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Section 1

Communications Integration




About The Patterson Foundation

e The Patterson Foundation strengthens people, organizations, and
communities in ways that foster wide participation around shared
quality-of-life aspirations.

e The Foundation strengthens opportunities by connecting people
and organizations with local and national expertise.

e The community is strengthened through learning and sharing
across focused, evolving initiatives.




What is The Patterson Foundation?

The Patterson Foundation is a fully endowed
charitable foundation. To make the greatest
impact, Dorothy Patterson entrusted the decision
making and direction of the Foundation to those
who worked with her and to those who would
follow.

What does The Patterson Foundation
do?

The Patterson Foundation strengthens people,
organizations, and communities in ways that
foster wide participation around shared quality-
of-life aspirations.

Who is the "Patterson” of the Patterson
Foundation?

The source of The Patterson Foundation’s funds
can be traced back through four generations of
the Patterson family to Joseph Medill, who
became an owner of the Chicago Tribune in 1855.
The Foundation's benefactor is Dorothy Clarke
Patterson, the wife of James ]. Patterson.

How is The Patterson Foundation set up?

The Patterson Foundation is a fully endowed
charitable foundation established in perpetuity.
Northern Trust serves as trustee, continuing the
business relationship that Mrs. Patterson enjoyed
during her lifetime. With the leadership of the
Governing Board, President and CEO Debra Jacobs
administers the Foundation.

Frequently Asked

Questions




Where does TPF work?
The Patterson Foundation is focused on Charlotte,

DeSoto, Manatee, and Sarasota counties in Florida
while supporting national and global efforts.

How does The Patterson Foundation
approach its work?

Rather than having grant cycles or requests for
proposals, TPF invests through its initiatives by
helping people engage with each other, providing
expertise, encouraging learning, and sharing
promising practices.

“The Patterson
Foundation strengthens

people, organizations,
and communities in ways
that foster wide
participation around
shared quality-of-life
aspirations.”

Frequently Asked

Questions

Where is The Patterson Foundation
located?

The Patterson Foundation is based in Sarasota,
Florida. Address: 2 N. Tamiami Trail, Suite 206,
Sarasota, Florida 34236.

How does The Patterson Foundation
allocate resources?
We optimize our assets and impact by:
» Weaving initiatives to promote the well-
being of our region
» Creating relationships that propel people
and organizations to collaborate on shared
aspirations
» Equipping communities for a future of
excellence for all

How do I get a grant?

Rather than making grants to individual
organizations, it supports the local nonprofit
sector through the Giving Challenge. For more
information, visit GivingChallenge.org.




Frequently Asked

Questions

How much does The Patterson

Foundation distribute each year?

Annually, The Patterson Foundation distributes more
than $15 million. As of June 30, 2024, The Patterson
Foundation has supported more than 50 initiatives
locally, nationally and globally, with more than 90
percent of the dollars invested locally. A glimpse into
The Patterson Foundation’s funding:

» Patriot Plaza, designed, built, fully funded and
donated to the Department of Veterans Affairs -
National Cemetery Administration at Sarasota
National Cemetery, one of TripAdvisor’s top
attractions in Sarasota.

» Endowments for EdExploreSRQ, Season of Sharing,
Arthritis Foundation, Sister M. Lucia Haas
Scholarships for Cardinal Mooney Catholic High
School and Patriot Plaza total more than $7 million in
contributions by TPF.

« Since 2010, TPF has contributed more than $11
million to Season of Sharing, an annual campaign to
help families who are on the verge of homelessness
stay in their homes.

» The Giving Challenge has been amplified by TPF
matches totaling nearly $37 million, thanks to the
efforts of over 700 local organizations, raising a total
of $92 million.

How does The Patterson Foundation
enhance quality of life?

The Patterson Foundation strengthens people,
organizations, and communities through more
than 20 active philanthropic initiatives. While
each initiative is unique in nature, scope, and
endeavors, they are all guided by a commitment
to fostering wide participation among people,
businesses, nonprofits, government, and the
media around shared aspirations.

Collectively, The Patterson Foundation’s
initiatives interweave to strengthen a greater
ecosystem — creating meaningful impact around
key factors that are universal determinants of a
community’s quality of life.

