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INTRODUCTION

The preparation of this guide has involved every department in W. Green to provide a complete picture of our publishing, editorial and marketing processes. It is intended to explain clearly the way we work with the aim of improving your experience as an author.

The guide follows the life cycle of a book from commissioning a project, through writing, editing and marketing as well as dealing with post-publication issues. Although it is aimed primarily at authors who are working on books we hope it will also be useful to authors on other projects. 

The guide is designed to be used in two ways. It can be read through from start to finish in order to give you an overview of the entire publishing process. Alternatively, you can consult specific sections when you require information on a particular point. An appendix to this guide contains an abbreviated version of our house style manual which sets out our main conventions.

Although we hope that you will find the answer to your query within this resource, we also hope that it will encourage you to contact us whenever you have a question about your project. 

IN THE BEGINNING…
By the time you receive this guide you will probably have already signed a contract and be about to start writing. However, if you are putting together a proposal for a book or considering becoming involved in a new project, this section explains how we decide what to publish and when. 

Getting published

Greens have been publishing legal texts in Scotland for over 250 years and we have considerable expertise in evaluating proposals. All proposals, whether for books, looseleafs, journals or digital products are considered first by members of the commissioning department and then passed for approval to our management committee. 

Each proposal will be considered individually but the management committee will always look in detail at: 

· What information will the product provide?

· Who will need the information and why?

· Is the timing right?

The commissioning department will ask authors to give their opinions on these matters to supplement our own market knowledge. Greens regularly undertake market research and we keep in close contact with senior legal professionals and academics and monitor new and upcoming legislation and case law. All of this will be taken into account during the evaluation process. 

We also like to know as much as possible about our authors as they are central to the project. We will be particularly interested in your areas of professional expertise and details of any previous writing experience.  As well as working with experienced authors, we are always delighted to hear from potential first-time authors.  
If you wish to submit a proposal we have a standard proposal form which can help you to structure your thoughts, and members of the commissioning department are always happy to talk through any ideas. All submitted proposals will be considered very carefully and if we decide not to pursue a particular publication we will provide feedback and explain fully the reasons behind our decision. 

Once a project has been accepted, a formal publishing agreement will be signed by both parties and the project can move onto the writing phase.  
WRITING

While you are writing, your primary contact will be your commissioning editor. They will have worked with you to develop your proposal and they will have agreed the terms of the publishing contract with you.  Other members of staff will, however, have access to your file and may be able to answer queries and give advice in their absence. 

This section of the guide is based on our experience of working with authors. It is intended to offer guidance rather than a strict set of rules. Every writer will have their own way of working and the key to successful writing is to find out what works for you. 

Before you start

Before you sign your contract and start writing, your commissioning editor should have confirmed the following details with you: 
· type of work, e.g. student textbook or practitioner reference book;
· standard of content expected, e.g. level of explanation to be included, use of legal authority;
· any requirements for special presentational features;
· draft table of contents;
· market for the work; 

· length; and 

· delivery date.
If you are unsure about any of these please get back in touch with us. Getting these details agreed at the start will not only ensure that everyone is clear about what has been contracted for, but this information is essential when deciding how to approach the writing itself. 

In calculating the length of a manuscript, we assume that 45,000 words will roughly equate to 100 pages of published text.  This is for guidance only, as the layout and the number of footnotes will affect the pagination.  

Research assistance
Although Greens is not able to provide funds for research assistance, we can provide access to our own publications and databases on request and at our discretion. This is dependant on the nature of the project and should be discussed at an early stage with your commissioning editor.
Scheduling

Your commissioning editor will stay in regular contact throughout the writing phase. In addition, we can arrange to contact you at pre-determined points to conduct more detailed project reviews, or you may wish to agree delivery dates for specific chapters or sections of a book.  

Our production department makes advance bookings with suppliers on the basis of the contractual delivery date. It is therefore very important that you keep us informed of any changes to your schedule. We appreciate that delivery dates can be affected by personal and professional commitments. Please assist us by being as open as possible about your progress and alerting us at the earliest opportunity to scheduling difficulties. At Greens we have vast experience of working with authors and can help you set out a structured timetable that will work for you. 
If you are working with a co-author you will need to exchange work at regular intervals. This will allow any differences of style or overlaps to be highlighted at an early stage. 

Please remember to schedule in time for rewriting and revising before you submit your final manuscript. The proof stage should only be used for making typographical corrections and amendments necessitated by changes in the law.  
Sample chapters

We would recommend that you submit sample chapters as you go along. As an author it will give you the reassurance that the book is line with your publisher’s expectations and that it is suitable for its intended audience. It also gives the publisher a better understanding of the work which should help to streamline the editorial phase of the project and will improve our marketing capability.  
W. Green House Style

When we refer to ‘house style’ we mean a standard way of producing citations, using italics and upper and lower case. We are responsible for editing your text into our house style.  However, if you are able to adopt the main standards when writing, this minimises interference with your text and helps us to publish more quickly. A house style guide which gives the main standards we use at Greens can be found in the appendices.  

Layout

In addition, we would ask you to take note of the following points relating to the layout of your text.
Headings
Please ensure that you clearly define the structure of your text by using the following hierarchy:
(
headings in capitals are superior to those in upper and lower case; 

(
bold headings are superior to those in italic; and 

(
headings with spaces above and below them are superior to those which run into text.

In practice this looks like: 

Chapter 1

CHAPTER HEADING

Section Heading

Heading
Text Text Text Text Text Text Text Text Text Text Text Text Text Text

Sub-heading

Text Text Text Text Text Text Text Text Text Text Text Text Text Text

Sub-sub-heading: Text Text Text Text Text Text Text Text Text

Sub-sub-sub-heading: Text Text Text Text Text Text
Lists

Remember that you are free to use lists and these can be useful devices to set out your position for the reader who requires a fast, clear answer. You can set them out: 

· either with bullet points; or

(1)
by using the following hierarchy …
(a)
if a hierarchy …
(i)
is needed.

