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How to Use This Manual 
his manual includes guidelines regarding how to develop 
department narratives for the Proposed Resource Allocation 
Plan book. Consistency among departmental narratives is 
important in order to create one ‘voice’ for the overall 
document.   

Note 

OSBM narrative ‘style’ varies by section (see overview below). When in doubt, use this manual or 
the FY 2008-09 Adopted Budget Book as references.  If you have any concerns regarding these 
guidelines, please discuss them with the OSBM proofreaders. 

 

Grammar and Punctuation Mark Cheat Sheet 

Narrative Section  Style-type Punctuation Marks 

Department Summary - Proper English All 
Expenditures/Revenues by Source None None 

Table of Organization 

- Bullet Style 
- Start with Verb 
- Present Tense Semicolon and comma 

Financial Summary - RFRO Style None 
Capital Budget Summary - CDPWeb Style None 

Line Item Highlights - Header Style (see page 11) Hyphen 
Proposed Fee Adjustment - Name of Fee - unit Hyphen and comma 

Division  

- Proper English 
- Bullet Style in present     
   tense 

Descriptions – semicolon with 
period at end  

Bullets – commas, semicolon,  
no periods 

Strategic Plan Outcomes 
- Start with Verb 
- Present Tense None 

Budget Priorities 
- Start with Verb 
- Present Tense all, but no periods 

Additional Comments and Highlights - Proper English all, but no periods 
Unmet Needs - Start with Verb Commas only 
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FY 2008-09 Changes 
 
The FY 2008-09 Adopted Budget includes the merging and changing of departments, as listed 
below. Narratives should be checked to ensure accurate information is reflective of department 
changes. 
 

• The Office of Economic Development Coordination was created including the transfer 
of staff from Planning and Zoning, Office of Community and Economic Development 
and the Office of Strategic Business Management 

• Team Metro duties were divided between the new Office of Neighborhood Compliance 
and the Government Information Center 

• The Office of Grants Coordination was created including the transfer of administration 
and contracts management personnel from the Department of Human Services, Park and 
Recreation, Office of Community and Economic Development, and two division from 
the Office of Strategic Business Management (Ryan White and Revenue Maximization)  

 
The FY 2008-09 Adopted Budget also reflects significant changes to the Departmental Narrative 
with extensive modification to the detailing of functions, performance, and budget priorities at the 
unit level.  The Adopted Budget book will provide a guide to how your Proposed Resource 
Allocation Plan narrative will be reflected. 
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Department Narratives 
arratives will be compiled using the Resources for Results On-
line (RFRO) system, and a summary of the departmental 
capital budgets from CDPWeb. Analysts and departments will 
work together to enter information directly into the system.  

The RFRO system does not currently have spell check capability.  
Therefore, it is recommended that information be typed in Word and 
spell checked prior to copying and pasting into the system.  

I.  Commonly Used Words Standards 
1) County (with a capital C) abbreviates ‘Miami-Dade County Government’ 

2) FY 2009-10 Proposed Resource Allocation Plan (NOT FY2009-10 Budget!!) 

3) Miami-Dade County or county (with a lowercase c) refers to the physical region 

4) Board of County Commissioners (BCC), and then ‘BCC’ thereafter 

5) County Executive Office, County Attorney’s Office, Board of County Commissioners.  
Do not use the ‘Mayor,’ etc. unless you are referring to the specific job title 

6) Community-based Organizations as a title; community-based organizations in the text 

7) Fiscal years should be written as FY XXXX-YY 

II. How to refer to Other Departments 
If you mention another County department in your narrative, first refer to the other 
department by using its full and proper name, with the preferred abbreviated version in 
parenthesis. Use the abbreviated version thereafter. 

a. Example: Miami-Dade Police Department (MDPD) 

b. EXCEPTION:  if you are listing a number of County departments, you do not 
need to write out each department’s full and proper name. For example: ‘OCI 
will receive reimbursements from the following County departments: Aviation, 
Police, Fire Rescue…’ 

III. Numbers: Using Digits or Spelling Out? 
Numbers less than two digits should be written as words.  Numbers that are more than two 
digits, or numbers in a sentence with several numbers and one of which is more than two 
digits, should be written numerically. 
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IV. Other Important Standards 
1) A, B, C, and D 

2) A; B; C; and D 

3) Place a comma or period before beginning or ending quotation marks.  Place a colon or 
semicolon after ending quotation marks  

a. Example:  “I think Blake is a big jerk,” muttered Priscilla. 

4) Seasons are not capitalized unless part of a proper name 

5) A Good English grammar website: http://englishplus.com/grammar/contents.htm 
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Narrative Section Standards 
Each narrative consists of several separate sections in order for department information to be 
organized and understood easier by the reader.  Each section is listed below, followed by an 
example excerpted from the FY 2008-09 Proposed Resource Allocation Plan, and a few bulleted 
standards.   

Department Name/Header Picture  

 

 

• The department name will be included on each narrative as it is listed in RFRO. If a 
narrative does not exist for a particular department, inform Barbara Galvez.   

• Note: Department header pictures have been removed. 
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Departmental Summary  

 

• Use normal prose grammar. The tone of this section should be ‘just the facts’, not 
flowery, and definitely not aggrandizing.  