The Patterson Foundation

has supported more than

50 initiatives loeally,
nationally and globally,
wilth more than 90 percent
of the dollars invested
locally.




How have TPF's resources evolved?

The Patterson Foundation began with $178 million in assets.
After spending $170 million, TPF has $289 million in assets through
strategic investing.

How TPF Evolves
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Collectively, The Patterson Foundation’s
initiatives interweave to strengthen a
greater ecosystem — creating meaningful
impact around key factors that are
universal determinants of a community’s

quality of life.
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The Role of Communications

The Patterson Foundation embraces strategic

communications by embedding it within all of its work.
MagnifyGood is The Patterson Foundation’s strategic The Patterson
communications partner and provides high-level

recommendations for the Foundation. MagnifyGood also Foundation defines

provides communications consulting and expertise for all - ’
initiatives, ensuring the work is consistently aligned and MagnlfyGood S role
reflects The Patterson Foundation’s values and tenets. in four key areas:

Internal Communications
(TPF Staff)

Overall strategic
communications

¢ Ensuring an integrated
communications execution

Keepers of The Patterson
Foundation’s brand

» Maintaining consistent, focused and
aligned communications

External Communications
(MagnifyGood)

Communications alignment

» Ensuring and facilitating alignment in all
communications related to The Patterson

e Communications orientation Foundation’s initiatives

and training Strengthening impact through

e Communications planning and communications
over51ght o The knowledge that communications is
¢ PR and media interface essential to promote strengthening,

evolving, learning, sharing and connectin
e Brand management & & 8 8

e Communications alignment




Section 2

Initiative Startup Communications

Process




Initiative Startup — Communications Process and Considerations

When does TPF start its strategic communications process?

The communications startup process begins once a new partnership agreement is signed and approved
by the Governing Board. When The Patterson Foundation funds a new initiative or endeavor, the signed
partnership agreement includes the expectation of communications alignment. The level of
communications capacity provided by The Patterson Foundation is based on the nature of the work and
the partners involved.

What are the benefits of activating communications at the start of a new initiative or
endeavor?

« A sound and cohesive communications strategy to share with others the purpose and vision of the
work and the nature of the relationship among or between organizations

» Create communications opportunities by aggregating and aligning partner communications assets
» Partners (especially if there are many) learn and commit to speaking with a clear voice and direction

» Focused timing and outreach translates to deeper and more powerful results (and helps prevent any
single partner from “jumping ahead” externally before information is ready to be shared)

How to activate communications for a new TPF iniative or endeavor

Once a new partnership agreement is signed and approved by the Governing Board, Initiative
Leads will contact MagnifyGood to initiate communications based on the steps outlined on the
following page.




Steps to Activate TPF Communications

1. TPF shares a budget memo that has been approved by the
Governing Board along with a signed partnership agreement or
MOU.

2. The communications process is activated upon execution of the

contract.

3. TPF Initiative Lead shares the initiative framework with
MagnifyGood upon approval.

4. TPF Initiative Lead prepares FAQs that are shared with
MagnifyGood.

5. MagnifyGood will:

a. Create a communications timeline

b. Create website copy

c. Develop talking points

d. Facilitate communications alignment with partners

e. Facilitate an aligned announcement strategy




Initiative Startup — Communications Process and Considerations

What to include in a TPF framework with regard to communications

TPF frameworks include a “Communications and Marketing” section outlining the strategic
communications process for the new TPF initiative or endeavor. In addition to any information and
details specific to your initiative or endeavor, initiative leads should include the following provision in
their frameworks to help inform TPF staff and consultants of the communications and marketing
process:

[[nitiative lead’s name] will share the initiative framework with MagnifyGood upon approval.
MagnifyGood will provide strategic communications consulting and expertise — ensuring the
work is consistently aligned and reflects The Patterson Foundation’s values and tenets — along

with media relations support.
[Initiative lead’s name] will develop approved FAQs on key details related to the work. Among
these FAQs, the lead consultant should include an answer to the question, “Why does The
Patterson Foundation support this effort?”
Once FAQs are approved and finalized, [Initiative lead’s name] will share them with MagnifyGood.
Using the FAQs, MagnifyGood will provide the following strategic communications resources for
the effort:

