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Style Guide

This document contains guidelines to follow when writing on behalf of FPA. While the guide is comprehensive, situations will arise that are not addressed in this document. For those instances, please contact the P.R./communications department. 

FPA primarily follows Associated Press (AP) Style, as this is the standard used by most consumer publications, and one that audiences are familiar with. 

For questions regarding FPA’s branding, please reference the FPA Brand Guide. 

Acronyms, other organizations

Spell out on first reference and include acronym in parenthesis after full name.  Example:  Financial Planning Association (FPA).  Begin using acronym on second reference.

· AALU: Association for Advanced Life Underwriting
· ABA: American Bankers Association

· ABA: American Bar Association

· AICPA: American Institute of Certified Public Accountants
· AITCO: Association of Independent Trust Companies
· CAFP:  Canadian Association of Financial Planners

· CFA: Consumer Federation of America
· CFA Institute: Chartered Financial Analyst Institute (formerly AIMR)
· ERISA: Employee Retirement Income Security Act (of 1974)

· FINRA:  Financial Industry Regulatory Authority
· FPA:  Financial Planning Association

· FSI: Financial Services Institute

· IAFP:  International Association for Financial Planning (one of FPA’s predecessor organizations)

· ICFP:  Institute of Certified Financial Planners (one of FPA’s predecessor organizations)
· IMCA: Investment Management Consultants Association
· JAFP:  Japan Association for Financial Planners
· LIFE: Life and Health Insurance Foundation for Education

· MDRT: Million Dollar Round Table
· NAIC: National Association of Insurance Commissioners

· NAIFA:  National Association of Insurance and Financial Advisers (formerly National Association of Life Underwriters – NALU)
· NAILBA: National Association of Independent Life Brokerage Agencies
· NAPFA: National Association of Personal Financial Advisors

· NASAA: North American Securities Administrators Association

· NEFE: National Endowment for Financial Education

· SEC: Securities and Exchange Commission

· SIA: Securities Industry Association (merged with TBMA to become Securities Industry and Financial Markets Association – SIFMA)
· SIFMA: Securities Industry and Financial Markets Association (formerly Securities Industry Association and The Bond Market Association)
· SFSP:  Society of Financial Services Professionals (formerly American Society of ChFC and CLU)
· TBMA: The Bond Market Association (merged with SIA to become Securities Industry and Financial Markets Association – SIFMA)

Acronym Exceptions:

· AARP -  Use only the initials for the organization formerly known as the American Association of Retired Persons
Acronyms, internal

Internal acronyms such as CLAC (Chapter Leadership Advisory Council), MGAM (Member Get-a-Member), etc. should not be used in communications to members at large. Staff and volunteer leaders are an exception. Please use full names.  
Academic Degrees

Use upon first reference of a person as appropriate to establish someone’s credentials. When the person possesses multiple degrees use the order of Ph.D., J.D., M.S/M.A./MBA unless indicated otherwise by the individual. Master of Arts, Master of Science, Master of Business Administration
Abbreviated M.A., M.S. but MBA. A master's degree or a master's is acceptable in any reference.
· Master of Science in Financial Services, or MSFS. 
· Ph.D. - The preferred form is to say a person holds a doctorate and name the individual’s area of specialty. In writing, FPA avoids referring to people as “Dr.”
· J.D. – Always use the abbreviation for Juris Doctor.  
· Bachelor of Arts, Bachelor of Science.  Abbreviated B.A., B.S. Avoid referencing this degree unless requested by the individual. A bachelor’s degree or bachelor’s is also acceptable. If the person possesses a higher degree, don’t cite the Bachelor’s degree. 

· Certifications follow academic degrees, unless indicated otherwise by the individual. Example: Tom Potts, Ph.D., CFP®
Addresses

Proper postal addresses should be used.  A suite or building number should always appear on the line above the street address. Two letter state abbreviations should be used. The post office reads from the bottom right corner up, so information should appear broadest to narrowest (zip code to person’s name).  Example:

Lauren Schadle
Suite 600

Financial Planning Association

7535 E. Hampden Ave
Denver, CO  80231
Adviser vs. advisor

FPA follows the Securities and Exchange Commission style and reference “adviser” or “advisers.” When working with entities that contain “advisor” in their title, FPA can make exceptions to this rule. All exceptions must be approved by P.R./communications prior to use. 
Association

Capitalize “Association” when referring to FPA or another specific organization.  Example: Members of FPA are proud of their Association’s board for venturing into uncharted waters.  Use a lower case “a” when not referring to a specific (proper noun) association.  Example: Everyone should belong to a professional association.