Paragraph Numbering

Paragraph numbering is used to facilitate cross-referencing and indexing and should not be used as a way of structuring the text. The paragraph number should be in bold and with a hyphen rather than full point, and should also refer to the chapter number. For example:

Chapter 1: 1–01, 1–02, 1–03, etc.

Chapter 2: 2–01, 2–02, 2–03, etc.

Please insert paragraph numbers electronically. It is fine for the numbering to run into the text at this stage (e.g. 1-01 Beginning of text … ) as the setter will format the numbering to sit in the margin. 

A paragraph number should be attached to the beginning of each text paragraph—but not diagrams, lists or quotes. Where a paragraph follows a quote do not insert a paragraph number where the text continues along the same lines as the subject matter as the quote (i.e. insert a new number only where the paragraph subsequent to the quote moves on to a new subject). 

Footnotes

Substantive matter should appear in the text. Footnotes should be used for sourcing, i.e. giving full legislation or case citation, bibliographic details and cross referencing. Footnotes should start from 1 at the beginning of each chapter (in looseleafs should be numbered from 1 on each new page).
Footnote indicators are inserted in the text after all punctuation except colons, semi-colons and em dashes. Footnotes should not appear in headings.

Footnotes should always be attached electronically to the text. If this is not the case it can cause problems at the setting stage which can be difficult and time consuming to rectify at proof. To insert footnotes select “insert” on your toolbar; select “reference”; select “footnote”; then select “insert”. This will automatically insert the correct footnote number within the text and link it to the note at the bottom of the page and allow you to insert your footnote text.
Track Changes

If you are working on a new edition to an existing title it is of great assistance to the editor if the typescript can be submitted with the new material highlighted in “track changes”. You may also find that this is of assistance to yourself, in keeping track of additions and alterations to the text as you progress through the work.

To use track changes simply select “tools” on the toolbar and then select “track changes”. As you type, text which has been deleted or added is then automatically highlighted.

Tables, diagrams or official forms

These should be submitted set out as they are intended to appear. This can be done either by setting out the table, etc. yourself and submitting it on disk or, if this is not possible, by submitting a copy which the typesetter will be able to scan as a graphic. In the second case, however, this means that details of the graphic cannot be altered and the copy must be very clear. This is generally only used for artwork or official forms.
Delivering your manuscript

We ask our authors to produce all text in a digital format. This makes the text easier to use and manipulate. 

Most of our authors use a version of Microsoft Word. Please let us know in advance if you are using a different package. 

We also ask for a hard copy with the text. This allows us to check that the digital version we receive is correct. We can accept the digital version by email, CD rom or memory stick/USB and the hard copy can be sent separately. A contents list in a separate file will help us to see straight away that we have received everything. 

Note: Please ensure that you submit a complete final version. It is good practice to delete earlier draft material or at least make sure that it is stored in a separate file. Please retain a copy of your manuscript as a back up.

EDITORIAL AND PRODUCTION PROCESS

The commissioning editor who receives your manuscript will check that the book conforms to the standard expected and the agreed length. If they are satisfied that the manuscript is ready for the production phase, then it will be passed to one of our legal editors, who will manage the title through the production process. From this point onwards your primary point of contact will be your legal editor. You will also be contacted by a member of our marketing department to discuss the promotion of your book.
The editorial department

All of our editors have either legal or publishing qualifications, and our training programme is tailored to ensure they have the necessary mix of skills to produce publications of the highest possible standard. The editor responsible for your book will not only edit the manuscript but will also project manage the production process, co-ordinating indexing, tabling, typesetting and printing. 

You legal editor will write to you with a schedule for publication. Please let your editor know if you will not be available to check proofs in line with this schedule, as we pre-book typesetting, indexing and printing slots. Your editor will also send you an index questionnaire to check whether there are specific topics you wish to see highlighted in the index. 

Manuscript copyedit

Your editor will add value to your work by checking or carrying out the following:

· detailed edit for sense — is meaning clear, with no gaps, contradictions or ambiguities?

· organisation and structure;
· grammar, spelling and punctuation;
· imposing “house style” for consistency;
· typographical specification/design;
· liaising with various suppliers;
· preparing preliminary pages and
· organising preparation of tables and indices. 

Proofs

Turnaround times in editorial and production can depend very much on the length and complexity of the text. Your editor will be in touch as soon as possible after receipt of the typescript to let you know when proofs are likely to be expected and will keep you informed of any changes to this date. As a general rule, it will take up to six weeks for the in-house copyedit and the typesetting to be completed. We allow for a proof stage of up to two weeks to allow you to check the text and make any corrections or revisions. The length of the proof stage can be affected by the length and complexity of the title. If you have any concerns about the time that will be required to read the proofs, you should discuss this with your editor as soon as possible.
When you receive the proofs we ask that you read through them to ensure their accuracy and mark any corrections you require. Please note that you should only mark page proofs for the purpose of correction or updating. Any excessive correction could result in changes to pagination or paragraphing which can cause errors in the tables and index, and the possible need for an extra proof stage, causing delay and affecting the cost of the title. When marking the proofs you should use the following conventions: 

· mark your own corrections clearly in the text and margin, preferably in house style;
· type any substantial new text on a separate piece of paper (these are called riders) and attach it to the relevant proof page, indicating clearly on the proof where the new material is to be inserted, e.g. “Rider A for page 102”;
· check that all page/paragraph cross references have been filled in, including in footnotes;
· check that running heads read correctly;
· check that the hierarchy of all headings is correct;
· ensure that all listed or proof queries have been resolved;
· check that tabular material is set correctly;
· new footnotes, use “a”, “b” thus: “note 30a” following note 30; and
· new paragraphs, use “.1”, “.2” thus: “para. 4–32.1” following para. 4–32 (although this should be avoided if possible).

