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Summary

The Style guide is designed to help all of us to work together to present a consistent, approachable and positive image of Hampshire County Council in our written communications. It should be used alongside our corporate identity – see www.hants.gov.uk/logos.

The Style guide primarily covers communications produced in-house on a personal computer, eg:

· emails

· memos

· letters

· faxes

· Hantsnet and Hantsweb communications

· reports

· departmental newsletters

· leaflets

· other publications.

When using a professional copywriter or designer to produce publications and marketing materials, you should make sure they abide by our house style.

Departments with their own house style templates should still comply with this guidance. There are also some corporate templates available in Word, which incorporate this style guidance and the corporate identity. Ask your departmental template administrator for more information.

This guide takes the Equalities Act 2010 (see www.equalities.gov.uk/equality_act_2010. aspx) into account, which aims to protect disabled people and prevent disability discrimination. This means that all our goods, services and facilities must be accessible to people with disabilities. Specific guidance on clear communications, including large-print publications, is also available, known as Access for all – see www.hants.gov.uk/cx-logos-corporatestandards/cx-logos-accessforall.
This version of the Style guide includes a list of 15 golden rules – a useful guide to the most important points to remember from the Style guide.

Fifteen golden rules
Here are 15 of the most useful points to remember from our Style guide.

1. Borders and boxed text
Avoid using boxes, especially with tints as this makes the page hard to read. Use borders in moderation to avoid the page looking cluttered.

2. Bullet points
Bullets are very useful for displaying lists and breaking up large sections of text.

3. Capital letters
Only put the first letter of titles into capitals, not the first letter of every word to avoid pomposity and make it easier to read. Therefore use “When to use capital letters” rather than “When To Use Capital Letters.”
4. Corporate identity
Remember to use our corporate logo and generic web address (www.hants.gov.uk) on all covers and title pages. See our corporate identity website (www.hants.gov.uk/logos) for more information.

5. Dates
Dates should be written with the number only and not with any additional letters, eg 28 February rather than 28th February.

6. Emails
All emails, including internal ones, should be in Arial 10 point and show the person’s name, job title, department, telephone and fax number, and email address in the same way as other communications. If you are on the Hampshire Public Services Network, please also include your HPSN number.

7. Emphasising text
Underlining looks untidy and is difficult to read. Use bold to highlight a particular word or phrase.

8. Fonts and type sizes
We recommend that you use Arial for body text and headings when producing documents in Microsoft Word. Documents should use a minimum of 12 point type size to comply with the Equalities Act and 16 point for large print.
9. Internet addresses
In printed documents, internet addresses should be expressed in bold only, and not be coloured and underlined as is the standard in the web environment.

10. Letters (and other stationery)
A set of corporate templates – for letters, memos, fax cover sheets, agenda, reports and minutes – is available in Word and Hantsfile. See the Learn.IT guidance for more information or speak to your template administrator. Different departments may use slightly different templates, however, they should all comply with the corporate house style.

11. Numbers
Single numbers from one to nine are usually spelt out in full, while figures are used for 10 upwards. Always use figures with commas and decimal points. Spell out large numbers if necessary, eg one million instead of 1,000,000.

12. Our name
Hampshire County Council should always be quoted in full on any external literature, including addresses. We are a single organisation so sentences should say “Hampshire County Council is ...” rather than “Hampshire County Council are ...” It should not be abbreviated to HCC.

13. Plain English
This is writing that conveys its meaning clearly and concisely to its intended audience with the necessary impact and appropriate tone of voice. It uses everyday words that the audience will understand wherever possible. Messages are planned carefully to avoid long-winded language and implied criticism of the reader.

14. Punctuation
We all have our own style of punctuation but the general rule is to use just enough for clarity. The most straightforward approach is to read a sentence aloud to yourself and add punctuation to explain the pauses you would make if you were speaking.

15. Text alignment
Our corporate style uses left-aligned text, ie it is aligned to the left margin but has a ragged right margin. This is less formal than fully justified text and avoids the need for hyphenation.

Introduction

The way we present our services and ourselves is second in importance only to the quality of those services. That is why Hampshire County Council has a house style.

The house style covers consistent use of things like capital letters, punctuation and other layout features throughout our communications.

It also means making sure that everything we write is clear and easy to understand. Whether it is a letter to a member of the public, a committee report for members or a memo to other officers, clarity must be our aim.

This is sometimes difficult. Often, without thinking, we write long, complicated sentences and use official words or jargon to put across our message. We risk confusing our readers and it reflects badly on the County Council, making us seem remote and unfriendly. We can help prevent this if we follow some simple rules.

Electronic communications

Much of the Style guide applies to all forms of communication. However, some points are specific to electronic communications.

Email

All e-mail messages should be in Arial 10 point and show the person’s name, job title, telephone number and contact details in the same way as other written communication. See also the guidance given under Letters, in General layout and style. If you are on the Hampshire Public Services Network, please also include your HPSN number.

Most employees who use e-mails will use Outlook. You can set up a standard closing message in Outlook very easily. This is often referred to as a ‘signature’ as it appears at the end of your messages. The Learn.IT website gives details of how to set up a signature.

When writing emails, there are a number of ways to insert files depending on whether or not you are using HantsFile. Staff using HantsFile should refer to the relevant page in Learn.IT – for more information see http://learnit.hants.gov.uk/learnit/hantsfile-basic/hantsfile-basic-checklist/hantsfile-basic-work-woth-send-doc-for-info.htm. For documents stored outside of HantsFile, remember to insert shortcuts to files in shared folders to avoid duplicate files cluttering up memory. To insert a shortcut:

· click on Insert then select File
· select the file you need to insert in your email

· click on the arrow to the right of the Insert button and select Insert as hyperlink.

Web pages

The Corporate web standards and good practice should be followed by anyone planning, writing or maintaining web pages. Select Hantsweb corporate standards to view the minimum requirements for achieving a user-friendly environment.

Remember that most people scan web text for information rather than reading it word for word so, if possible, keep your information brief and to the point. Make sure you are writing for your target audience – see the Plain English guide for more information – and use headings and bullet points to help highlight key information.

Which form of correspondence to use

· Email – whenever possible for internal and informal external communications.

· Letters – communication with people outside the County Council.

· Memos – communication with people from other County Council departments and offices.

· Compliment slips – to accompany other items sent to people outside your department.

· Fax – communication with other departments and external organisations.

Essentials

Our name

Our customers need to know who we are and what services we provide for them.

Hampshire County Council is a single organisation, so we should write ‘Hampshire County Council is ...’ and not ‘Hampshire County Council are ...’.

For clarity’s sake, we should always use ‘Hampshire County Council’. However, after the first reference to Hampshire County Council, we can use ‘the County Council’ or ‘the Council’ if necessary.

‘The’ is not part of our name, so we should use ‘Hampshire County Council’, not ‘the Hampshire County Council’.