Board of directors

Capitalize when used as a formal name.  
Example: The Financial Planning Association Board of Directors.  
General references to the board should be lower case – board of directors, board meeting, the board. Abbreviations are not acceptable for any external communications. 
Bolding
The use of bold letters and phrases is to be restricted to publications where the design mandates its use (Headlines in FPA SmartBrief, for example). 

Broker-dealer

Use a hyphen rather than a slash (broker/dealer).  
CFP Board 

Spell out the complete name on first reference – Certified Financial Planner Board of Standards Inc. – and shorten to CFP Board on subsequent references.  Do not place “the” in front of CFP Board in a sentence.  
Example:  CFP Board will host the meeting in Denver.

CFP and CERTIFIED FINANCIAL PLANNER
See CFP Board Branding Guidelines located at: S:\CFP Board for further information.
Always use CFP and CERTIFIED FINANCIAL PLANNER as an adjective—never as a noun.  The letters “CFP” should always be followed by a noun – professional, certificant, certification mark, etc.  Example: CFP® professionals participate in PlannerSearch.  Example: CFP® certificants are an important constituency for FPA.  Example: The speaker concluded by suggesting that consumers seek the services of a CERTIFIED FINANCIAL PLANNER™ professional.  

A superscript registered trademark symbol (®) should be included on the first reference to CFP, and a superscript trademark symbol (™) should be included on the first reference to CERTIFIED FINANCIAL PLANNER in any document.  Subsequent references need not include the symbols unless CFP is being used with a name.  Example:  Dan Moisand, CFP®  

CERTIFIED FINANCIAL PLANNER should always appear in all caps.  Do not trademark CFP if followed by the word “board.”  If CFP appears in a headline or subhead, trademark it.

Use “CFP certification mark” rather than “CFP mark.”  Do not use parenthetical references of CFP.  Example:  There were 16 CERTIFIED FINANCIAL PLANNER (CFP) professionals at the chapter meeting.  (CFP) should be removed.
Use CFP® Certification Examination on first reference.  Use only “the exam” on subsequent references.
Chapters

FPA’s proper format for chapter names is:  FPA of (Location) or Financial Planning Association of (Location).  Example:  FPA of East Bay, Financial Planning Association of East Bay.  Use a lower case “c” when using the word chapter as a noun, not part of a name – chapter meeting.  When referring to chapters, do not call them “local chapters” in print.  
Commas

There are many different circumstances determining the use of commas. Just a few follow.
• Use a comma when two clauses of a compound sentence are joined by a conjunction, unless the clauses are short and related.

Example:  We tried to get there on time, but the traffic was too heavy.

Example:  Is technology improving our quality of life, or are we becoming its slaves?

Example:  Andrew played guitar and Janet sang.

• A sentence having a compound predicate (two or more verbs having the same subject) is different from a compound sentence (described above). A comma should not be used between the parts of a compound predicate.

Example:  Sandy tried to interview the governor but was told to mind her own business.

Example:  The old car cruised effortlessly across the valley but struggled up the mountain.

• Commas and dates—see the following examples.

Example:  You must send in your registration by August 7 to be eligible for the drawing.

Example:  In the August 1997 Journal of Financial Planning, President Clinton will discuss the national debt.

Example:  On August 7, 1997, Arthur began his yearlong journey around the world.

• Commas are used before and after the state when used with a city name.

Example:  Allen Cohen of Mystic, Connecticut, will be the keynote speaker.

Example:  The keynote speaker will be Allen Cohen of Mystic, Connecticut.

Example:  Kathleen Bell of Bell Associates in Boston was available to answer questions.

• Use commas to set off words identifying a title or position following a person’s name.

Example:  Kathleen Bell, president of Bell Associates, was available to answer questions.

• In a series of three or more elements—do not use a comma after the last item before the conjunction joining the last two elements, unless necessary to avoid confusion between the last two elements.

Example:  He encouraged his client to list income, expenses and financial objectives.