If you have any queries about the proofs or the marking up process your editor will be happy to help. Please ensure that you return proofs by the due date. When we send out the proofs we pre-book time at the typesetters and any delay could mean missing this time slot and may lead to substantial delay in getting the manuscript bound and printed. 

Through to publication

Your corrections are then checked and collated in house by the editor along with any corrections that they have also picked up. The corrected proofs are then returned to the typesetter, who will generate a set of ‘second’ or ‘final’ proofs. These are checked in house to ensure that all the corrections have been incorporated and that the layout, headers, pagination etc is still correct. Second proofs are only sent to the authors in exceptional circumstances.

After receipt of your corrections it may take up to six weeks before the printed bound volumes are available. A small number of advance copies are sent directly to Greens from the printer.  It can take a further week to 10 days to process sales copies through the warehouse to send out to shops and customers.
MARKETING
The marketing department at Greens is a highly trained team with many years of experience of marketing books, periodicals, looseleafs and digital products.

The remit of the marketing department includes market research, sales forecasting, subscription renewal activities, website development, public relations, book jacket design and, of course, the promotion of individual titles. Marketing department staff work closely with direct sales executives, who contact solicitors throughout Scotland, and trade sales executives, who visit bookshops and library suppliers.

Promoting your title

We aim to involve authors closely in the promotion of their work. We are keen to receive your advice on promotion opportunities and on the placement of review copies and we would greatly appreciate your comments and suggestions at any point in time.

Your first contact with the marketing department

You will usually hear from the marketing department for the first time approximately three months before the planned publication date for your title, at which point we will send you an author questionnaire. This will ask you to summarise your book, highlight key selling points and outline any particular opportunities for sales promotion (e.g. via conferences).

If you would like to meet with someone from the marketing department to discuss the promotion of your title, we would be pleased to arrange a meeting.

Early promotion of your title

Your work will be given advance promotion via catalogues, including:

· Greens annual catalogue, which is sent to every firm of solicitors in Scotland; 

· Sweet & Maxwell’s professional library or student catalogue, both of which are published annually and distributed throughout the United Kingdom and abroad; and 

· Sweet & Maxwell’s new titles catalogue, which is published quarterly, distributed widely throughout the United Kingdom and used as a sales tool by our sales executives. 

Promotion around publication time

A few months before the planned publication date for your title, a marketing executive will be assigned to your book and will draw up a specific promotion plan for that work. The marketing executive or marketing manager will contact you to talk through the promotion plan which will be carried out around the time of publication of your title.

Promotion plans usually draw on a number of the following promotional tools:

Direct mail

Greens has access to a sophisticated marketing database which enables us to produce highly targeted direct mail campaigns. Direct mail leaflets are designed by freelance designers selected for their creativity and skill in communicating product benefits through design.

Insert mailings

In addition to using our own in-house marketing database, on occasions we purchase mailing lists or arrange inserts in relevant publications or membership mailings.

Advertising

Titles are advertised in relevant Greens publications (e.g. Scots Law Times).
Exhibitions and conferences

Books are exhibited at key subject conferences and exhibitions and we often arrange to have promotional materials inserted in delegate packs.

Point of sale material

Point of sale material (e.g. posters and bookmarks) is often developed for titles being sold primarily through bookshops.

Public relations

We send review copies out to relevant publications and press releases are produced for newsworthy titles.

Direct Sales

Our sales executives will begin to sell your title some months before publication and will carry on long after publication.
International Sales

Our international sales and marketing contacts are briefed on W. Green titles and will push for the sale of relevant books.

Website

New titles are specifically highlighted on the front page of our website and all Green’s titles are listed in our online catalogue http://www.wgreen.co.uk. The full catalogue is also available on Sweet and Maxwell’s website http://www.sweetandmaxwell.co.uk 
Specific sales promotions

For example, we have on occasions arranged to have a title included as part of a delegate pack at a conference.

Inspection copies

We have a well established inspection copy scheme through which we promote new textbooks to law teachers.

Post-publication promotion

Our direct sales executives will continue to sell your title actively for many months after publication. Your title will continue to be listed in all relevant catalogues. Your title will also often be mentioned on leaflets for other new titles. 

In addition, from time to time we carry out subject promotions including all relevant titles and we also develop subject leaflets for display and insertion into delegate packs at conferences and exhibitions.
POST PUBLICATION

Your relationship with Greens will continue after your book has published. We try to maintain good contacts with our authors and will often send them advance notice of any special events we may be organising. 

We are also keen to hear how our authors have found the experience of writing for Greens and this guide is largely based around such feedback. We are happy to let you know how your book is performing and if you feel that opportunities for sales arise please let us know. 

After publication we rely on authors to let us know how much information they would like and when, as this often varies between individuals. We will give you the opportunity to let us know what you would like when we send out the gratis copies. Where a book has been successful and there have been changes in the law, we will probably be in touch to discuss a second or further edition. In the post-publication stage your primary contact will once again be the commissioning team but please feel free to contact your editor or marketing person if you feel they would be most able to help.
APPENDIX I HOUSE STYLE
This is not intended to be a comprehensive guide to our House Style Guide, but it does set out the main standards that your legal editor will apply to your manuscript.

It is understandably helpful when new material is delivered in house style as this saves time during the early stages of the publishing process. It also means a higher level of accuracy when material is being typeset as fewer changes will have been applied by the House Editor to the manuscript. However, it is not expected that authors will be aware of all the minutiae of our house style, and the text will be edited thoroughly for house style points by the House Editor.

1. Citation of authorities

Books

(1) In footnotes books should initially be cited in the order of: author, title, edition, date, page/para. number. Examples would be:

S. Pollock and T. Maitland, The History of English Law, 2nd edn (Arnhem: Kluwer, 1911), Vol.1, pp.518, 520–522.
L. Gibbons-Wood (ed.), Social Work Law in Scotland, 2nd edn (Edinburgh: W. Green, 2008), p.25.