Create a communications timeline based on key milestones

Create copy for page(s) on TPF website

Develop talking points for TPF and collaborators

Facilitate communications alignment process with collaborators

Facilitate aligned announcements and communications strategy between TPF and

collaborators
Additional Considerations [To be completed by initiative lead depending on needs specific to this
body of work]




Initiative Startup — Communications Process and Considerations

Messaging Development Process for Initiative Leads

For each of The Patterson Foundation’s initiatives and

endeavors, MagnifyGood develops unique messaging and
talking points that are used consistently in communications
related to it. This step precedes any public-facing outreach Sharing the same key messages
related to the effort. regarding your work
consistently lends clarity to your

This messaging is used to guide all TPF materials and communications and helps your
communications related to the effort, such as: audience develop an informed,
» Website copy
« Social media content
» Blog posts
* Pressreleases

accurate perception of it.

As noted in the Communications & Marketing provision for the framework, MagnifyGood creates
TPF messaging based on information provided by initiative leads. The messaging development
process includes the following steps:

1. Lead consultants for each of The Patterson Foundation's initiatives develop approved FAQs on
key details related to the initiative. Each set of FAQs answers the question of why The Patterson
Foundation would support that particular initiative.

2. Once FAQs are approved and finalized, the initiative consultant shares with MagnifyGood to
guide development of initiative focused talking points — easily recallable messages that are
intentionally crafted to convey the purpose of your work and to answer major questions. These
messages help prepare individuals involved in the work to speak with a variety of audiences on the
nature of The Patterson Foundation's efforts.

3. Once finalized and shared, initiative consultants and partners use talking points to determine
what messages to include in content for newsletters, social media, blogs, website copy, etc.




Initiative Startup — Communications Promising Practices

Over the years, The Patterson Foundation has evolved its communications approach
through learnings across each of its initiatives. Here are some promising practices
that have emerged:

« Ensuring that strategic communications is integrated early in the startup phase of an initiative
maximizes the efficiency of communications going forward with respect to the development of the
initiative’s communications platform, the ability to support partners, and resources.

e It’s one thing for C-level leaders to be engaged and accepting of the idea of communications
alignment - it’s often another to make sure communications professionals at each organization are up
to speed and aware of what “alignment” really entails.

« Itinvolves sharing timing and sequencing more than once for partners to fully understand when
project information is ready to be shared externally.

» Toolkits, which include templates of information, help partners remember when and how to share
information related to a project.

« Conveying the “why” behind The Patterson Foundation’s involvement in an initiative at the beginning
of any communications establishes a firm connection between The Patterson Foundation’s approach
and the initiative’s work that helps frame all of the information that follows.

« Communications integration sessions with initiative consultants embed the purpose of and rationale
for The Patterson Foundation’s approach to strategic communications into the fabric of an initiative,
making it a consideration in all phases of the work.

« Early on, we believed partner organizations would bring their own staff members, boards and
stakeholders up to speed prior to launch. That does not happen often. The alignment meeting helps
crystallize the “who needs to know before this goes live” concept among partners and their internal
stakeholders.

 Itis critical to have a single point of contact — in The Patterson Foundation case, that's MagnifyGood
— when project information is ready to be shared externally. The points of contact receive “courtesy”
versions of partner-developed communications materials prior to distribution (e.g. review of partner
e-newsletters; partner announcements for consistency of message, brand; etc.).
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Section 3

Communications Alignment &

Policies




Who Needs to Know What, and When?

Communicating with key stakeholders prior to any public communications is essential.
When planning to share a significant initiative announcement or update, decide which

stakeholders need to be informed and when they need to be informed - prior to making
that information available to the public.

Consider all of the people/groups that should receive initiative communications prior to it

being published by media outlets or through The Patterson Foundation’s media channels
(website, social media etc.).




Strategic Alignment

The success of any initiative depends on the actions of the people and organizations
involved. Part of being an active and engaged participant means a mutual coordination of
strategy, messaging and timing of communications efforts for a streamlined and consistent
approach.

Alignment will help the initiative manager and other internal stakeholders know if/when
information is confidential and where to direct media inquiries once external
announcements are made, along with how to schedule these announcements with respect
to timing.