• The first paragraph should explain why the department exists in a very high-level 
summary.  

• The department should be identified by its full and proper name in the first sentence, 
with the acronym or other abbreviated version in parenthesis. Thereafter, when 
referring to the department, use the abbreviated version or the word ‘Department’ 
(uppercase).   

Examples: the Elections Department (Elections); the Miami-Dade Police 
Department (MDPD) 

• The second paragraph should explain the different functions of the department and 
list the strategic area(s) with which the department  is associated 

Example: “As part of the Public Safety strategic area, MDPD…”  

• The third paragraph should explain the partners and stakeholders interested in the 
functions of the departments.   
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Proposed Budget Charts 

 

The information is directly pulled from financial values in RFRO.  

Comments (as shown above) are not needed in this section.  

Note: If your department requires a comment, contact your OSBM Business Analyst. 
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Table of Organization (T.O.) 

 

 
• Table of Organization bullets usually start with a verb in the singular present tense. 

• Position counts in each division should match position counts in Financial Summary  

(see page 10). 

• Comments (as shown above) are not needed in this section. 

                   Note: If your department requires a comment, contact your OSBM Business Analyst. 
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Financial Summary 

 

This information is pulled directly from values placed into RFRO.  

 

Capital Budget Summary 

 

This information will be updated directly from CDPWeb. 
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Selected Item Highlights and Details 

 

Line Item Standards 
Information will be generated directly from the RFRO system.  If a department expends money 
on any of the following, they should be identified in this section, using the following titles 
EXACTLY AS WRITTEN BELOW: 

• Administrative Reimbursement 

• Community-based Organizations 

• Contract Temporary Employees 

• Employee Overtime 

• Printing and Reproduction 

• Consultants 

• Rent 

• Travel 

Transfers and Reimbursement Standards 
For transfers and reimbursements, use the following titles EXACTLY AS WRITTEN 
BELOW: 

• Department Name (no acronym, no Miami-Dade in name) – Reason for transfer or 
reimbursement. Use title case throughout. 

Example:  Police Department – Security Services 

• Board of County Commissioners – Office of Commission Auditor 

• Board of County Commissioners – Office of Intergovernmental Affairs  

o for legislative affairs 

• Government Information Center – Community Periodical Program 

• County Attorney’s Office – Legal Services 
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Proposed Fee Adjustments for Services 

  

• This information is if your department is planning to increase fees.  

• When time is used, there is no space when writing to disambiguate the hour of the 
day. 

Example:  11p.m. to 6a.m. 

 



 

Page 13 

Unit Descriptions 

 

 
Each narrative includes sections for major functional units.  This section begins with a 
description of the unit’s role in the department and a list of its functions.  
 

• The first sentence describes the unit and includes similar information which was 
included in Table of Organization (see page 9).  

 
• The unit description ends with a period and the bullets do not include any 

punctuation marks. 



 

Page 14 

Strategic Planning Priorities and Unit Measures 

 

• This section, when applicable, includes tables detailing the Strategic Plan Outcomes 
supported by each unit 

• Comments (as shown above) are not needed in this section. 

                   Note: If your department requires a comment, contact your OSBM Business Analyst. 

• Measures are in present tense and do not include any periods 

• Measures should include description of unit measure if numerical value is greater 
than one (1) million 

       Examples   

                    

 
 

 



 

Page 15 

 Budge Priorities 

  

• Statements should be notable programs or initiatives which support the achievement 
of a Strategic Plan Outcome 

• Statements start with a verb and have no periods 
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Additional Comments and Highlights 

 
 
Additional Comments and Highlights are either written with verbs in the past tense or future 
tense, depending:  

• During FY 2008-09, Human Resources published five books [if the department has 
completed it] 

• During FY 2008-09, Human Resources will publish five books [if the department 
hasn’t completed it] 

• During FY 2009-10, Human Resources will publish seven books  
 
Comments which are “Reductions” will be shown in italics 
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Other Word Standards 
f in doubt regarding how to write a particular word or phrase, 
please see the guide below.  If a word below is not capitalized, but 
it is used at the beginning of a sentence or in a proper name – 
capitalize it if it makes sense.   

311 Answer Center 

3-1-1 (telephone number) 

A 
Adopt-a-Tree 
afterschool 
a.m. (ex.: 9a.m. - no space between number and 

a.m.) 
areawide 
at-risk 

B 
bikepath  
bike trail  
busway  
building code 

C 
community-based organization 
Countywide General Fund 

F 
Florida Building Code 
full-time 
for-hire 

G 
General Fund 

I 
infill 
in-house 
Internet 

L 
landfill  
long-term  

M 
Metrobus 
Metromover 
Metrorail 
MHz (megahertz) 
mid-year  

N 
non-certified  
non-departmental 

O 
on-board  
ongoing  
On-line (when speaking of technology) 
online (when meaning ‘on target’) 
Opa-Locka 

P 
part-time  
pass-through  
p.m. (ex. 9p.m.; no space between number and 

pm) 
 

R 
right-of-way/rights-of-way 

S 
square feet (for nouns when more than one) 
square foot (for adjectives and nouns when only 

one) 
system-wide  

T 
tot lot 
Tri-rail 
Truth in Millage 

W 
wastewater  
web portal 

Y 
year-end  (as in adjustments) 
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