Successive citations should be set out  XE "Authors:successive citations" 

 XE "Initials:citation of authors: successive citations" using the author’s surname only, abbreviating the title to words that clearly identify the item, volume if necessary and date of publication. An example would be: 

Pollock and Maitland, The History of English Law, Vol.1, 1911, p.519.
(2) An example where authors have submitted individual chapters would be:

P. Birks and Chin N. Yin, “On the Nature of Undue Influence” in J. Beatson and D. Friedmann (eds) Good Faith and Fault in Contract Law (Oxford: Clarendon Press, 1997), p.57.

Looseleafs
These are cited as Title (in italics), place of publication, publisher, volume number, paragraph number. Use “to” when referring to ranges. Do not give the year of publication when referring to a looseleaf. For example:

Encyclopedia of Housing, (London: Sweet & Maxwell), Vol.4, paras 4–423 to 4–426.
Articles

All the following elements are essential in order to correctly identify the item: authors’ (forename or initials followed by surname), title of article in double quotation marks, journal title or abbreviation (if the journal title is spelt out in full it goes in italics, if it is abbreviated it must follow the form in the list of LJI abbreviations), year, volume and issue citation, page numbers.

For example:

Joshua Getzler, “Forfeiture for breach of a time condition” (2004) 120 L.Q.R. 203

Note that, when citing Scots Law Times articles, use, e.g. 1993 S.L.T. (News) 160 not 1993 S.L.T. 160, which relates to the reports section.

Stair Memorial Encyclopaedia: The Laws of Scotland

References to material in the original volumes should be cited, e.g.
Stair Memorial Encyclopaedia, 23, 123
Newspapers

Where referring to an article the page number should also be cited. Note that the name of the newspaper is italicised:

Cases: Smith v Smith, The Times, January 1, 1994.

Articles, etc.: The Times, August 5, 1994, p.5.

Note the use of "the" only for certain newspapers: The Times, The Economist but Sunday Times, Guardian, Independent, Daily Telegraph, Financial Times, etc.

Parliamentary papers

The following elements are essential in order to correctly identify the item: official body, section/department responsible, title, date of publication, series. Examples are:

Law Reform Committee. First report of the Law Reform Committee. HMSO, 1963. Cmnd.641
Law Commission. Legislating the Criminal Code: involuntary manslaughter. HMSO, 1996. Law Com. No.237. HC Paper No.171 (Session 1995-96)
Parliamentary debates

Cite as follows by volume number, series, column and date: 

Hansard, HC Vol.457, col.999 (December 18, 2001)

For House of Lords, substitute HL for HC. The year may be substituted for the exact date. 

Before 1909 the two Houses did not have separate volumes for their debates, so cite, e.g. 

Parl.Deb., Vol.37, ser.4, col.445 (February 17, 1896)

The text of written answers should be printed in italics. 

References to Hansard should be in italics. 

Command papers
These should be cited for example as:

Law Commission. Restitution: mistakes of law and ultra vires public authority receipts and payments. HMSO, 1994. Law Com. No.227. Cm.2731.

The correct abbreviation has varied as follows:

1836–69, 1870–99: C.

1900–18: Cd.

1919–56: Cmd.

1956–85: Cmnd.

1986 to date: Cm.

Parliamentary journals

Cite as follows by volume, page and date:

207 H.C.J. 117 (March 4, 1952)

171 H.L.J. 256 (June 20, 1939)

E-terminology

•Website addresses should be italicised (not underlined or in bold). Include “http” at the start of the website address. 
•If in doubt as to how to cite internet material, please cite as it is supplied. 
•Add a date accessed in the form “Accessed July 1, 2008”  as pages can go out of date very quickly, e.g. http://www.official-documents.gov.uk/document/cm68/6878/6878.asp [Accessed July 1, 2008].
•Email addresses: an.author@nottingham.ac.uk.  

Note that, although URLs are italicised, email addresses should be set in roman. 

•Note the spelling, hyphenation and capitalisation of the following: internet, intranet, email, e-commerce, e-mindset, e-information, online.

2. Cases

Citing Cases: 


e.g.
Forbes v HM Advocate, 1990 J.C. 215

     
Salabiaku v France (1988) 13 E.H.R.R. 379


Sinclair v HM Advocate (1890) 17 R. (J.) 38

The first page reference should always be to the first page of the report. If later pages are referred to, the style should be:

Rye v Rye [1994] A.C. 496 at 500 (N.B. Not "at p. 500".)

Rye v Rye [1994] A.C. 496 at 500, 503–505.
Where a case has neither a media neutral cite (see below for media neutral citations) nor a law report it may be cited with its name Unreported date court

e.g. Dean v Woods Unreported April 21, 1994 CA (Civ Div). 

Key points

· Italicised case name.

· No full point after v.

· No full points in HM Advocate (and not abbreviated to “HMA”).

· Scottish cases never have the date in square brackets. In English cases, square brackets must be used around the year where this forms an integral part of the citation of the report, e.g. Rye v Rye [1994] A.C. 496; round brackets should be used when the reports are referred to by volume number, e.g. Rye v Rye (1994) 105 S.J. 530.

· Local authorities should be referred to as City Council or Council. The Western Isles Council calls itself by its Gaelic name of Comhairle nan Eilean Siar, but this should be used as the sub nominee.

· In criminal cases the prosecution is represented by HM Advocate or the Procurator Fiscal, the latter should be cited by his/her surname.

· In civil proceedings on behalf of a government department by the Lord Advocate, his official title is given: Lord Advocate v Brown. Trustees, Judicial Factors, Executors, etc. are cited by the name of the trustor, etc. e.g. Smith’s Trustees.

· Abbreviated party names are not to be full-pointed with the exception of R. for Regina, e.g. A v B not A. v B.

· Plc and Ltd to be spelt with first letter in upper case only.

3. Media Neutral Citations

Scotland:

Since January 1, 2005, all case opinions from the Court of Session, High Court of Justiciary and Court of Criminal Appeal have been issued with a unique number, which forms a “media neutral citation”. Opinions will be numbered as follows:

Court of Session, Outer House: [2005] CSOH 1 (2, 3, etc.)