EXTERNAL

ﬂ) Beneficiaries
INTERNAL

(?) CEOlExecutives /@)SUPponers
@ Board |
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The Patterson Foundation's Communications Network

The Patterson Foundation values the opportunity to connect, learn and share across platforms, and
embraces integrated strategic communications by embedding it within all of its work. Each of these
communications channels work together to share the Foundation’s work and impact.

Media Coverage

The Patterson Foundation understands the value of journalism and its ability to engage the community
through storytelling. Earned media helps The Patterson Foundation connect with the community
through shared aspirations.

Social Media

The power of social media lies in the ability to connect with people and create movements that change
things for the better. Social media allows you to engage in conversations with your audiences. The
Patterson Foundation and its initiatives are actively connecting with audiences on Facebook, LinkedIn,
Instagram, and TikTok. Additionally, it uses YouTube to house and share video content.

Blogs

Blogging is fundamental to The Patterson Foundation’s desire to connect, learn, share and evolve with
the community and beyond. From relaying major initiative news, to recounting the individual
experiences of working face-to-face with the community, The Patterson Foundation's blogs are a library
of its unique and aspirational history.

Website

The Patterson Foundation’s website shares the breadth of the Foundation’s current and past aspirations,
as well as its unique approach. This robust, living showcase of The Patterson Foundation'’s history helps
articulate how the Foundation strengthens efforts across the community.

Email Newsletters

The Patterson Foundation, as well as its initiatives, keeps the community up-to-date with email
newsletters. Newsletters focused on specific initiatives are used to convey information such as achieved
milestones and awards, volunteer opportunities, and events.

Morning Missives

In addition to recurring newsletters, Debra Jacobs shares daily emails highlight snapshots of TPF’'s work,
the achievements of its team, and other key updates.

Beyond the Blog Podcasts

The Patterson Foundation offers Beyond The Blog podcasts to inform and engage listeners while
bringing to light compelling accounts from individuals, organizations, and communities strengthened by

the Foundation's initiatives.




The Patterson Foundation Media and Outreach Policy

MagnifyGood handles and manages all media activity for The Patterson Foundation and its initiatives
and will respond to inquiries with respect for reporters’ deadlines. If you are approached by a member
of the media, please refer the reporter to MagnifyGood in the following way:

“Thank you for your interest in *insert initiative here* [Insert MagnifyGood contact name] at
MagnifyGood, The Patterson Foundation’s communications partner, will be happy to work with you to

get the information you might need. You can reach her/him at [insert email/phone combo].”

Your Role at The Patterson Foundation:

Interacting with the media reflects upon TPF staff members, the Governing Board and The Patterson
Foundation’s standing in the community. Only designated spokespeople will speak with the media on
behalf of The Patterson Foundation. In addition, only designated MagnifyGood consultants will
coordinate interviews and liaise with media.

Communications Alignment

MagnifyGood will work with initiative participants to facilitate media alignment while underscoring that
all media and outreach activity related to the initiative is to be shared with MagnifyGood.

Please note designated spokespeople at the end of this document.

Media Inquiry Procedures

Direct all media inquiries to Branan Jacobs, Branan Jacobs, 941-953-9191 ext. 2 / bjacobs@magnifygood.com
« If Branan Jacobs is not available, please contact Roxanne Joffe, 941-953-9191 ext. 4/ rjoffe@magnifygood.com

 Ifthe inquiry occurs outside of business hours, call or text Roxanne Joffe, 941-685-5412 /
rjoffe@magnifygood.com. Be sure to make direct contact, do not simply leave a voicemail.

» PLEASE CALL FIRST and follow-up via email about the inquiry.

» The MagnifyGood designee will follow up with the reporter and determine the inquiry topic, deadline and best
way to reach the reporter.

« MagnifyGood designee will contact Debra Jacobs, the designated spokesperson for The Patterson Foundation.




Blogging Promising Practices

Blogging is fundamental to The Patterson Foundation’s desire
to connect, learn, share and evolve with the community. From
relaying major initiative news, to recounting the individual
experiences of working face-to-face with the community, blogs
are a library of The Patterson Foundation’s unique and
aspirational history.