Example:  We were ready for our hike, equipped with water, sunscreen, nylon jackets, and sweaters.

• Questions—A comma is frequently necessary to set off a question from the clause that introduces it.

Example: The critical question is, do we have enough money?

Example: He asked himself, why shouldn’t I?

Conferences

Use “annual conference,” not “annual convention” or “annual meeting.”  The annual conference name format is FPA Experience <Year>.  
Example:  FPA Experience 2011. 

Other conferences are as follows: FPA Business Solutions 2012. FPA Retreat 2013. FPA Chapter Leaders Conference 2014. FPA Residency 2015. 
Departments

FPA will not capitalize the name of departments within copy.  For example, member services staff or chapter relations department.  

Designations

Accredited Asset Management Specialist 

(AAMS)

Certified Divorce Financial Analyst


(CDFA)

Certified Employee Benefits Specialist 

(CEBS)

CERTIFIED FINANCIAL PLANNER 


(CFP)

Certified Fund Specialist 



(CFS)

Certified Investment Management Analyst
 
(CIMA)

Certified Public Accountant 



(CPA)
Certified Senior Adviser



(CSA)
Certified Trust and Financial Advisor 

(CTFA)

Chartered Financial Analyst 



(CFA)

Chartered Financial Consultant 


(ChFC)

Chartered Investment Counselor 


(CIC)

Chartered Life Underwriter 



(CLU)

Chartered Market Technician 


(CMT)

Chartered Mutual Fund Counselor 


(CMFC)

Personal Financial Specialist 



(PFS) 

Listing Designations: Academic degrees (given in the order under the Academic degree section) are first, followed by CFP. Other designations always follow CFP.

List no more than five credentials (professional or educational) following any individual’s name. If a person has more than five, it is acceptable to ask them which five they’d like used. 
Early-bird

Hyphenate when used as a unit modifier. 
Example: Early-bird deadline, early-bird special.
Email

Do not use a hyphen in email for references for electronic mail.
However, use a hyphen with other e-terms: e-book, e-business, and e-commerce.
Email address for FPA

Always capitalize references to FPA.  Example: Jane.Doe@FPAnet.org.
Financial Planning Association or FPA reference
Always spell out Financial Planning Association® upon first reference, followed by (FPA®) behind the name. Example: The Financial Planning Association® (FPA®) has an extensive public awareness campaign. Only the first reference to The Financial Planning Association® (FPA®) should contain register marks. 
Place “the” in front of our full name when used in a sentence.  
Example:  The Financial Planning Association will host its annual conference in Nashville, Tenn.  Competence, integrity, relationships and stewardship are core values of the Financial Planning Association.  

Do not place “the” in front of FPA in a sentence.  
Example:  FPA will host its annual conference in Nashville, Tenn.  Competence, integrity, relationships and stewardship are core values of FPA.  

FPA Communities:

FPA is the home to many communities of interest. When referring to formally-recognized FPA communities, use FPA before the community name.

Example: FPA NexGen, FPA Women in Finance, FPA International, FPA Art of Hosting

Recognized FPA community logos are at: S:\LOGOS\FPA Community Logos. 
FPA-owned trademarks

The following phrases should be accompanied with a ™ symbol on the first mention:


The Heart of Financial Planning™

Financial Planning Week™

I am FPA™
The following phrases should be accompanied with a superscript ® symbol on the first mention:


Financial Planning Association®

FPA®
PlannerSearch®
FPA Preferred Font

Arial, 11 point is FPA’s official font for correspondence.
Graphic guidelines

There are graphic guidelines outlining proper use of the FPA logo available to any staff or vendor who will be using the logo for official FPA business.  These guidelines should be followed whenever the logo is used.  FPA graphic guidelines can be accessed at S:\LOGOS\FPA LOGOS.  Please consult FPA’s P.R./communications department if you have any questions about use of the FPA logo. External questions regarding FPA branding can be directed to PR@FPAnet.org.
Heart of Financial Planning

When using the “Heart” line, use the ™ trademark symbol in connection with physical goods such as books and other publications, apparel and logo products, CD-ROMs, etc.  If it’s something you can hold in your hands, it gets a ™, even if you’re just referring to it in a catalog.  When using the Heart tagline in connection with education and association services, use the sm service mark.  For example: VLC sessions, PlannerSearch and other online services, as well as conference promotions. Please consult the P.R./communications department if you have any questions.