If we abbreviate our name to HCC, we could cause confusion. We can also confuse our customers if we use ‘Hampshire’, ‘the County’ or ‘the Local Authority’ when we actually mean the County Council. Many other organisations use Hampshire or County in their names and there are many other local authorities.

Our address

Our customers need to know who they are dealing with, so we need to include ‘Hampshire County Council’ in our address, eg:

Corporate Communications Team

Chief Executive's Department

Hampshire County Council

The Castle

Winchester

Hampshire

SO23 8UJ

Havant Local Office

Children’s Services
Hampshire County Council

River Way

Havant

Hampshire

PO9 2EL

If you refer to a department that takes its name from its chief officer, remember to include the apostrophe, eg:

County Treasurer’s Department

Chief Executive’s Department.

Telephone numbers

We can help our customers when we write our telephone numbers by giving the number and STD code, separated by a space:

01962 876415

or

023 8081 2113

023 9282 2251.

0800 and 0845 numbers should also be separated by a space, eg:

0800 028 0888.

Local dialling codes will just cause confusion, because they only work from specific areas. When we include an extension, the style is:

01962 841841 ext 6415.

E-mail addresses

A large number of customers prefer to contact us by e-mail. If you have an e-mail address, don’t forget to include it on your correspondence. Always try to use shared team e-mail addresses, not personal ones, in publications and on the website. That way we can ensure that response times will be met, even if someone is on holiday or changes roles.

It is usual for e-mail addresses to be shown in lower case, eg:

ithelp@hants.gov.uk
but not always. A small number of e-mail addresses (and internet URLs) are case sensitive.

Internet addresses

For specific guidance on this subject, please refer to the section entitled Internet addresses in this guide.

Textphone

If you wish to include a textphone contact detail in your publications or correspondence for customers with hearing or speech difficulties, please note that it should be referred to as a textphone rather than a minicom. Our contact centre, Hantsdirect, has one that you can use and the number is 0845 603 5625.

General layout and style
Academic and honours letters after names

Academic and honours letters, such as BA, PhD, OBE, Bt, after names can be off-putting. It is best to avoid using these whenever possible.

Bibliographies
For official bibliographies, list the author or editor first, then the publication title in italics, followed by the publisher and date, if known, in brackets. The ISBN number should appear at the end. For example:

Drummond MJ, In school at four (Hampshire County Council, Education) ISBN 1 85975 0095

Goddard C and Tester G, Managing the code of practice – a whole-school approach (David Fulton Publishers)

Ramjhun AF, Implementing the code of practice (David Fulton Publishers)

Stepien D, Family literacy in Hampshire (Hampshire County Council, Education) ISBN 1 85975 176 8.

For less official publication lists, it may be more helpful to put the title first, eg:

Bridges in Hampshire of historic interest (Hampshire County Council, 2000) ISBN 1 85975 346 9

Critical incidents: guidance for schools (Hampshire County Council, Education, 1998) ISBN 1 85975 245 4

Safety in the outdoors (Hampshire County Council, Education, 1999).

Borders and boxed text

Use borders and boxed text in moderation. A page can look very cluttered when sections of text and illustrations appear in boxes. It can also disrupt the flow of reading. There are other ways to design pages to highlight text but the best policy is to keep it simple (see Emphasising text).

When a block of text has to be highlighted, make sure there is good contrast between the panel and the text so that the words can still be easily read. Remember that tinted and shaded panels don’t reproduce well on a photocopier. It is best to avoid panels altogether if your document is likely to be photocopied.

Reversed text, for example white text on a black background, can be used to good effect especially as a form of highlighting in contrast to plain black-on-white text. However, keep it to highlight short passages only – pagefuls of reversed text can be difficult to read – and do not use reversed text for audiences with visual impairments. Make sure the type size and font of the reversed text are large and bold enough so that the text doesn't become indistinct.

Bullet points
Bullet point lists are a good device for breaking up chunks of text and clarifying it.

The bullet point does the same job as a semi-colon (;) or comma in continuous text. Bulleted sentences therefore do not need a semi-colon after them.

If the bullet points form a list following a colon (:), each bullet point should start with a lowercase letter and there should only be a full stop at the end of the last bullet point. If you use a colon to introduce a bullet-point list, you do not need to add a dash to it. For example:

· abc

· def

· ghi.

If you find that Word automatically changes your initial lower case letter of bullet points to upper case, it is possible to stop this. Select AutoCorrect from the Tools menu and deselect Capitalise first letter of sentences. Click on OK to confirm your choice and close the window.

If the bullet points form separate sentences, each one should start with a capital letter and end with a full stop. See the following example.

· Abc.

· Cde.

· Efg.

Traditional, circular bullet points look more professional than many of the symbols available in word-processing packages, especially for formal documents. If you want a list of points within a bulleted list you should use dashes.

Capital letters
Capital letters tend to interrupt the flow of reading. They can also look pompous, so try to reserve them for their proper uses.

The basic rule is that capital letters should only be used for the first letter of a heading or sentence, eg for a heading: ‘When to use capital letters’ and not ‘When To Use Capital Letters’.

Avoid putting whole words or chunks of text into capitals – it is much harder to read than lowercase letters. Use bold or italics if you need to emphasise text (see Emphasising text).

Names of departments should have initial capital letters, eg Adult Services. The same goes for specific job titles, eg Director of Children’s Services, Printing Manager. General job titles such as social worker or architect do not need capital letters.

‘The County Council’ needs capital letters as it refers to a specific body. When writing about county councils or district councils in general, capitals are not necessary. This prevents confusion. ‘County Council policy’ means our policy in Hampshire; ‘county council policy’ means the approach of county councils in general.

‘The Government’ refers to a particular body and therefore needs a capital letter, but ‘government policy’ is standard English as ‘government’ is being used as an adjective.

As ‘local authority’ is not a proper name, it does not need capitals.

It is tempting to give capital letters to policies because their abbreviations take the form of capitals. However, while ‘LMS’ is perfectly correct, ‘local management of schools’ does not need capital letters.

Columns

When working in columns you should remember to:

· use an appropriate number of columns to fit the page size so that they are neither too wide nor too narrow

· allow sufficient space between the columns for ease of reading

· use left-aligned text.
Contents lists
A contents list will help your reader to find specific items quickly and easily. It can be useful in reference documents and reports.

Word can create a table of contents very quickly using heading styles. See Word’s on-screen Help for extensive information on creating a table of contents.

Remember to:

· make sure your contents list is clear

· consider if leader dots would help the reader to scan the contents list

· decide if section headings would be clearer in bold

· match your contents list to your section headings

· number each page or item if possible

· double-check page references after your text is finalised

· check your cross-referencing.