Why Blogs?

We invite others who feel they have learnings to share - as related
to our work - to write guest blog posts. If you are new to blogging,
we suggest staff and consultants first view our guest blogging
guidelines to get a feel for what is expected.

A guest post for The Patterson Foundation:

Should be:

« Compelling content related to The Patterson Foundation’s work and values

» An interesting perspective to share related to The Patterson Foundation’s work and values
e Ofvalue to our target audience and the philanthropic sector

» Appropriate, thoughtful, and strategic in its content, imagery, and links

Should not be:

« A sales pitch of your website, product or consulting services

e An article with numerous spelling and grammatical mistakes

« Defaming or tarnishing any individual or organization

» Religious or political in nature in its content, external links, and imagery
« A topic that has been extensively written about in the past

The Patterson Foundation reserves the right to withhold publishing any guest posts we feel violate this
policy.

Initiative consultants are encouraged to blog based on their work with The Patterson
Foundation based on TPF’s Guest Blog Guidelines.




Guest Blog Guidelines

What is a guest blog and who writes one?

A guest blog is a post written by an individual who has a viewpoint that is in alignment with The
Patterson Foundation’s Values.

Blog audience

The audience of a TPF blog is wide and far-reaching. Blogs are posted on the TPF website, Tweeted,
posted on Facebook, in newsletters, etc. Blogs should be written for audiences who may know little
about The Patterson Foundation or its initiatives.

Guest blogging steps

Write a Headline — use 3-8 words. If you do not provide a title, the editor will provide one for you. -
Editor’s Note - Please include your name, job title, and organization.

Write Your Content —This is the body or “meat” of the blog post. Sharing stories and experiences is an
effective way to communicate The Patterson Foundation's work. Please consider any question below as
a thought starter. If you have another idea for your content, we welcome your approach.

1. Why is this initiative important to the community?

2. What happened in this experience that lead to connecting, learning, sharing, evolving, and
strengthening?

3. Which TPF Values guided your approach?

4. How did not arriving with the answer create trust and change?

End your blog with an engaging closing

Remember to have an engaging closing when ending your blog.

Links - If you wish to refer to another document or website within your blog post, you may supply a
URL. TPF reserves the right to not link to material it deems inappropriate.

Include a visual if you have one - If you have a picture or video in mind that relates to the post, please
include the link (URL) and\or picture in your email when you submit the blog. Otherwise, a visual will
be supplied for you.

Submit your blog to Stacy Sternberg, ssternberg@thepattersonfoundation.org. If the blog needs major
revisions, you will be included in the revision process.




Notify your key influencers

Blogs are about sharing what we are learning. To increase the readership of posted blogs, it is a great
idea to notify your key influencers (key leaders/people who care about this topic) by adding the blog to
your social media outlets. This can be achieved in several ways.

Email specific interested parties and let them know your blog is available for reading. Place your blog
link in your email.

Link your blog to your Facebook page, LinkedIn page, or other social media outlets as appropriate.




Social Media Policy

The Patterson Foundation (TPF) embraces social media to connect with others by sharing its work
and impact in the community. Social media channels created and operated by and for TPF are the
only channels designated to be the official voice of the organization.

There may be times when Foundation leadership might encourage the use of personal social media
to share information about TPF and its initiatives. While staff and independent consultants are not
required to do so, the following information guides using social media for this purpose:

Common sense is key
If you wouldn’t want the information posted on a billboard for everyone to see, then you should

think twice about sharing it on social media. If you have questions about posting information,
contact Stacy Sternberg at ssternberg@thepattersonfoundation.org.

Understand your role
TPF does not, online or in person, lobby, support political campaigns, solicit, or share partisan

views. Be sure you never reference or tag TPF or any of its initiatives in social media when you are
engaged in political activities. If you do participate in political activities, add this disclaimer to your
bio: Opinions are my own and not the views of my employer.

Be thoughtful
You are responsible for any content you publish when posting about TPF (TPF e-mail address etc.)

on personal websites, Facebook, or any other personal online sites.

Do not disclose confidential or proprietary information. Do not report or reference conversations
that are private or internal to The Patterson Foundation.

