SHORT-FORM HOUSE STYLE
GUIDE FOR AUTHORS

Submissions received from authors are now subject to a “light touch” copy-edit from the Content
Specialist (CS), with the emphasis on consistency for “Text Preparation” and checking references
to cases and legislation against relevant TR databases for “Citation of Authorities”. For the
majority of submissions, the CS will, leave a particular contribution “as submitted” in order to
minimise any changes to the main text and footnotes. It is therefore essential that authors follow
the guidance below when preparing their submission as only minimal changes to the main text
and footnotes will be made during the copy-edit. Following the guidelines below will ensure that
all TR products have a consistent look/feel, facilitate the typesetting of the submission and reduce
the number of corrections during the publishing process.

The following items will now be left as submitted and not changed during the copy-edit:

Abbreviations—units of measure
Acronyms

Appendixes

Brackets in quotes
Compounds in titles
Dates

Dimensions

Dollar sign

Lists

Percent sign

Quotations

Source notes

Telephone numbers
Time

Titles and qualifications.



1. TEXT PREPARATION

1.0 GENERAL

1.1 HEADINGS

PRINCIPLES

Heading level Rule Example

1 bold formatting Offences under the Theft
Act 1968

2 Italics formatting The constituent parts of the
Offence

3 Roman formatting Introduction

Format heading-levels 4, 5 and 6 as above. Avoid numbered headings.

1.2 PARAGRAPH NUMBERING - BOOKS AND LOOSELEAFS ONLY

 Use for cross-referencing, tabling and indexing.
* Use a paragraph number for every initial paragraph under a heading and for every two to three
paragraphs of text thereafter
* Use an en-dash or hyphen in paragraph numbers depending on the product-type, e.g. 1-001 or

1-001.

1.3 QUOTATIONS

Quote type Rule Example

Short Double curly quote marks As Collins CJ observed, “the goodwill
quotation embedded in main text, begin formed part of the business”.

(under two with a lower-case letter

lines)

Long Double curly quote marks The court concluded:

quotation (two
lines of text

separated from the main text by
a single line space

“The goodwill of a business is one whole.

and over) (above/below the extracted Goodwill has no independent existence.
text) and indented That was the main issue in the case.”

Additions to Use square brackets “the goodwill formed part of the

quotations [claimant’s] business”.

Omissions to | Use ellipsis “The goodwill of a business is one whole.

quotations ... Goodwill has no independent

existence.”

Reproduced material will not be checked or copy-edited. Include a footnote with a full reference
for any extracted material. All quotations should have corresponding opening and closing

quotation marks.

1.4 LISTS

List level Rule Example
First level unnumbered Bullet point .

Second level unnumbered Em dash —




* Separate lists from the main text by a single line space (above/below the list) and indent, with
each clause beginning with a lower-case letter and ending with a semi-colon. The final clause to
end with a full-point. Numbered lists can be used for greater clarity.

1.5 FOOTNOTES

Rule

Example

Numbered from 1 for each submission. Footnote call-
outs should appear after all punctuation except em-

dashes.

As was considered by courts in
Hurst'—the leading case on this
issue and ... as was considered by
courts in Hurst.!

1.6 CROSS-REFERENCES

Rule

Example

Cross-references are to paragraph number.
Follow a consistent style (do not use “see
above”, supra, ibid, etc).

paras 1-100 to 1-105

1.7 EM- AND EN-RULES

Rule

Example

Em-rules can be used instead of parenthetic
commas or brackets

The parties themselves—and in particular
the claimant—are more likely to know
where enforcement should be sought

En-rules should be used to indicate a range of
figures

ss.40-45

1.8 USE OF CAPITAL LETTERS

Rule

Example

Use capital letters consistently and sparingly,
only using upper case letters for specific
references

The University of Halifax

Use lower case letters for general references

A number of university students protested
against the cuts

1.9 GENDER NEUTRAL NOUN USAGE

Rule

Example

Use gender neutral nouns or, where possible,
rephrase to the plural or passive

Arguments on costs were heard before the
judge after judgment had been delivered
rather than Arguments on costs were heard
before the judge after he/she had delivered
judgment




1.10 CONTRACTIONS AND ABBREVIATIONS

Rule

Example

Use widely recognised contractions and
abbreviations but not at the beginning of a
sentence

App./Apps applications

c. chapter number of an Act

CC, LBC/MBC County Council, London
Borough Council/Metropolitan Borough
Council

Ch. chapter of a book/Chs chapters of a book
cl. clause/cll. clauses

col. column/cols columns

Co Company

Corp Corporation

Dr Doctor

ed. editor/eds editors

edn edition

fig. figure/figs figures

fn. footnote/fnn. footnotes

L.C Lord Chancellor

In. line/Inn. lines

LLtd Limited

Mr Mister (see also Mrs/Ms)

MR Master of the Rolls

No. number/Nos numbers

p. page/pp. pages

para. paragraph /paras paragraphs

Plc Public limited company

SI Statutory Instrument

subcl. subclause/subcll. subclauses

VC Vice Chancellor

Vol. Volume/Vols Volumes.