Covers and title pages
Document and report covers should show what the document is about and what organisation is responsible for it. Sometimes it helps to say who it is for, eg ‘Management partnership – consultation papers for school governors’.

Title pages can help identify reports if the cover is being printed separately. They can contain information additional to the covers, such as qualifications of authors or names of members of a supporting committee.

Remember to include our logo and generic web address (www.hants.gov.uk) on covers and title pages. The logo is available to download from our corporate identity web pages: www.hants.gov.uk/logos. As stated in our corporate guidance, the logo should be placed in the bottom left corner of the page and the web address in the bottom right.
Dates
Dates should be shown as follows in the main body of text:

28 February 2002

Thursday 28 February 2002.

Adding ‘th’, ‘nd’ or ‘rd’ to the date is not acceptable, eg 28th February 2002 or Thursday 28th February 2002.
Emphasising text

Underlining looks clumsy and reduces readability. Use bullet points to break up large bodies of text and bold or italics to emphasise text.

You can use bold to emphasise or highlight certain words. This can work well as a document or paragraph title, or in the middle of a sentence or paragraph, eg:

Please amend as marked and return the next proof to me by 6 March 2002.

Bullet points can also help to make a word or sentence stand out from the rest of your text.

Avoid using too many quotation marks to emphasise words, although they can be useful to highlight a jargon term.

Avoid underlining and block capitals. These methods of emphasising text are not reader friendly, especially for those with reading disabilities. For example, leave of absence looks just as important but less threatening than LEAVE OF ABSENCE.

No matter what method you use, be consistent throughout each document when emphasising text.

See also Titles and paragraph headings and Borders and boxed text.

Fonts and type sizes

For printed publications

We recommend that you use Arial for headings and body text when preparing documents in Word. Use a minimum of 12 point for body text, to comply with Equalities Act guidelines, and 14 point if you want to reach more customers.

Large print documents should use 16 point or larger for body text. See the Publications guidance in Access for all: guidance on clear communications for more information (www.hants.gov.uk/cx-logos-corporatestandards/cx-logos-accessforall).

Committee reports

See the Report writing guide for information on writing committee reports http://intranet.hants.gov.uk/chiefexecs/democraticinfo/protocolreportwriting.htm.

For web pages

Avoid using forced fonts in web documents so that you don’t override the users’ default settings, which they have chosen to suit their individual needs. See the Hantsweb standards for more information.

Headers and footers
These are very useful in larger documents, and enable any photocopied pages to be easily identified.

It is good practice to put the document title and publication date on all documents. This information could appear at the top or the bottom of the page.

If a document is longer than two pages, each page should be numbered.

How the headers and footers are aligned, and how they show their information, is up to you. For example, you could use a spaced dash on either side of a page number, eg – 2 –.

Make sure the style you use fits in with your departmental house style. Be consistent within each document.

Headers and footers should always be at least one line of space away from the main body of text, to avoid being mixed up with it. They are often in a smaller point size or different font so that they are clearly subsidiary to the main text.

Internet addresses
We often give internet addresses or URLs (Uniform Resource Locators) in County Council communications so that the reader can find out more information about a subject. In the web environment an internet address usually provides a direct link (hyperlink) to a specific web location. You simply click on the hyperlink to go to that location. In this web environment, the internet address is always underlined and usually appears in a colour different to that of the main text. This is the industry standard.

When giving an internet or email address in a printed document the address should not be underlined. Use bold instead, eg:

If you’re looking for something interesting to read, try logging on to the Road Safety website at www.hants.gov.uk/roadsafety.

And don’t forget to include the full stop after the web address if it appears at the end of your sentence, to indicate to the reader that the sentence has finished – as shown in the example above.

Layout
Try to avoid using landscape layouts (longer edge near the reader) in a portrait publication. If it is unavoidable, place the main heading and text in landscape orientation but position the footer as for portrait orientation. It can be tricky to do this!

Mixed layouts also cause difficulties on the web.
Letters

Our stationery has been designed with a specific layout in mind. The standard letter layout is shown in Appendix A. The County Council will present a stronger and more consistent image if we all use this standard layout for letters. To facilitate this, there is a set of corporate templates – for letters, memos, fax cover sheets, agenda, reports and minutes – available in Word and Hantsfile. See the Learn.IT guidance for more information or contact your template administrator.

Continuation sheets should be on plain white paper. If you use duplex printing, continuation sheets can be printed on the reverse of the letterhead paper.

If you are sending a letter to someone, give your full name. Asking them to reply to `Mr A Jones’ looks unfriendly and condescending. It puts a barrier between you and your reader. It is much better to write ‘Please reply to Adrian Jones.’ If your forename (or Christian name) can be used for a male or female, it would be helpful to add your preferred title in brackets afterwards, eg:

Chris Smith (Ms).

Lists
Lists can be very useful for setting out information. Here are a few points you should remember when using lists.

· If possible, do not split a list over two pages.

· Either arrange the list in a specific priority or if there is no priority, arrange it alphabetically.

· Bullet points or numbers might help to organise your information into a clear and logical order (see Bullet points for more information).

It can look over formal to use initials rather than forenames when listing names. Forenames look friendlier and are easier to remember for users of the list. If you need to use titles in the list, be consistent and use them for everyone. Singling out some people from others can give offence. For instance, if you use titles for women but not men, it looks as if you are implying it is normal to be male. Compare these two lists:

	J K Bloggs

A Smith

Ms Z B Jones

F Clark

Mrs S Watson
	Jon Bloggs

Alan Smith

Zena Jones

Frank Clark

Sarah Watson


The list in bold is more helpful and suggests that the department and the Council are made up of approachable people. See also Use lists.
Margins and lengths of lines of text
It is easier to read a line of text that contains 50-70 characters and spaces.

As a general rule, a margin of at least 2cm around the text is preferable. This is flexible, depending on the type of document. Some letterheads feature a wide left margin, and text looks neater lined up with this.

Remember that photocopiers and fax machines cannot print in the small margin around the edge of a document, and the priority is always for text to be easily read and copied. You should print and copy double-sided wherever possible. Matching margins on left/right and top/bottom makes this look neater.

Do not make margins so large that very little text appears on a page. This can use more paper than necessary and make a document appear longer.

Numbered paragraphs

Too many numbers can be confusing to the reader so consider whether you really need to use them.

Multi-level numbering, with up to three levels, can be used in reports and formal policy documents. Numbered paragraphs allow each paragraph or point to be clearly identified and referred to. They are very useful in larger documents, especially if technical or legally binding. Committee reports should use this style. Use the decimal numbering system (1, 1.1, 1.2, 2, 2.1, 2.2, etc), as it is clear, flexible and easy to follow. You will find an example of report numbering at Appendix B.

Avoid using Roman numerals (i, ii, iii, iv, v, etc) as these are less easy to follow.