Be respectful of others’ opinions
When disagreeing with others’ opinions, pause to think if it is appropriate to engage on social

media. If yes, communicate respect for their point of view. If you are unsure how to handle online
disagreements or inappropriate comments from online community members, ask for assistance
from Stacy Sternberg at ssternberg@thepattersonfoundation.org.

Use legally shareable photos and images
Do not post images or other content unless you are sure it is in the public domain or have written

permission from the owner of the material. Do not use Al-generated art in social media posts.
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Social Media Policy

Be transparent
When you engage in any professional conversations about TPF or any of its initiatives, be clear
about your role.

Our Values

We work with others to strengthen their impact by:
e Understanding that resources and expertise beyond the gift provide value

 Being accessible and engaged with others

« Striving to learn as we collaborate and share successes and challenges

We believe meaningful change requires commitment and persistence and encourage this by:
¢ Embracing new ideas that address a constantly changing world

e Undertaking philanthropic work others are not, cannot, or will not do

We invest for lasting impact by:
» Demonstrating integrity blended with joyful stewardship

« Realizing real change requires depth of resources

 Focusing on impact while leveraging resources

The Patterson Foundation Logo

The use of The Patterson Foundation (TPF) logo or any logo related to an initiative of TPF is
restricted to the official TPF and initiative handles. Please do not use TPF, initiative, or TPF
affiliated logos for your personal or work-related social profiles, including profile and header
images.

If you have any questions about The Patterson Foundation’s social media policy, please contact
Stacy Sternberg at ssternberg@thepattersonfoundation.org.




About MagnifyGood

We create connections that change things for the good.
We believe connections, not communications, drive strong and healthy communities.

We believe that connecting with people on an emotional level is more human, more engaging, more
compelling, and more powerful than messaging.

We believe connected communities create movements that change things for good. And that those
movements are driven by the connections made inside and outside the community.

Roxanne Joffe, Strategic Communications Consultant

Roxanne Joffe is CEO and founder of her own strategic communications firm in Sarasota, Fla. But her
specialty is helping organizations solve complex communications issues using today’s newest
technologies - and, at the same time, fighting a resource-challenged world.

Roxanne is uniquely able to do that. She combines the insight of a founder of three very different
companies with the skill of a master communicator. She and her talented team also lead The Patterson
Foundation’s communications efforts. In that role, she continues to introduce innovative methods and
techniques to the philanthropic arena.

Her experience in the nonprofit world includes many leadership positions both nationally and in her
own community. Roxanne is a graduate of Leadership Florida. She is a member of the International
Women's Forum, a prestigious consortium advancing women'’s leadership around the world. She is also
arecipient of the Athena Award and was named Woman Entrepreneur of the Year by the Greater
Sarasota Chamber of Commerce.

Branan Jacobs, Initiative Communications Consultant

Branan manages the outreach efforts of MagnifyGood'’s clients through the research, development and
implementation of strategic communications solutions. He draws upon his communications expertise,
keen attention to detail and inherent desire to do good to fulfill and promote The Patterson
Foundation’s mission locally and beyond.

As a consultant to The Patterson Foundation, Branan manages communications relationships with local
and national partners representing multiple sectors to foster alighment and maximize the collective
impact of its initiatives. He was responsible for planning media outreach and leveraging partner
communications assets during the public launch of Age-Friendly Sarasota, in addition to executing
strategic communications tactics during the promotion and buildup of Patriot Plaza and the Veterans
Legacy Summit.




Connect with The Patterson Foundation

Office

941-952-1413
Nancy Henry, Office Manager - nhenry@thepattersonfoundation.org
Stacey Gadeken, Administrative Support - sgadeken@thepattersonfoundation.org

MagnifyGood

Office - 941-953-9191
Roxanne Joffe - 941-685-5412, rjoffe@magnifygood.com
Branan Jacobs - 941-953-9191 Ext. 2, bjacobs@magnifygood.com

Website

thepattersonfoundation.org

Blog

thepattersonfoundation.org/blog

Beyond the Blog

thepattersonfoundation.org/beyond-the-blog

Social Media

Facebook.com/thepattersonfoundation
Instagram.com/thepattersonfdn
YouTube.com/thepattersonfdn

Linkedin.com/company/patterson-foundation




TPF Messaging Quick Reference Sheet

Five Key Words to describe The Patterson Foundation’s Approach

Q W, m >
% & E/ X&X
Connecting Learning Sharing Evolving Strengthening

Talking Points

¢ The Patterson Foundation strengthens people, organizations, and communities in ways
that foster wide participation around shared quality-of-life aspirations.

o The Foundation strengthens opportunities by connecting people and organizations
with local and national expertise.

