitalized, and hyphenate Set-Aside

	General Fund discretionary or overheard
	General Fund is capitalized, overhead and discretionary are not

	seasons of the year
	Capitalize when referring to the formal title (Fall or Spring BMP)



For Numbers:
	Expressing numbers
	Spell out one to ten, use digits for 11 and above

	Expressing thousands
	When rounding dollar amounts between $100,000 and $1 million, they should be stated in increments of a million (e.g. $0.1 million and not $100,000); do not round dollar amounts in decision package narratives

	expressing millions
	Do not abbreviate million in narrative; $1.2 million is correct, $1.2m is not



For Positions:
	FTE
	Proper formatting: 2.0 FTE, 0.75 FTE, and 0.6 FTE 

	Limited term position
	Do not hyphenate limited term

	Ongoing
	Do not hyphenate ongoing when referencing a position or its funding

	One-time
	Hyphenate one-time when referencing a position or its funding

	Part-time and full-time
	hyphenate