Court of Session, Inner House: [2005] CSIH 1 (2, 3, etc.)

High Court of Justiciary: [2005] HCJ 1 (2, 3, etc.)

Court of Criminal Appeal: [2005] HCJAC 1 (2, 3, etc.)

Also with effect from January 1, 2005, all opinions will be issued with paragraph numbering but no page numbers. Any particular paragraph of the case to be referred to will be cited in square brackets at the end of the neutral citation:


e.g. Smith v Brown [2005] HCJAC 1 [12]

Where a neutral citation is available and known to an author, it is helpful if this is cited in addition to a citation from one of the standard law report series (i.e. Session Cases, Scots Law Times, S.C.C.R., S.C.L.R., etc.). In a string of citations and in the table of cases, the neutral citation should appear first in the list. However, at present, for the purpose of ensuring accurate tables of cases, please do not cite a neutral citation in isolation.

England and Wales:

Since January 11, 2001, judgments deriving from the High Court (all divisions), from the Court of Appeal (civil and criminal divisions), from the House of Lords, and from the Privy Council have been issued with unique judgment numbers, which form part of a "media neutral citation". The judgments will be numbered in the following way:

	Court of Appeal (Civil Division)
	[2001] EWCA Civ 1, 2, 3, etc.

	Court of Appeal (Criminal Division) 
	[2001] EWCA Crim 1, 2, 3, etc.

	High Court (Administrative Court) 
	[2001] EWHC Admin 1, 2, 3, etc. (pre-January 12, 2002)

	House of Lords
	[2001] UKHL 6

	Privy Council 
	[2001] UKPC 5

	Privy Council (for Devolution cases)
	[2001] UKPC D3


 

Each of these unique judgment numbers represents a case number allocated by the court, and must appear as the first in any string of citations, e.g. paragraph 59 in Smith v Jones, the tenth numbered judgment of the year in the Criminal Division of the Court of Appeal and the second reported case in Cr.App.R. in 2001, would be cited:

Smith v Jones [2001] EWCA Crim 10 at [59]; [2001] 1 Cr.App.R. 2 [59]

(now cited to case number and paragraph number).

 

High Court – January 12, 2002 onwards

From January 12, 2002, all High Court judgments were provided with a media neutral citation by virtue of the allocation of a unique number from a central register. This applies to:

Administrative Court

Admiralty

Chancery Division

Commercial Court

Family Division

Patents Court

Queen’s Bench Division

Technology and Construction Court

After this date, no suffix will be added after the EWHC abbreviation as the numbering is sequential. However, the Admin suffix will be retained for legacy material, i.e. judgments delivered between January 11, 2001 and January 12, 2002.

4. Legislation
Citing Statutes:

e.g. s.1 of the Law of Property Act 1925; the Law of Property Act 1925 s.1 (NOTE: no comma between Act and section); Sch.1 to the Law of Property Act 1925

Citing Statutory Instruments: 

e.g. Transfer of Undertakings (Protection of Employment) Regulations 1981 (SI 1981/1794) regs 1–2

Citing Scottish Statutory Instruments:

e.g. Mull Salmon Fishery District Designation (Scotland) Order 2002 (SSI 2002/138) art.2 

Citing Regnal Years and Chapter Number in Pre-1963 Acts years:

e.g. (1&2 Geo. 5 c.6)

Key points

· Section abbreviated to s. both preceding and following an Act in main text and footnotes. The same rule applies to Schedule (to Sch.), paragraph (to para.), regulation (to reg.) and rule (to r.), etc.

· Abbreviations relevant to legislation (see also list of abbreviations below):

The singular and plural abbreviations are:

s.10 and ss.12–14, 15.

subs.(3) and subss.(4), (5)–(7)

para.(a) and paras (a), (b)–(d)

sub-para.(i) and sub-paras (ii), (iii)–(v)

· Spelling and hyphenation of titles should be exactly as they appear on the Office of Public Sector Information website http://www.opsi.gov.uk/acts.htm, even when contrary to house style (e.g. Anti-social Behaviour Act 2003, even though house style is “Antisocial”).

· To avoid repeated references, the year of the Act can be used, e.g. "the 1925 Act", once the full name of the Act has been given in full.
· Citations in footnotes: Footnotes should be re-written so that the sentence starts with the Act name and not an abbreviation, e.g. Sale of Goods Act 1979 s.5. If a footnote simply reads “s.12” this is permitted.

5. General

I. Quotations

· Where you are quoting from another text please make sure that the beginning and the end of the quote is clear and that enough information is given to ensure that the quote is identifiable.

· Quotes should not be put into style but should be reproduced exactly as they are in the original source material.

· Use double quotation marks at the beginning and end of the quote, with an extra line space above and below. Use single quotation marks for quotes within quotes. Punctuation which is part of the quotation should appear inside the quote marks. For example: “Quote Quote Quote ‘Quote within quote.’ Quote Quote Quote.”

· If you plan to include a significant amount of material from another work it may need copyright clearance. We are happy to attempt to obtain this for you. It is, however, your responsibility to inform us that you have included such material. If you highlight any such issues when delivering the work then this should ensure that this can be dealt with as early and efficiently as possible.

· When the quoted extract is 22 words or over it should be typed as a separate paragraph and indented. The text following the indented extract should be full out if it is not a new paragraph.
· Where material is omitted from a quotation, this should be indicated by ellipses.

· Any interpolations or alterations to the quotation (other than omission) should be indicated by being placed in square brackets.

· Correct any obvious spelling errors in quotations silently. However this should only be done where there is no doubt at all. Alternatively, flag the change using square brackets, or simply allow the quoted text to stand but flag it with “[sic]”.

· Square brackets should be used if words are amended to help the sense of the quotation (for instance, amending “it was of the opinion…” to “[the Court] was of the opinion…”.

· Paraphrased material takes single quote marks.