Hyphens
· Always use a hyphen in the term “early-bird.”

· Do not use a hyphen when placing “non” in front of a word, unless it leads to confusion. 
Example non-nuclear. Nonmember. 
Industry vs. profession vs. community

FPA’s usage will be financial planning profession or financial planning community (or variations such as community of financial planning professionals).  Financial planning is not an industry and this reference should be avoided.  However, financial planning may be considered to be a subset of the broader financial services industry.

Internet terminology

· email (lower-case “e”)

· Internet (“I” upper-case)

· online (one word, no hyphen)

· home page (two words)

· intranet (“i” lower-case)

· World Wide Web (All “W” in upper-case)
· Web (Capital “W”) or the Web
· webcast (lowercase “w”)

· webinar (lowercase “w”)

· Web page (capital “w”, two words)

· website (one word, “w” lower-case)

· website addresses: 
· When used in body copy use the full address Example: www.FPAnet.org.  When referencing multiple websites in a sentence, which should be avoided if possible, it’s permissible to drop the “www” in each address to ease confusion for the reader. 
· When used as a stand-alone, like in footers, headers, fliers, etc., use www.FPAnet.org.

· When referencing a website in online copy, link to the address instead of providing the address in the copy. Example: FPA’s robust website gives consumers tools to succeed. 
Italics

The use of italics is mandatory for reference to any publication or title. Example: The Journal of Financial Planning or FPA-ActiFi Adviser Technology Report: Rebalancing Software Edition. Use of italics for simple emphasis within Association e-newsletters and publications is discouraged.
Logo use

The FPA logo can only be used by FPA and FPA chapter logos by chapters. External entities must secure permission from the P.R./communications department before being given access to the logo. Neither logo is designed to be used by individual members.  
Members can use the FPA Member logo, which can be downloaded at: www.FPAnet.org/professionals/Membership/MemberLogo/. Members can only state they are a member of FPA in resumes, backgrounders or bios. In other words, FPA should never appear as a credential in a member's materials, only as an association to which they belong (and have chosen to join). Members who would like to state in their resumes that they are members of FPA should spell out the full name - Financial Planning Association. Usage guidelines for the FPA Member logo can be found at: S:\LOGOS\FPA Member Logos\.
FPA’s trademark disclaimer should be used in all pieces, except personal letters.  The trademark disclaimer is saved at S:LOGOS:FPA LOGOS:TAGLINES.  If you have any questions, please ask the P.R/communications department.  
Membership Categories

Membership categories should be referenced as follows:

· Financial Planner 

· New to the Profession

· Associated Professional

· Student 

· Educators 

· International
When listing the membership types do not put the word member after the category. Please verify current member categories with the membership department if there is confusion. 
Name reference

Multiple references to an individual in promotional copy should begin with the full name on the first reference and just the last name on subsequent references.  
Example: Join Steve Moeller as he discusses effort-less marketing.  Moeller will challenge you to take five steps to improve your business’ profitability and your life.  
National

When communicating with external audiences, never refer to FPA National. Communicating with chapter leaders about FPA can be confusing, and then it is appropriate to refer to the National office. When referring to FPA’s National office, refer to it as FPA National. Subsequent references can be National, however it should be avoided. 
Example: FPA National provides images to chapters for advertising use. 

NexGen

FPA’s young planner group is called FPA NexGen. This FPA-member only community is available to all professionals age 36 and under. 
Nonmember

FPA follows AP Style in not hyphenating nonmember. 

Numbers

Spell out from one through nine.  Over nine use 10, 11, 12, 13…
Always spell out a number if it is the first word in a sentence. 
Numbers, plural

Spell out plural numbers under 100 (twenties, not 20s)

Offices

When listing FPA’s offices, only the two main locations should be included and should be listed in alphabetical order.  
Example:  Denver * Washington, D.C.  

In printed materials, in addition to the toll-free number and website address, contact information should be provided for the office that will handle requests, questions or replies related to the correspondence.  
Example:  Membership acquisition information should include Denver contact information.