1.11 ACRONYMS

Rule

Example

Include the full name of the instrument, body,
report etc on the first reference followed by the
acronym in parenthesis

As presented to the Ministry of Justice
(MoJ)

1.12 FIGURES

Rule

Example

Spell out in words one to nine

six to nine months

Arabic numerals for 10 onwards (except at the
start of a sentence, then full out)

10—-11 months

Use numerals and words for “large” numbers

7 million

Use numerals and percent symbol for
percentages

2% and 15%




1.13DATES AND TIMES

Rule Example
Use UK date format 1 January 2022
Use 24 hour clock 08.00 and 23.45

1.14 MONEY, WEIGHTS AND MEASUREMENTS

Rule

Example

Currency—use symbol and numerals

£5, $5, €5, US $5 and CAD $5

Weights—use numerals with no full point or
space

18kg and 100g

Measurements—use numerals, no full point or
space

23m, 6km, 2ft 3in and 30mph

2. CITATION OF AUTHORITIES

Rule

Example

2.1 Books full reference (footnotes)

S. Pollock and T. Maitland, The History of
English Law, 2nd edn (Arnhem: Kluwer,
1911), Vol.1, pp.518, 520-522

Books short form (main text and subsequent
references)

Pollock and Maitland, The History of
English Law

2.2 Essays in collections full reference

T. Maitland, “The Mystery of Seisin” in
Select Essays on Anglo-American Legal
History (London: Sweet & Maxwell, 1993),
Vol.3, p.591, pp.600—610

Essays in collections short form

Maitland, “The Mystery of Seisin”

2.3 Legal periodicals full reference

Joshua Getzler, “Forfeiture for Breach of a
Time Condition” (2004) 120 L.Q.R. 203,
209-210

Legal periodicals short form

Getzler, “Forfeiture for Breach of a Time
Condition”

2.4 Looseleafs full reference style

Palmer’s Company Law (LLondon: Sweet &
Maxwell), Pt 1, para.5-523

Looseleafs short form

Palmer’s Company Law

2.5 Government publications full reference

Law Commission, Restitution: Mistakes of
Law and Ultra Vires Public

Authority Receipts and Payments (HMSO,
1994), Law Com. No.227, Cm.2731, pp.10-
12

Government publications short form

Law Commission, Restitution: Mistakes of
Law and Ultra Vires Public Authority
Receipts and Payments

2.6 Online publications/blogs full reference

P. Cross, “A Guide to Citing Internet
Sources” (Bournemouth University, 1996),
Bournemouth Online,
http://www.bournemouth.ac.uk/service-
depts/lis

Online publications/blogs short form style

Cross, “A Guide to Citing Internet Sources”




2.7 Web addresses—use italics, include http,
delete all hyperlinks (right click/Remove
Hyperlink)

https://www.sweetandmaxwell.co.uk

Email addresses should be in Roman

xxx@thomsonreuters.com

2.8 Newspapers and other media—use italics
and include the definite article where this is an
integral part of the reference

The Times
Daily Telegraph

2.9 Cases—full reference (check all case
references against Westlaw, use media neutral
citation followed by TR citation if available,
use “at” when referring to page/paragraph
numbers of cases. Paragraph numbers should
be formatted using square brackets.

Barnet LBC v Hurst [2002] EWCA Civ 1009;
[2003] H.L.R. 19 at [10], Nelson v Rye [1996]
1 W.L.R. 1378; [1996] E.M.L.R. 37 at 40 Ch
D and Dean v Woods unreported 21 April
1994 CA (Civ Div)

Cases short form style

As was considered by the courts in Hurst,
Nelson and Dean

Judges—surname only followed by abbreviated
judicial status

Lawton J, Laws LJ and Lord Mance JSC

2.10 Statutes—full reference (name followed
by specific provision—check against
http://www.legislation.gov.uk)

Law of Property Act 1925 s.32

Statutes short form style (year or pre- defined
acronym)

the 1925 Act or the LPA

Aabbreviate/contract provisions of statutes and
Sls

s.10, subs.(1), Sch.8, Pt 3, reg.3, art.5, r.6,
ss.10—11, subs.(1)—(2), Schs 8-9, Pts 34, regs
3—4, arts 5-6 and rr.6-7

2.11 Statutory Instruments full reference (full
name followed by specific provision, check
against http.//www.legislation.gov.uk)

Financial Services and Markets Act 2000
(Consequential Amendments and Repeals)
Order 2001 (SI2001/3649) art.10

Statutory Instruments short form style (use year
or pre-defined acronym)

the 2001 Order or the FSMO

Civil Procedure Rules 1998

CPR Pt 1, CPR r.5.5 and CPR PD 2 (Court
Offices)

2.12 EU Cases (Party A v Party B (case
number) citation—ECLI plus TR citation)

Kone AG v OBB-Infrastruktur AG (C-557/12)
EU:C:2014:1317; [2014] C.M.L.R. 5

EU primary legislation—specific
provision/instrument short title

art.2 TFEU

EU secondary legislation—instrument type,
number, year, subject-matter and OJ citation)

Regulation 1033/2006 on the requirements
on procedures for flight plans in the pre-
flight phase for the single European sky
[2006] OJ L.186/46





<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)
    /HUN <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