¢ The community is strengthened through learning and sharing across focused, evolving
initiatives.

How to say it...

Rather than.... Use...

We > The Patterson Foundation or TPF on second reference
Patterson > The Patterson Foundation or TPF

Grant > Funding, investment, gift, contribution

Not 'S Rather than

Sponsor > Support

Problems ' Opportunities




TPF Style Guide

When writing copy for The Patterson Foundation (emails, social media content, writing for

a promotional flyer, updating TPF website pages, etc.), TPF staff and consultants can refer
to the following guidelines to promote consistency and proper formatting.

TPF Font

TPF uses the “Cambria” font in written materials and communications.

TPF Titles
¢ The Patterson Foundation

o Use uppercase T, P, and F when using the full name, “The Patterson Foundation”

o On second reference, you can use “the Foundation” or “TPF.”
Consultants - Capitalized only at the beginning of the sentence.
Fellows - Capitalized when talking about TPF Fellows.
Initiatives - Capitalize the names of initiatives. Do not put them within quotes or
italicize. Do not capitalize the word initiative. (Example: Suncoast Campaign for Grade-
Level Reading; Digital Access for All initiative)
Initiative lead - Capitalize initiative only if it appears at the beginning of a sentence.
Otherwise, treat initiative lead as a common noun and do not capitalize it.

Race, Ethnicities

American Indian: No hyphen.

Asian American: No hyphen.

Black

White

Hispanic: refers to people of Spanish-speaking countries
Pacific Islanders: No hyphen.

Ages

Use figures rather than spelling our numbers. (Example: The girl is 13 years old.)
Use older adult or specific age, not elderly or senior citizen

Academic degrees - Do not include periods in academic and professional degrees (MBA,
MD, RN, PhD)

Initials - Two initials take a period, three do not: U.S., CDC.




TPF Style Guide Cont.

Lists with bullets
¢ Keep symbols basic. Use small circles or squares, and be consistent.
e The first word of every sentence should be capitalized.
¢ Lists made up of short bullets, one to four words, do not need periods. Lists made up of
complete sentences should use normal punctuation.
e Ifthe order is important, use numbers or letters instead of bullets.
¢ Lists should be parallel—structured the same way.

Numbers
e Spell out numbers below 10; 10 and over, use figures.
¢ Use the same style (either figures or words) to express related numbers in a series.
¢ Make numbers plural by adding s, not’s. (Example: 1920s rather than 1920’s)
¢ Use this format for phone numbers: 850-245-4444

Percent symbol - Generally, express percentages in figures and spell out the word percent. In
tables, on business forms, and in statistical or technical material, use the percent symbol %.
¢ Example: The increase of 10 percent in THIS BOOK IS COOL! Registration is amazing! Or,
THIS BOOK IS COOL! participation was higher among Sarasota County (15.7%) compared
with Charlotte County (10.5%).

Surround the following in quotation marks

* The titles of books, television shows, videos, movies, plays, newspapers, magazines,
journals, reports, and websites.

* When referencing words, letters, figures, and symbols. (Example. The word “lagniappe”
communicates generosity mixed with surprise.)

* Periods and commas go inside quotation marks even if not in the title.

* When quoting a person making some statement about a current condition or fact

o Example: The consultant said, “TPF invests for meaningful impact.”

Time
* Year spans-2011-12,2014-18, etc.
* 9am, 5pm, etc. Noon and midnight can be used in place of 12pm and 12am.

Titles
¢ (apitalize formal titles before a name but not after.
¢ Example: Mayor Maria Rodriguez, Speaker Chris Smith
* Do not capitalize informal titles or job descriptions before or after a name.
e Example: author Maria Rodriguez, chair Jim Neilson
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