II. Use of Terms

Spelling and hyphenation

· judgment, acknowledgment, lodgment and abridgment (no "e" between the g and the m). 

· American spelling is anglicised unless it is quoted directly from source (i.e. s not z).

· case law (not case-law).

· first, secondly, thirdly (not firstly, secondly, thirdly).

· up to date (adverb: brought up to date to January 1, 1993); up-to-date (adjective: an up-to-date book).

Abbreviations and terminology

· Ibid. and op. cit. should not be used as they require the reader to refer back to see what is being cited. 

· supra and ante are replaced by above; infra and post are replaced by below. 

· United Kingdom, written in full, is preferred to UK. UK can, however, be used as an attributive adjective.

· Do not begin a footnote with an abbreviation (e.g. 1 s.15 of the Sale of Goods Act); reword so the footnote starts with the Act name (e.g. 1 Sale of Goods Act s.15). If a footnote simply says “s.15” then this is permitted.

Latin and foreign terms

· Avoid the use of Latin terms, if possible; they should only be used where there is a specific legal term to describe a subject.

· Latin/French phrases and other non-English expressions are italicised unless they have been absorbed into everyday legal language. 
· The following are a few examples of terms judged to have passed into everyday legal usage and so do not require italicisation: amicus curiae; a priori; bona fide; de facto; de jure; ex parte; ex post facto; indicia; inter alia; laissez-faire; novus actus interveniens; obiter dicta; per se; prima facie; quantum meruit; quid pro quo; raison d’être; ratio decidendi; stare decisis; terra nullius; ultra vires; vice versa; vis-à-vis; viz.
i.e., e.g. and etc.

· These are never italicised.

· , i.e. and , e.g. are always preceded by a comma, but NEVER followed by one and are also full pointed. They are always in lower case even at the start of footnotes.

· , etc. is always full-pointed, preceded by a comma, but never followed by one.

· The following terms are always preceded (not followed) by a comma:


, that is

, namely

Gender neutral noun usage

· Use the plural or “the applicant”, “the pursuer”, do not use “he”, “she” unless talking about a named person.

· If you are talking about a single person generically when you are actually referring to a category of person, re-phrase the sentence to use the plural if possible. So, e.g. when talking about “the customer” in its generic sense, e.g. “The customer would like to see his cases published in Current Law”, you could say instead “Customers would like to see their cases published in Current Law”.

· Alternatively, re-phrase the sentence to avoid the need for a pronoun. This is often achieved by changing from the active to the passive tense, e.g. “The sum was to be disclosed to the judge after he had given judgment” could easily be re-written as “The sum was to be disclosed to the judge after judgment had been given”. Likewise, “The customer went in search of a mechanic to ask him for advice” could be re-written as “The customer went in search of a mechanic to ask for advice”.

· If neither of the options is appropriate, use either “he” or “she” but do not alternate within a single piece of text.

Figures

· One to nine is spelt out; 10 onwards is cited in numerals. Spell out age for one to nine. Ranges of numbers in close proximity should be in numerals, for example, “they were 6 and 14 years” not “six and 14”.

· 21–24 not 21–4.

· Per cent is always written in full (10 per cent) in text, % symbol in tabular material and footnotes.

· A comma is used for four or more figures (e.g. 1,234), no space.

· Ordinal numbers: 1st, 2nd, 3rd not 1st, 2nd, 3rd.

· Telephone numbers should be set as, e.g. 020 7393 7000 (i.e. not hyphenated and without brackets).

Dates and times

· Cited using the formula sequence: Month (in full) Date, Year (e.g. August 7, 1972, August 7 or August 1972). 

· Also, 1984–88 or 1984–1988 not 1984–8. The 1970s (not 1970's).

· Twentieth century and/or 20th century, but a fourth-century church or an eighteenth-century house (where used adjectivally). Please note that “20th century”, i.e. making use of numerals rather than spelling out in full, may be used in text and footnotes. As always, be mindful of consistency; do not switch between the two. 

· Seasons to be written in lower case (e.g. autumn) unless referring to a specific issue of a newsletter or journal, where the first letter should be capitalised (e.g. Issue 1, Autumn).

· 24-hour clock preferable. Note a full point separates the digits: 08.00, 23.45.

· am and pm do not have full points.

Weights, measures and currency

· Measurements do not follow the rule of taking a full point to represent the abbreviated letters: 23m; 42km; 18kg; 5g; 75ml; 1,500l; 111mm; 112cm; 16yds; 2ft 3in; 300fl oz; 2oz; 5lb; 10cwt. 

· Number is always a numeral.

Capitalisation

General rule

Proper nouns take an initial capital, e.g. names of people, places, days, months, buildings, etc. Adjectives from proper nouns also take an initial capital, unless the connection has grown remote, so French language, Herculean task, but wellington boot.

For example: 

	The Conservative Party
	but
	His taste in ties was very conservative

	Parliament had a late-night sitting
	but
	East European parliaments

	Sheriff Brown stated...
	but
	It will be for a sheriff to decide


Courts
Where a specific court is named or where a reference to a court can only possibly mean one particular court, the name of that court is given an initial capital. 

For example:


Aberdeen Sheriff Court


the Crown Court

When referring to the court generally, use lower case. 

For example:


It would be for the court to decide…


The evidence before the youth court indicated that…

Courts requiring initial capital letter

Administrative Court

Admiralty Court

Central Criminal Court

Chancery Division

Commercial Court

Companies Court

Consistory Court

Court of Appeal

Court of Auditors

Court of Protection

Court of Session

Court of [+ anything]

Courts-Martial Appeal Court

Crown Court

Divisional Court

European Court of Human Rights

European Court of Justice

High Court

House of Lords

International Court of Justice

International Criminal Court

Land Court

Land Valuation Appeal Court

Patents County Court

Patents Court

Privy Council

Queen’s Bench Division

Supreme Court

Technology and Construction Court

The State, judiciary, organisations and institutions
An initial capital letter should only be used for a particular office, organisation or body, or a person’s full title; where the reference is general the lower case initial should be used.