Numbers
Single numbers from one to nine are usually spelt out in full, while figures are used for 10 upwards. However, it helps our readers if we:

· always use figures with decimal points and percentages

· spell out very large figures, eg one million rather than 1,000,000

· write large amounts of money in figures and words, eg £1.2 billion

· spell out the figure if it starts a sentence.

Photographs and illustrations
Good quality photographs and illustrations can help lift a document and break up large expanses of text. Avoid using clip art. It looks unprofessional. Instead, use photographic images, illustrations, diagrams, flow charts or spider diagrams to help illustrate a point.

Bear in mind the different requirements of different types of information. For example, graphics should be used much more sparingly on the web because of the time taken to download images.

Remember to include captions to illustrations, tables and diagrams where necessary. Unless all illustrations are only referred to once, on the page where they appear, they will also need numbering. Check they have been referred to in the text.

Don’t forget to get permission to reproduce pictures or diagrams from other people’s publications if they are in copyright. The Data Protection Act 1998 also states that explicit signed consent should be obtained before taking and using any photographs, video or webcam images of an adult or child. Please refer to our guidance on this – Using images of people (see www.hants.gov.uk/logos/cx-logos-corporatestandards/cx-logos-imagesofpeople.

Punctuation
We all have our own style of punctuation, but the general rule is to use just enough for clarity. It helps to keep sentences short, so that punctuation is kept to a minimum. Besides, long, involved sentences can confuse the reader, even if they are grammatically correct.

The most straightforward approach to punctuation is to read a sentence aloud to yourself and add punctuation to express the pauses you would make if speaking.

Full stops
A full stop normally shows that a sentence has ended. If the subject changes or the sentence is getting long or complex, use a full stop and begin another sentence.

Use a full stop rather than a question mark to end an indirect question, eg:

She asked when the proof would be ready.
Commas
Use commas as separators where a short pause is needed – perhaps where you would pause briefly if speaking. Try not to use more than two or three commas in a sentence: split it up in other ways instead, or start a new sentence.

Pairs of commas are used to show where something extra has been put in, eg:

The guest speaker, Sarah Jones, kept the audience spellbound for a full hour.

Use a comma to mark off thousands in numbers of one thousand or more when shown in figures, eg:

· 1,255

· 45,199

· 305,702.

Semi-colons
The semi-colon serves two useful purposes. It can take the place of a full stop to link what would otherwise be two closely related sentences, eg:

We have studied this problem for several days; more work is necessary.

It can also be used to separate long or possibly ambiguous items in a series, especially when the items already include commas, eg:

The elected officers are John Smith, President; Sarah Jones, Vice President; Edward Morris, Secretary; and Susan Pope, Treasurer.

The bullet point does the same job as a semi-colon would in a continuous list of text. Bulleted sentences therefore don’t need semi-colons after them. An exception is lists in formal legal texts, where meaning can be made certain by more elaborate punctuation.

Colons
There are three ways to use a colon:

· to introduce a list (as in the statement above)

· to say ‘here comes some important news’, eg In the end everyone was surprised: the couple moved to Australia

· to separate two closely related but contrasting statements, eg Empowerment: a risk worth taking.

Apostrophes
Use an apostrophe to show that a letter is missing, eg:

It’s no concern of mine.

Be careful not to confuse it's (a contraction of it is) with the possessive its, which does not contain an apostrophe. For example:

It’s a matter of concern to the school and its pupils.

Use an apostrophe to show possession, eg:

the people’s friend

the three inspectors’ reports.

Be careful where you put the apostrophe when there is more than one possessor. Compare, for example, ‘the applicant’s forms’ with ‘the applicants’ forms’. In the first phrase, there is one applicant who has two or more forms. In the second, there is more than one applicant and each has one or more forms.

Remember, when showing possession by a person whose name ends with an ‘s’, that you don’t need to add an additional ‘s’, eg:

John Jones’ memorandum.

It is not necessary to use an apostrophe to show the plural of abbreviations, eg PCs, P60s, 1990s.

Hyphens
Hyphens link words that together form one adjective, eg:

· short-term goal

· out-of-hours work

· a six-year-old child

· a four-day wait.

There are no spaces either side of the hyphen. Don’t use a hyphen in a phrase including an adverb (a word often ending in -ly that describes a verb), eg ‘rapidly growing economy’.

Clarity is the key. The following two examples illustrate the potential confusion when an adverb is taken for an adjective and vice versa:

‘an ill, educated man’ and ‘an ill-educated man’
‘a long-lost ruler’ means that the ruler has been lost for a long time, whereas ‘a long lost ruler’' means that the ruler is both long and lost.

Use a hyphen to indicate a range of numbers, dates and page numbers, eg:

1988-2000

pages 11-23.

Hyphens are also used to distinguish a less common pronunciation or meaning of a word from its more customary usage, eg:

a recreation hall

re-creation of a scene

to recover from an illness

re-cover the sofa.

When a hyphenated word splits between the end of one line and the start of the next, you should keep the whole word together. You can do this in Word by inserting a non-breaking hyphen. Click where you want to insert the hyphen and press Control + Shift + Enter.

Dashes
Dashes are useful in emails and informal notes to mark an abrupt change in thought or grammatical construction in the middle of a sentence – they help to break up sentences like natural speech. Single dashes are also useful in formal documents – for example, in the previous sentence – while a pair of dashes can help to cordon off an aside or explanation that you wish to highlight (as in this sentence). Used in pairs, they are thus an alternative to brackets or pairs of commas.

There are two types of dashes, en-dashes (– the width of the letter n) and em-dashes (—the width of the letter m). The en-dash is a little neater than the em-dash but, whichever style you decide to use, make sure you use it consistently throughout your document.

Quotation marks
Be consistent when using quotation marks. Use double (“...”) quotation marks for quotes and to report direct speech. Use single (‘...’) quotation marks for a quote within a quote or a quote within direct speech. Always use curly quotation marks rather than straight marks, which are really for feet and inches. Use Format – Autoformat – Options to standardise curly quotes in Word.

Pay careful attention to the position of commas and quotation marks in direct speech, eg:

“This simple grants scheme has helped smaller groups gain lottery funding for the first time,” said Culture Secretary Chris Smith, “and these awards give local communities a tremendous opportunity to celebrate the millennium in their own village or town.”
When only part of a sentence is being quoted, the position of the commas changes, eg:

Chris Smith called it a “simple grants scheme”, recommending it to local communities as “a tremendous opportunity”.

If direct speech or a quotation consists of two or more consecutive paragraphs, use double quotation marks at the beginning of each paragraph, but place them at the end of the last paragraph only.

Avoid using single quotation marks to emphasise words. Where appropriate, use italics instead to make the text look less cluttered, see Emphasising text for more information.

Book titles should be typed in italics, with no quotation marks, and only the first word (and any proper names) should have a capital letter.