Percentage

Percentage should always be spelled out in correspondence.  Example:  We’re offering a special 25 percent off membership. Advertisements and marketing materials may make exceptions to this rule as needed. 
PlannerSearch

PlannerSearch is one word with the “P” and “S” in upper-case. 

Pro bono

Pro bono is always two words. Do not capitalize or italicize pro bono except under special circumstances. 
Example: Being a pro bono volunteer is very rewarding. 

When referring to FPA’s program capitalize both “Pro” and “Bono” (Pro Bono). FPA’s Pro Bono department is called: FPA Pro Bono Services. The boot camp should be referred to as FPA Pro Bono Boot Camp. 

Example: Members have access to several FPA Pro Bono presentations. 
Example: By taking the FPA Pro Bono Boot Camp, you are showing a commitment to aiding underserved populations. 
Programs

Capitalize the word “Program” when used as part of a formal FPA program name.  Example:  Register now for the FPA Residency Program.
Publications

FPA publications include:

The Journal of Financial Planning, Practice Management Solutions Magazine, FPA SmartBrief, FPA Chapter Resource, FPA Capitol Update
Quotation marks

Punctuation (commas, periods, etc.) should always appear inside the quotation marks with the following exception.  Question marks appear outside quotation marks, unless they are part of a direct quote.  Example:  “I do not like him,” said Jim. 

Example: What happens if he “goes off the deep end”?

Salutation

FPA will use formal salutation in all correspondence, unless the staff member has a personal relationship with the member.  Example:  letters to members should be addressed – Mr. Smith, Ms. Wilson.  However, Lauren may address Elissa Buie – Dear Elissa.

Semicolon and colon

A semicolon joins two independent, but similar, clauses without a conjunction.  Example:  The package was due last week; it arrived today.  A semicolon also is used to separate elements in a series when individual segments contain material that also must be set off by commas.  Example:  Rick from Boston; Joe, Sue, Joel and Bob from New York; and Tom from Des Moines joined us.  One space is used after a semicolon.  A colon is most often used at the end of a sentence to introduce lists, tabulations, etc.  Two spaces appear after a colon.  Example:  Our member benefits include:  educational programs, networking and local chapters.

Software

Titles of software should appear in italics.  
Example: FPA provided content to Intuit’s Quicken software.
Space between sentences

Two spaces should appear between all sentences in formal communications. Exception to this rule is one space for content used in electronic letters, newsletters, press releases, website material or other media content.
States

In a sentence - spell out the name of the 50 states when used alone in a sentence.  Example: We are located in Colorado. Use the state abbreviation (upper and lower case) when following a city name.  Example: Our office is in Denver, Colo.  

In a mailing address – spell out the state name in a letter’s address.  Use the all-cap, two-letter abbreviation on the envelope’s mailing address.

See the guide below for proper state abbreviations.  Note – eight states are never abbreviated in a sentence.
	Format for copy
	State
	Mailing Address
	