Parliament,

the House of Commons,

the Government (a specific one—but government control),

the Opposition,

H.M. the Queen,

the Prime Minister,

the Archbishop of Canterbury,

the Pope (but papal elections),

Labour (as a party title),

the Labour Party,

Christian Democrat,

the Stock Exchange,

the Church (specific) (but a small country church, or church politics),

Roman Catholic,

Buddhism,

Christianity,

God; he, his, him (of deity), all without capitals unless these are strongly preferred.

Master of the Rolls 

Lord Chief Justice

President of the Family Division

Attorney General

Official Solicitor

Director of Public Prosecutions

Director General of Fair Trading

Official Receiver

Secretary of State for the Home Department.

Black Rod

…in the presence of a lord……

….the secretary of state contended that……

…the judge expressed the view that…

…the managing director was disqualified….

…the president shouted….

Committees and panels

Organisations, ministries, departments, political parties and governmental bodies are given initial capitals when their full name (or recognised equivalent) is being used:

Crown Prosecution Service

Department of Social Security

Parliamentary Select Committee on Defence

Criminal Injuries Compensation Appeal Panel

Parole Board

However, for second and subsequent mentions of these bodies, or when they are referred to informally or generically, initial capitals are not used:

The panel concluded……………

The select committee decided………

European and international material

Member States

Directives (EC only)

Treaty

anything beginning with “European”

contracting states

contracting parties

signatory states

Legislation 
A capitalised initial should be used when the legislation is abbreviated, e.g.:

Mental Health Act 1983 becomes "the Act" 

European Convention on Human Rights becomes "the Convention"
Rules and regulations take an initial capital letter only when referring to a specific set of rules or regulations or an entire statutory instrument: 

(the) Return of Cultural Objects Regulations 1994

(the) Criminal Appeal Rules 1968

But

It was provided by reg.3 that…

Parts and Schedules take an initial capital.
Miscellaneous examples
Use capitals for the following words and types of documents:

Class where referring to planning use classes e.g. Class 35

Command Papers

Convention (as Treaty)

Decree (where legislative)

Discussion Papers

Government (unless used generically, e.g. government control)

Green Papers

Northern Circuit

Parliament (unless used generically)

Parliamentary Paper

Planning Circular (but planning circular where the term is used generically)

Planning Policy Guidance (but planning policy guidance where the term is used generically)

Planning Policy statements 

Practice Direction

Practice Statement 

Statements of Standard Accounting Practice

Stock Exchange

the Church, but "a small country church" or church politics

White Papers

World Wide Web

Use lower case for:

green belt

internet

any kind of court document, e.g. writ, summons, divorce/winding up petition

Full points, abbreviations and spacing

· Spacing is removed wherever possible (e.g. s.4 is preferred to s. 4). As a general rule, space is only required where abbreviated words and their figure are not separated by a full point, e.g. r.4, s.12(1), but Pt 1, etc. 

· Generally, no full point is needed where the abbreviation is a contraction of the word (i.e. the last letter of the abbreviation is the same as the last letter of the word, e.g. Mr, Ltd, St, Mrs).

· EC, EEC, EU, UK, UN, US, USA are not full-pointed. 

III. Abbreviations

Note the following list of abbreviations and contractions which W Green use regularly:

	
	App.
	Application

	
	Apps
	Applications

	
	art.
	article (UK, foreign domestic, international and EU legislation)

	
	arts
	articles (UK, foreign domestic, international and EU legislation)

	
	Asp
	Act of the Scottish Parliament

	
	c.
	chapter (when referring to the chapter number of an Act)

	
	CC
	County Council

	
	Ch.
	Chapter (when referring to chapters of a book)

	
	Chs
	Chapters (when referring to chapters of a book)

	
	Ch.
	Chapter as part of Act or SI

	
	Chs
	as above plural

	
	cl.
	clause

	
	cll.
	clauses

	
	Co
	Company

	
	Corp
	Corporation

	
	CPR Pt/Pts
	CPR Part/Parts

	
	Dir.
	Direction

	
	Dr
	Doctor

	
	ed.
	editor

	
	edn
	edition

	
	fig.
	figure

	
	figs
	figures

	
	fn.
	footnote (not n.)

	
	fnn.
	footnotes/notes

	
	Form
	Form – as part of Act or SI

	
	Forms
	as above plural

	
	Hr
	hour

	
	Ltd
	Limited (not LTD or ltd)

	
	Messrs
	

	
	Mme
	

	
	Mr
	Mister

	
	Mrs
	

	
	no.
	number

	
	nos
	numbers

	
	ord.
	order

	
	ords
	orders

	
	p.

pp.
	page

pages

	
	para.
	paragraph

	
	paras
	paragraphs

	
	Plc
	Public limited company (not PLC or plc)

	
	Pt
	Part

	
	Pts
	Parts

	
	r.
	rule 

	
	rr.
	rules (except when referring to the title of an entire piece of legislation)

	
	reg.
	regulation 

	
	regs
	regulations (except when referring to the title of an entire piece of legislation)

	
	RSC/CCR Ords
	RSC/CCR Orders

	
	s.
	section 

	
	ss.
	sections 

	
	Sch.
	Schedule (not Sched.)

	
	Schs
	Schedules (not Scheds)

	
	Sch.nn para.nn
	Schedule paragraph – sublevels of Acts and SIs

	
	Sch.nn Pt nn
	As above Schedule Part

	
	SI
	Statutory Instrument

	
	SSI
	Scottish Statutory Instrument

	
	St
	Street or Saint (not St.)

	
	subs.
	subsection 

	
	subss.
	subsections 

	
	Table
	Table – sublevels of Acts and SIs

	
	Tables
	as above plural

	
	Vol.
	Volume

	
	Vols
	Volumes


APPENDIX II SPECIFIC SERIES

Greens publish books in several different series. Each series is aimed at a different market and requires different levels of content and approach. The likely series for your work should have been discussed at the start of the project and if you are unclear please get back in touch with us.