Spacing

After full stops

Corporate style uses only one space after full stops. Proportional fonts have built-in space which varies depending on the individual font and characters used. This is why only a single space needs to be inserted after a full stop. It also looks more professional to use a single space after a full stop. Typesetters and printers use only a single space.

Between lines of text

The spacing between lines of text is called leading. Leading needs to be sufficiently well spaced so that the lower strokes of characters on one line of text do not overlap with the upper strokes of characters on the following line. Otherwise the text can be difficult to read, particularly for people with visual disabilities. And the bigger the text, the larger the leading needs to be.

If you use single line spacing in Word, the leading will be adjusted automatically to suit the text size.

It is particularly important for large-print documents to have adequate leading, so consider using between 1.5 and 2.0 line spacing for large print.

Below headings

Avoid using large amounts of space between headings and subsequent paragraphs of text, otherwise they don’t look as if they belong together.

If you use a line of space between headings and paragraphs, you run the risk of headings being left behind at the end of pages when the paragraph of text shifts to a new page. If you want to include some space between the two, set the space up as part of the paragraph style. To do this:

· first place your cursor on the heading style you want to change

· select Style from the Format menu

· click on Modify
· click on Format and select Paragraph
· change the settings for Spacing before and after the paragraph.

You can also format your heading style so that it stays with the next paragraph. To do this:

· first place your cursor on your heading style

· select Style from the Format menu

· click on Modify
· click on Format and select Paragraph
· select the Line and page breaks tab

· click on Keep with next so that it is selected.

Tables and forms

Table design should be as uncluttered as possible and have generous amounts of space between rows to aid legibility. This also applies to forms. Tables should only be divided by horizontal lines. You can use vertical lines, where necessary, to divide up sections of forms to be filled in by hand. Allow plenty of room on forms for partially-sighted people, who often have large handwriting, to fill in information. This also helps people with arthritic hands.

Do not centre numbers in tables. Columns of numbers are much easier to read if correctly aligned. Right-align whole numbers and use decimal tabs to align decimals.

If you set up a table without column headings, remember to leave extra space between the top of your table and the preceding paragraph. This is because many people tend to overlook the first row in a table, as their eye is automatically drawn to the second row.

Avoid splitting tables over two pages if possible. Where this isn’t practical, try to split the table at a convenient place so that the reader won’t have to turn back and forth between pages to follow the content. And remember to carry column headings over to the next page if you split your table.

You will find examples of tables at Appendix C and examples of forms at Appendix D.

Text alignment and hyphenation
The County Council uses left-aligned text, ie it is aligned to the left margin and has a ragged right margin. This document uses left-aligned text. It is less formal than justified text and eliminates the need for hyphenation. This is in line with good practice under the Equalities Act, as justified text creates ribbons of white space making it harder to read.

To turn off hyphenation in Word:

· first place your cursor on a paragraph of body text

· select Style from the Format menu

· click on Modify
· click on Format and select Paragraph
· select the Line and page breaks tab

· click on Don’t hyphenate so that it is selected.

You will need to repeat this for other paragraph styles in your document.

If you are using columns, the text should also be left aligned. But don’t forget to right-align whole numbers and use decimal tabs to align decimals, see Tables and forms for more information.

At present, the only exception to this is committee reports.

Titles and paragraph headings
To help readers follow the flow of a document, it is important to use clear titles and headings. Generally, you will need a new heading for each paragraph or group of paragraphs that discusses a different subject. When you change direction or introduce a new point, put in a heading to say so.

Titles and headings should be in bold type so they stand out clearly from the main body of text.
Widows and orphans

Widows and orphans are single lines of text that appear at the beginning or end of a page when a paragraph has split between two pages. These should be avoided because they interrupt the flow of text for the reader. People with learning difficulties and impaired sight also find it difficult to follow text that is split over two pages.

If you are using paragraph styles, you can set up your body text style to avoid widows and orphans. To do this:

· first place your cursor on a paragraph of body text

· select Style from the Format menu

· click on Modify
· click on Format and select Paragraph
· select the Line and page breaks tab

· click on Widow/orphan control so that it is selected.

Headings can also become separated from paragraphs of text. You can avoid this by setting your heading style to ‘keep with next’. See Spacing guidelines for more details of how to do this.

Plain English
It is essential that the information we prepare for our customers is clear and easily understood. It is also a requirement of our Communications strategy that we use plain English in all written communication with the public.

The following guidance will help make sure that your information is readable and communicates your message effectively.

What is plain English?
Plain English is writing that conveys its meaning clearly and concisely to its intended audience with the necessary impact and the appropriate tone of voice.

Plain English is not simplistic or childish, as in ‘the cat sat on the mat’. It is not so brief that it only gives part of the message and it is not patronising.

It is a message written with the reader firmly in mind. This means knowing what your reader will understand and using everyday language and familiar words to put across your message.

Compare the following sentences and see how much easier the plain English translation is to understand:

Your indication at your earliest convenience of the quantity required would be of greatest assistance to our department

Please let me know as soon as possible how many you need.

Every endeavour must be forthcoming on our part to affect the improvement of our written communications.

We must improve our writing skills.

Plain English involves getting your message right and making it understandable.

Plain English accreditation

You may wish to apply for plain English accreditation from the Plain Language Commission. If your document passes, you can display the Clear English Standard logo to show that the County Council cares about clarity of information. The logo is well respected by professional bodies and is recognised nationally.

Plain Language Commission

The Castle

29 Stoneheads

Whaley Bridge

High Peak

Derbyshire

SK23 7BB

Tel: 01663 733177

Planning your message
Before you start to write, it is helpful to plan your message: what are you going to say? If you are clear about what you want to say, your final version will be clear and easy to understand.

An initial outline or plan will result in a better-organised piece of writing and will save time in the end. A plan will help you to be clear in your own mind why you are writing, who your readers are and what to include or exclude.

Before you start writing, you need to consider the following.

Your reader

Who will read what you are writing?

How much do they know about this subject and what words and phrases will they understand?

The audience – is the document one for viewing by internal private groups, or for the wider public?

Your purpose

Why are you writing and what are you hoping to achieve?

Are you sending your readers important information, or are you trying to persuade them to do something for you?

Your message

What do you need to say?

What are the points that you want to make to your reader?

Is your message complex and if so how can you help your reader to understand it?

We need to be sure that we have made ourselves clear to those who will read what we have written. This will probably mean a different approach for different readers. We all need to ask ourselves, “Is what I have written likely to make a reader feel well disposed towards me, my department and Hampshire County Council?”
Organising your content
Whether you are writing a short letter or a long report, it helps to plan the content before you put pen to paper.

If you organise your information clearly and logically, it will also help your reader to understand your message and what you may want them to do.

You need to:

· list all the essential information you want to include

· organise your messages into sections and into a logical sequence

· put your most important message first

· put your other messages in order of importance to your reader.