	Format for copy
	State
	Mailing Address

	Ala.
	Alabama
	AL
	
	Mont.
	Montana
	MT

	Alaska
	Alaska
	AK
	
	Neb.
	Nebraska
	NE

	Ariz.
	Arizona
	AZ
	
	Nev.
	Nevada
	NV

	Ark.
	Arkansas
	AR
	
	N.H.
	New Hampshire
	NH

	Calif.
	California
	CA
	
	N.J.
	New Jersey
	NJ

	Colo.
	Colorado
	CO
	
	N.M.
	New Mexico
	NM

	Conn.
	Connecticut
	CT
	
	N.Y.
	New York
	NY

	Del.
	Delaware
	DE
	
	N.C.
	North Carolina
	NC

	D.C.
	District of Columbia
	DC
	
	N.D.
	North Dakota
	ND

	Fla.
	Florida
	FL
	
	Ohio
	Ohio
	OH

	Ga.
	Georgia
	GA
	
	Okla.
	Oklahoma
	OK

	Hawaii
	Hawaii
	HI
	
	Ore.
	Oregon
	OR

	Idaho
	Idaho
	ID
	
	Pa.
	Pennsylvania
	PA

	Ill.
	Illinois
	IL
	
	R.I.
	Rhode Island
	RI

	Ind.
	Indiana
	IN
	
	S.C.
	South Carolina
	SC

	Iowa
	Iowa
	IA
	
	S.D.
	South Dakota
	SD

	Kan.
	Kansas
	KS
	
	Tenn.
	Tennessee
	TN

	Ky.
	Kentucky
	KY
	
	Texas
	Texas
	TX

	La.
	Louisiana
	LA
	
	Utah
	Utah
	UT

	Maine
	Maine
	ME
	
	Vt.
	Vermont
	VT

	Md.
	Maryland
	MD
	
	Va.
	Virginia
	VA

	Mass.
	Massachusetts
	MA
	
	Wash.
	Washington
	WA

	Mich.
	Michigan
	MI
	
	W. Va.
	West Virginia
	WV

	Minn.
	Minnesota
	MN
	
	Wis.
	Wisconsin
	WI

	Miss.
	Mississippi
	MS
	
	Wyo.
	Wyoming
	WY

	Mo.
	Missouri
	MO
	
	
	
	


Telephone/fax numbers

FPA’s style will be to use periods to separate the area code and extensions of a phone or fax number.  Example:  800.322.4237, 303.759.4900.  In text, an extension should appear preceded by a comma and “ext.”  Example:  303.759.0749, ext. 7118.  
Time

Use a.m. and p.m. in lower case and MDT or MST (depending on if it’s daylight savings time or standard time).  In reference to 12:00 p.m., use the word “noon” instead.

Titles, articles and presentations

The titles of articles and presentations should appear in quotation marks. 

Titles, professional

Use initial caps when a formal title precedes a person’s name, as part of the name.  Example: President James O’Brien.  Do not capitalize a title that follows a person’s name.  Example: James O’Brien, president.  Use a lower case title when it also is a noun or description, rather than part of the person’s name.  Example: chapter president James O’Brien

Titles, publications

The titles of publications; including magazines, books, brochures and newsletters; should appear in italics.  FPA will italicize FPA SmartBrief and other electronic publications.
Trademarks
Appropriate registered trademarks must be incorporated, especially when associated with designations. Example: John Doe, CFP®
Executive Director/CEO Signatures

All of Lauren’s signatures can be found on the shared drive/signatures/FPA staff folder. Please note:  Any correspondence where you use Lauren’s signature or the signature of the president should first be approved by Lauren or the president, respectively.  

For more formal announcements, etc. use the file named ‘Schadle-Lauren’:
Lauren M. Schadle, CAE 





With “Lauren M. Schadle” script
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Badges:

Annual Conference & Business Solutions Badge:  

LAUREN
Lauren M. Schadle, CAE

Leadership Conference, NexGen & Retreat Badge:

LAUREN
Lauren M. Schadle, CAE

VIP Communications:
Any time a VIP’s name is used in a formal communication, you must gain permission to use their name and allow them to approve the piece before distributing it. 

When to quote CEO or use his signature:

· Press Releases/Announcements/correspondence of programs and services created and implemented by FPA for the financial planning community.

· Membership recruitment and retention letters

· Other promotional letters (i.e. Financial Frontiers Awards, conference letters, etc…)

· Year-end letter to membership about what we accomplished during the year

When to quote the president (or other VIP) or use his/her signature:

· Press Releases/Announcements/correspondence regarding advocacy, vision and organizational philosophy.  

· Technical financial planning topics/information

· Communications to volunteer leaders that are not solely related to programs and services 

Proofreading Checklist



Financial Planning Association®-first reference



FPA®-first reference



CERTIFIED FINANCIAL PLANNER™-first reference



Noun after CERTIFIED FINANCIAL PLANNER or CFP (acceptable nouns 

                        include professional, certificant, practitioner) 



CERTIFIED FINANCIAL PLANNER-subsequent references



CFP®-after name if one holds the certification



CFP®-first reference if not following a person’s name 


FPA trademark tagline present on document



Website referenced as www.FPAnet.org



Phone number accurate for audience – 303.759.4900 (international), 

                        800.322.4237 (toll-free), 303.759.0749 (fax), 800.647.6340 (consumer), 

                        800.282.PLAN (pro bono)



Specific Web pages referenced in document verified


Spelling accuracy



Grammar accuracy



Punctuation accuracy



Correct address format used



Publications in italics



Acronyms used after first reference



Current FPA logo used


If a letter, proper signature used, and approval secured.
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