Below are general guides for our most common series. Please note that many of our books will not fit exactly into one of these categories and this is for guidance only. 

SULI

· Greens publishes the SULI series on behalf of the Scottish Universities Law Institute. 

· All new SULI texts must be approved by a peer group before publication and are expected to be thorough and authoritative guides to the area of law in question. 

· SULI encourages authors to pursue the more academic side of their topic, such as comparative law, legal history, law and economics, etc. SULI texts are, however, intended to provide practitioners with authoritative guides to Scots Law and their needs should also be kept in mind.
· Authors are encouraged to go beyond the authorities, to identify unresolved problems and to express opinions as to what the law is and how it should be developed.

Greens Practice Library (GPL)
· The practice library includes books which are of very high quality and which are strongly practitioner-focused. 

· A GPL text should aim to provide a comprehensive, authoritative account of the law for legal practitioners. 

· Authors should aim to provide a full account of the area of law and deal with specific areas of controversy. They can, but are not expected, to include the academic side of the topic. 

Other practitioner texts

· Greens publish a number of texts aimed at practitioners which, though of high quality, do not aim to be the authoritative or definitive guide in the manner of a SULI or a GPL. 

· These will be heavily practitioner-orientated, explain the practical import of the law on the day-to-day work of a legal professional and contain examples and styles. 

Greens Concise Scots Law
· The concise series is our main student textbook series and is aimed primarily at students on LL.B. Courses. 

· They are designed to be explanatory, but they can include discussion of issues or law reform where this is appropriate. 

· Authors should remember that for some students this will be the first legal text they will come across and they need to be careful not to assume too much knowledge. Equally, LL.B. students are required to achieve a reasonable level of comprehension so they should not be too simplistic. 

· Further readings lists should be included to encourage students to explore particular issues more fully.

Other student texts

· Greens also publishes student texts in areas which are not core LL.B. subjects and which may be aimed at students for whom law is only part of their degree.

· The particular needs of the students using these texts should be reflected in the content of the works which will assume less general legal knowledge and have a more practical rather than black letter law focus. 

· The needs of the students on the courses at which the book is aimed will need to be carefully considered before starting such a text. 

Cases and materials 

· Cases and materials books are designed as companion books to our concise range and should be written with the needs of LL.B. students in mind. 

· The bulk of the content of a cases and materials work will clearly be the materials and case law itself. 

· It is helpful if we receive as much detail of this as possible so that we can apply for permission from the copyright holder as soon as possible after receiving the text and it is essential that the start and end of the section that you wish to use is made absolutely clear. 

· It should be remembered that the materials will need to be put in context, and care needs to be taken both in structuring the materials and in bringing out the points that students will need to understand. 

· It is important to note that, when discussing word extent, this will include materials as well as narrative.

LawBasics

· LawBasics are revision guides for the core LL.B. courses.

· As an aide to revision these should be simple and straightforward, and end with sample questions and answers. 

· Unless there are major debates which are likely to be examined upon it is not expected that there will be any discussion of unresolved disputes. 

APPENDIX III FAQs 

Who should I contact at Greens? 

While you are writing, your primary contact will be your commissioning editor. After you have a delivered your manuscript, please contact your legal editor to discuss any matters relating to content or scheduling and your marketing contact will be able to deal with all promotional issues. 

How do you decide which books should be published in hardback and which in paperback?

All student textbooks will be published in paperback.  In general, practitioner books will be published in hardback.  Weightier, reference books will be published in the traditional ‘cloth’ hardback format, whereas more practical titles will be published as ‘laminated’ hardbacks. 
Will Greens find materials for me?

The author is responsible for supplying the complete manuscript for the work, including all appendices.  Greens may be able to assist with sourcing legislative material, but this must be discussed in advance with your commissioning editor.  
Will Greens apply for permissions for me?

Yes, but you must inform us of any material for which permissions are required.  
Will Greens check quotations?

The author is responsible for ensuring that all quotes are accurate and reproduced exactly from the original — down to the last comma and full point. This includes extracts from statutory material. Please do not put quotes into house style. 

Will the legal editor do any research on the text?

The legal editor will assume that references supplied by you are accurate and up to date. Please avoid leaving instructions in the text asking the legal editor to check something.

Do Greens prepare the tables and index?

Yes, and you will be given the chance to influence this by filling in an index questionnaire to ensure that the completed index meets your expectations.

Does the legal editor edit the text on screen?

Editing on screen takes place wherever possible. The advantages are that the process should be speeded up and there should be fewer changes at proof stage.

Why is it so important that I follow the schedule?

The production of your book requires the time and skill, arranged in advance, of an in-house editor, external proofreader, tabler, indexer, typesetter, designer, printer and warehouser. If we miss our place in the queue at any stage, significant delays will result. We do appreciate that our authors often have other priorities which can impact on the schedule and if you keep us informed of progress we can minimise some of these problems.

Can I add in material while the copyedit is under way?

This should always be avoided, but in exceptional circumstances we can accept corrections or additions to the text during the copyediting stage.  
Can I make changes at proof stage?

At first proof we usually allow changes to a maximum of 10 per cent of the text. Changes should be made for the purpose of essential updating, correction of errors or completion of cross-referencing only. Changes to footnotes, involving their deletion or insertion, and changes which may affect pagination, should not be made as this will substantially increase costs and may cause delay.

Will I get to see second proofs?

You should not expect to see second proofs unless it is specifically requested by you and agreed with the commissioning editor.

Will I have any input in the marketing of the publication?

A questionnaire will be sent to you by the marketing department at an early stage in the process in order to help put together accurate marketing material. Your advice on promotion opportunities and on the placement of review copies, and comment or suggestions at any time, is appreciated.

How long will it take to publish?

As a general guideline, it will take between three and four months from the date of submission.  Timescales will vary, depending on the length, density and type of publication. 
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