Presenting your message
Once you know what you want to say and in what order, you need to consider how best to present your message so that your reader can understand it easily.

A structure or pattern can help your reader sort out complex information and make it more accessible.

There are several ways you can give your writing a structure:

· a clear title explains what the communication is about

· use paragraphs to break information up into manageable chunks

· headings help to organise information into logical groupings and show how the content is structured

· use bullet points, questions and answers, tables, charts or checklists to break up continuous text where possible

· summaries and contents lists are useful for a long document.

Getting the tone right

It is important that we write in a way that creates a favourable impression of the County Council. This means writing in a friendly tone and avoiding impersonal, bureaucratic language that might alienate our readers.

We can improve the tone of our writing in various ways:

Use everyday words which your reader will understand

Avoid unusual or complex words that can seem pompous and confuse your reader. If you have to use a technical term that your reader may not understand, explain it briefly in non-technical language.

If there is no everyday word you can use, you need to decide what you are trying to say. Then find a different way to explain your message.

For example, use the plain English words in bold rather than the unfamiliar ones on the left.

designated – chosen
concerning – about
facilitate – help
initiate – begin
mandatory – compulsory
modification – change
reimburse – refund
remittance – payment
supplementary – more, extra
utilise – use
The words and phrases listed on the right are more likely to be understood by your reader than those on the left.

report herewith – report attached

in respect of – about, for

should you require assistance – if you need any help

you are requested to complete – please fill in

consideration has been given – we have considered

heretofore – until now

irrespective of – even if

in the event of – if

prior to – before

indicated – said

relating to – about

he indicated – he said

Further examples of words and phrases to avoid and words to use in their place can be found in Appendix E.

Avoid old-fashioned words and phrases

Many of these originate from legal terms and can make writing seem pompous and bureaucratic. They set a cold and impersonal tone and reflect badly on the County Council.

Avoid the phrases shown on the left and use instead the ones on the right:

at your earliest convenience – when convenient

with reference to – about

above mentioned – above

in accordance with – because of, under

with effect from – from

with regard to – about, for

forthwith – now, at once

Further examples can be found in Appendix E.

Avoid long-winded language

Don’t use too many words, especially when they don’t add to your meaning. Superfluous words or phrases include the extra words often used to introduce sentences. Instead, be brief and get straight to your message.

Avoid phrases such as:

it may be of interest that

in the circumstances

it should not be forgotten that

in the first instance

it should be noted

due to the fact that.

Talk directly to the reader and use personal expressions

Use straightforward commands when writing instructions.

Use personal pronouns like we to refer to the County Council or your department and you to refer to your reader. However, generally it is not appropriate to use personal pronouns in committee reports.

Explain abbreviations and acronyms

Just as we should not shorten Hampshire County Council to HCC, we need to be careful about other abbreviations too.

The first time we write an abbreviation or an acronym, we should always write the name in full with the abbreviation or acronym in brackets afterwards. After that, we can abbreviate it. This includes abbreviations that may be very familiar to us, but not necessarily to our readers, eg South Hampshire Rapid Transit (SHRT), Corporate Management Team (CMT) and Local Education Authority (LEA).

If your document is to be used for reference and is unlikely to be read from start to finish, avoid using abbreviations and acronyms. Or set them out in full at least once in every section.

Abbreviations are easier to read without the full stops between the letters, eg DTI, DTLR. The same applies to academic and honours letters after names, eg PhD, OBE. Likewise, abbreviations such as eg, ie, etc, lb, kg and mph do not need full stops after them.

A comma (or semi-colon) should always precede the abbreviations ie and eg.

Avoid overusing passive verbs

Most verbs can be used in the active or the passive. By using active verbs, you will keep the word order simple and avoid using extra words. For example:

You can find information – active.

Information can be found – passive.

In the active, the agent or doer usually comes before the verb. In the passive, the agent or doer usually comes after the verb or is not stated at all.

Passive verbs can cause problems for readers because they may make sentences more difficult to understand. They may also avoid saying who is responsible for the action. Their overuse affects the tone of the writing, making it sound cold, unfriendly and bureaucratic.

How can you recognise a passive verb? The last part of a passive verb usually ends in –ed or –en and usually has one of these words before it: be, been, being, was, were, is, am, are. For example:

I am advised

you are requested

it is hoped

consideration has been given

a service is provided.

Compare these with active examples that have the same meaning:

I understand that

we ask you to/please tell us

we hope that

we have considered

we provide a service.

Expressions like I hope, I suggest, please reply promptly make a much simpler and more direct appeal to the reader than their equivalents in the passive.

Keep your sentences short and simple

Long sentences are one of the main reasons that readers find a document hard to understand. Aim to use a maximum of 15-20 words in any sentence. And break your sentences in a clear and logical way. You can vary the length of your sentences; very short sentences are useful for making a point strongly. Keep to one main point or idea in a sentence, with perhaps one other related point.

Avoid foreign expressions that people might not understand

Terms like inter alia (among other things), re (about) and ad hoc (for this purpose) will be off-putting to many readers. There is always a plain English equivalent.

Use positive words

Be positive and avoid negative words and phrases where possible. Positive sentences are easier to understand than negative ones.

For example, write:

‘Please send me the form by 31 October’
rather than

‘Do not send the form any later than 31 October’.

Avoid sexist or discriminatory language

The standard practice of using ‘he’ when the gender of the person referred to is not known, is no longer generally acceptable. S/he, he or she, or his/her may seem cumbersome but is considered less offensive. They, them and their are becoming increasingly acceptable in writing as well as in speech to refer to unspecified individuals of either gender. For example:

Each applicant should use their allowance as they choose.

Avoid using words or phrases which could be considered offensive by any sections of the community.

Avoid implied criticism of your reader

Expressions such as “you have failed to complete the application form correctly” will get a negative response from your readers.

In short, write naturally, as if you were talking to a friend. This will help you keep your tone friendly and positive.

Choosing the right language
Writing plain English means choosing the clearest way of giving your message to your reader. The words you choose and the way you organise them can both help you achieve this.

Remember the following guidelines as you write.
Use verbs not nouns
Many nouns are formed from verbs, such as completion and provision. Using the verb is often more direct than using the noun. Cut out nouns where a single verb will do. For example:

· make an application – apply

· make a report – ask or report

· carry out an assessment -assess

· effect an improvement – improve

· take into consideration – consider.

Avoid jargon
Jargon is a special type of unfamiliar language that exists within most organisations. Used between people who understand it, jargon is a helpful shorthand. But it can be confusing for our customers, so we should try to avoid it altogether when dealing with the public. If you have to use jargon or a technical term, explain what it means if you think your reader may not understand.

Examples of terms we use that may not be clear to our readers are:

signalled pedestrian facility

human resource management.

Further examples of words and phrases to avoid and words to use in their place can be found in Appendix E.

Use lists
Many readers like to see information set out in a list, especially when the information is complex, because it helps them understand and respond to it in a methodical way. Bullet points or numbers may help to further clarify the list.

Use the same words to refer to the same thing
This may mean you have to repeat a word that you have just used. However, it makes your writing easier to understand.

Maintain the flow
It is perfectly acceptable to start sentences with conjunctions, eg but, however, so and because, or end sentences with prepositions, eg for, on, after and by, if they make the sentence clear. For example:

So that is why, about nine months ago, the Corporate Management Team set up a risk management board.

To avoid sunburn, put lots of sun lotion on.

Further information

Style

Useful books about house style conventions include:

The Oxford dictionary for writers and editors (Oxford University Press, 2000)

The PC is not a typewriter, by Robin Williams (Addison Wesley, 1992).

Plain English

The Plain English Campaign has produced a teach-yourself course called How to write letters in plain English. If you would like to borrow a copy, contact the Communications Team on 01962 846415.

County Treasurer’s staff can borrow The plain English story from their department library (Room 220, Elizabeth II Court South).

Other books that might interest you are:

The plain English guide, by M Cutts (Oxford, 1996)

The quick reference guide to plain English, by M Cutts (Oxford, 1999)

The complete plain words, by Sir Ernest Gowers (David R Godine Publisher, 1990)

The new Fowler’s modern English usage (Oxford, 1998)

Mind the stop: a brief guide to punctuation, by G V Carey (Penguin, 1971)

The Oxford English grammar (Clarendon Press, 1995).

For information about the Plain Language Commission contact:

Martin Cutts, Research Director

Plain Language Commission

The Castle

29 Stoneheads

Whaley Bridge

High Peak

Derbyshire

SK23 7BB

Tel: 01663 733177

Fax: 01663 735135

or visit the Plain Language Commission website at www.clearest.co.uk.

Help and advice

For further information about corporate style and plain English, contact your departmental communications staff or the Communications Team on 01962 846415.

Contact the Hantsweb Team on 01962 846313 for advice on Hantsweb and Hantsnet style.

Appendix A – sample letter layout
Contact Corporate Communications for the sample letter layout.

Appendix B – example of report numbering

Hampshire residents’ survey – autumn 1999
Disseminating the key findings

1.
Introduction

1.1
This paper outlines how the County Council has disseminated the key findings of the Hampshire Residents’ Survey among staff, members and the general public.

2.
Research outline

2.1
Hampshire County Council commissioned a survey of Hampshire residents in July last year to gauge their attitudes towards service delivery, quality of life and communications issues. There were two phases to the exercise: qualitative – nine focus groups were commissioned to discuss; quantitative – quantifying the issues raised in the groups amongst a statistically representative sample of Hampshire residents. A total of 1,650 residents were interviewed. This research gave some important pointers towards people’s attitudes and perception as well as spending plans.

3.
Key findings

3.1
Key spontaneous negative responses:

· traffic levels

· facilities for young people

improved bus services.

3.2
Key spontaneous positive responses:

· convenience/access to other areas

· access to countryside/coast

· peaceful/quiet

good shopping facilities.

3.3
Changes respondents would like to see in their local area:

· traffic levels reduced

· crime levels reduced

· cheaper and more frequent bus services

· facilities for young people

· control of land development

· better hospital services in local area

more ‘affordable’ housing for local people.

4.
Disseminating the findings – internally/externally

4.1
Internally

4.1.1
The Corporate Communications Team has fed through the key findings to staff and members through a variety of mechanisms.

4.1.2
These are:

· CMT received a presentation of the findings from Ben Page of MORI in September 1999

· Spotlight – a number of features on the key outcomes of the research have been communicated to staff. This information is also available on the intranet, so that as many members of staff as possible are given access to the information

councillors – members of the Best Value and Performance Sub-committee were given a presentation of the key findings of the residents’ survey by Ben Page, Director of the Local Government Research Unit at MORI, in November of last year.

4.2
Externally

4.2.1
Having consulted the public it was important to report back the key issues and what the County Council intended to do as a result of asking residents their views.

4.2.2
These were:

· press publicity

press release announcing key findings of MORI survey in October last year

further press release in December following detailed results being announced

use of key findings to support policy decisions in press releases on an on-going basis

· publications

the key outcomes formed an important base for the Best Value Performance Plan, budget leaflet and Hampshire Now

· presentations

a presentation of the results was made to the voluntary sector by MORI

an informal presentation was made to the district authorities on the key findings of the research. District representatives also received a copy of the final report.

5.
Summary

5.1
There has been a great deal of effort to filter through the important points arising out of the residents’ survey to the public, members and staff.

5.2
Research on this sort of scale is new for local government. Many individuals are sceptical/unsure of its uses. Departments have needed to consider the main implications of the residents’ survey for them when deciding upon spending priorities and service delivery. Some have found this easier than others.

6.
Conclusion

At the last budget we put resources into several of the key areas identified by the public as priorities, including youth, the elderly and road maintenance. The findings are also being used to inform the best value reviews. However, it is now for chief officers and their teams to look more closely at the results and consider what further action needs to be taken.

Appendix C – sample tables

Age profile of population

	
	Hampshire (%)
	GB (%)

	0-15
	
20.3
	
20.5

	16-19
	
4.7
	
4.7

	20-34
	
22.8
	
22.4

	35-49
	
21.1
	
20.8

	50-64
	
15.6
	
15.7

	65 and over
	
15.5
	
15.9


Spending

	Services for 1,238,000 Hampshire people
	Spending per person 2000/01
	Total spending 2000/01

	Education
	£467
	£578m

	Social Services
	£182
	£225m

	Highways and transport
	£49
	£61m

	Recreation
	£28
	£35m

	Fire
	£27
	£33m

	Waste Management
	£23
	£29m

	Planning and Economic Development
	£5
	£6m

	Other services
	£42
	£52m

	Contribution to capital spending schemes
	£6
	£7m

	Allowance for inflation
	£22
	£27m

	Financial adjustments
	-£60
	-£74m

	Total spending
	£791
	£979m


Appendix D – sample forms

Consent form for using images of adults (specimen)

	To
	Name:
	

	
	Address:
	

	
	

	Location of photograph:
	

	
	

	Hampshire County Council would like to *take your photograph / *make a video/webcam recording of you for promotional purposes. These images may appear in our printed publications, on video, on our website, or on all three.*
(* Please delete as appropriate.)

	
	

	To comply with the Data Protection Act 1998, we need your permission before we take any photographs or recordings of you. Please answer questions 1 to 3 below, then sign and date the form where shown. We will not use the images taken, or any other information you provide, for any other purpose.
Please return the completed form to:

	

	

	(Insert the name of the staff member commissioning the photography and the return address.)

	

	[image: image1.png]



	Please circle

	1. May we use your image in printed publications produced by Hampshire County Council for promotional purposes?
	
Yes / No

	
	

	2.
May we use your image on our website?
	Yes / No

	
	

	3.
May we use your image on our promotional videos?
	Yes / No

	
	

	Please note that websites can be viewed throughout the world, and not just in the United Kingdom, where British law applies.

	

	I have read and understood the conditions of use on the back of this form.

	
	

	Your signature:
	
	Date:
	

	
	
	
	

	Your name (in block capitals):
	


Press office photography assignment (specimen)

	Date and time:
	

	Venue:
	

	Brief:



	Number of prints:


	

	Black and white:


	

	Colour:


	

	Prints/contact sheet/other:


	

	Press release no:


	

	Delivery date:


	

	Press Office contact:


	

	Departmental contact:


	

	Approved by Head of News (signature):


	

	Date:


	
	Assignment no:


Appendix E – words and phrases to avoid and some alternatives

The words or expressions in bold type in this list are common in official writing. The words beneath them in light type are simpler and can often be used instead, although they are not always equivalent. They may help you to choose the best word for your purpose.

A

above mentioned

above

absence of

no, none

accede to

grant, allow, agree

accommodation

where you live, home

accompanying

with

accomplish

do

in accordance with

because of, under

is in accordance with

agrees, follows

accordingly

so

according to our records

our records show

acquaint yourself

find out

acknowledge

thank you

ad hoc

for this purpose

additional

extra, more

adjustments

changes

admissible

allowed

advantageous

useful, helpful

advise

tell, say, mention

affected

changed

aggregate

total

a large number of

many, most

alleviate

ease, reduce

allocate

give, divide, share

alter

change

alternative

choice, other

alternatively

or

anticipate

expect

apparent

clear, plain, obvious

appreciable

large, great

application

use

apprise

inform, tell

appropriate

proper, right, suitable

appropriate to

which applies to

approximate

about, roughly

ascertain

find out

assist, assistance

help

at an early date

soon

attain

achieve

attempt

try

attend

come to, go to

authorise

allow

authority

may, right, power

B

belated

late

C

calculate

work out, decide

cease

finish, stop, end

complete

fill in

commence

start, begin

compared with

than

component

part

compulsory

must

conceal

hide

concerning

about, on

conclusion

end

condition

rule

in connection with

about

as a consequence of

because

consequently

so

consider

think

consideration has been given

we have considered

constitute

make up, form

consult

contact, talk to, meet, ask

cumulative

add up, added up

customary

usual, normal

D

deduct

take off

deem

treat as, consider

defer

put off, delay

deficiency

lack of

delete

cross out

despatch

send

denote

show

designated

chosen

desire

wish

determination

decision

devolved

responsible for

diminish

drop, lessen, reduce

disseminate

spread

disburse

pay

disclose

tell, show

discontinue

stop, end

discrete

separate

documents

papers

dominant

main

due to the fact that

because, as

duration

time

dwelling, domicile

home

E

economical

cheap

elect

choose

eligible

allowed, qualify

emphasise

stress

enable

allow

enclosed

inside, with

endeavour

try

enquire

ask

enquiry

question

ensure

make sure

entitlement

right

equivalent

equal, the same

erroneous

wrong

establish

show, find out

evaluate

test, check

evince

show, display

exceptionally

only when, in this case

excessive

too many, too much

exclude

leave out

excluding

apart from

exclusively

only

exempt from

free from

ex officio

by virtue of his/her office

expedite

hurry, hasten

expeditiously

as soon as possible, quickly

expenditure

spending

extant

current, in force

F

fabricate

make

facilitate

help

factor

reason

failure to

if you do not

following (in time)

after

for the duration of

during, while

for the purpose of

to

forthwith

now, at once

forward

send

frequently

often

furnish

give

furthermore

then, also

G

generate

produce, give

H

henceforth

from now on, from today

hereby

now (or leave out)

herein

here (or leave out)

herewith

now (or leave out)

heretofore

until now

hitherto

until now

I

I am advised

I understand that

immediately

at once

implement

carry out, do

in accordance with

as, under

in addition to

also

in case of

if

in connection with

for, about

in conjunction with

and, with

in consequence

because, as

incurred

paid

indicate

show

in excess of

more than

in lieu of

instead of

initiate

begin, start

in order to

to

in receipt of

get, have, receive

in relation to

about

in respect of

about, for

inter alia

among other things

issue

give, send

institute

begin, start

in the case of

in, for

in the course of

in, while, during

in the event of

if

irrespective of

whether or not, even if

it is hoped

we hope that

J

jeopardise

risk

L

locality

place

locate

find

M

magnitude

size

maintain

keep

manufacture

make

mandatory

must, compulsory

marginal

small, slight

material

relevant

modification

change

N

necessitate

have to, need

nevertheless

but, however

notify

tell, let us know

notwithstanding

even if, despite, still, yet

O

objective

aim, goal

obtain

get, receive

occasioned by

caused by

on behalf of

for

on the grounds that

because

operate

work, run

opportunity

chance

option

choice

ordinarily

normally, usually

otherwise

or

outstanding

unpaid

owing to

because

P

partially

partly

participate

take part in

particulars

details, facts

per annum

a year

performed

did

permissible

allowed

permit

let, allow

persons

people, anyone

peruse

read, look at

possess

have, own

practically

almost, nearly

predominant

main

prescribed

set, fixed

preserve

keep

principal

main

prior to

before

procure

get, obtain

promptly

quickly, at once

proportion

part

provided that

if, as long as 

provisions

rules, terms

proximity

near

purchase

buy

pursuant

under

pursuant to

under

R

re

about

receive

get

reconsider

think again

reduce

cut

regarding

about

regulation

rule

reimburse

repay, pay back, refund

render

send, make, give

remain

stay

remainder

the rest

remittance

payment

remuneration

pay, wages, salary

report

tell

represents

shows, stands for, is

request

ask, question

require

need, have to

reside

live

residence

home

have a responsibility to

must

restriction

limit

retain

keep

reverse

back

revised

new, changed

S

said/such/same

the, this, that

select

choose

solely

only

state

say, tell us, write down
statutory

legal, by law

submit

send, give

subsequently

later

subsequent to

after

substantial

large, great, a lot of

sufficient

enough

supplementary

extra, more

T

terminate

stop, end

thereafter

then, afterwards

timeously

in good time

to date

so far

to the extent that

if, when

transmit

send

U

unavailability

lack of, absence

ultimately

in the end, at last

undertake

agree

uniform

same

utilise, utilisation

use

V

variation

change

virtually

almost

visualise

see, predict

W

whensoever

when, whenever

whereas

but

with a view to

to

with effect from

from

with reference to

about

with regard to

about, for

with respect to

about, for

Y

you are requested

we ask you to/please tell us
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