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The fifth edition of the BRW Style Book marks the intro-
duction of some important changes. Here are some of 
the main points:
■ We now use the -our ending for words such as behav-
iour, colour, harbour, honour, labour (but not Australian 
Labor Party) and neighbour.
■ We now spell judgement with a middle e.
■ We have reverted to spelling program without the 
final me.

Some rules from the previous edition have neglected 
by some writers. They are:
■ Major and massive must not be used, except in direct 
quotes.
■ Significant must not be used in place of important, 
substantial, big or impressive, except in direct quotes.
■ Impact must not be used as a verb, except in direct 
quotes.
■ We shun contractions such as can’t, didn’t, it’s, that’s 
and won’t, except in direct quotes.

★ A star at the start of an entry denotes that it warrants 
your special attention.

In the section called BEFORE YOU START, there are 
updated instructions for indexing the names of people 
and companies mentioned in the magazine.

The BRW Style Book is based on a work compiled for 
The Age by the late Gary Dean.

The idea to divide our style book into the LEXICON 
and STYLE POINTERS sections is borrowed from the 
Time style book, Writing for Time.

The BRW Style Book is designed to be used in  
conjunction with standard reference works, such as the 
Oxford Dictionary of English, Macquarie Dictionary and 
the Times World Atlas. Use these references for words 
or place names not contained in this style book. For 
peculiarly Australian place names, the Postcode index 
in the telephone book is a handy reference. If the Post-
code is of no help, the Australian Place Names Committee 
is the arbiter. (You will notice that geographic names 
such as Coffs Harbour and Watsons Bay do not take an 
apostrophe.)

This book contains some typesetting directions that 
apply only to subs. Reporters can safely ignore such 
distractions.

Thanks to Tom Brentnall and Stephen Pigott for their 
help in compiling this edition.

Finally, please throw away any previous editions of 
the BRW Style Book that you might have lying around. 
They will only cause confusion, which is exactly what 
we are trying to avoid.

Paul Watson, 
chief copy editor

January 2006

Introduction to the fifth edition
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A note on style
Many other style books are available but few are as read-
able as the Economist Pocket Style Book, from which we 
have adapted this excellent introduction.

By the way in which you say things, you may encour-
age readers to read on or to stop reading. If you want 
them to read on:

1. Do not be stuffy or pompous. Use the language 
of everyday speech, not that of spokesmen, lawyers or 
bureaucrats (so prefer let to permit, people to persons, 
buy to purchase, colleague to peer, way out to exit, lift 
to elevator, rich to wealthy). You can avoid offending 
women without using chairperson, spokesperson, and 
humankind. Prefer chairman or chairwoman or in the chair. 
Use mankind, as long as the context is not offensive.

2. Do not be hectoring or arrogant. Those who disa-
gree with you are not necessarily stupid or insane. You 
can make your views clear without telling the Govern-
ment what it must do. Nobody needs to be described as 
silly: let your analysis prove that they are so.

3. Do not be too pleased with yourself. Do not parade 
your own cleverness by telling the reader that you cor-
rectly predicted something or that you have a scoop 
(unless you are running the show). You are more likely 
to bore or irritate readers than to impress them. So 
keep references to BRW to a minimum, particularly 
those of the “we told you so” variety. Do not say “Bloggs 
told BRW”, or “In an exclusive interview with BRW”. 
And avoid references to “this writer”, “this correspond-
ent” or “your correspondent”, which are always self-con-
scious and often self-congratulatory.

4. Do not be too chatty. The sentence “So far, so good” 
neither informs nor amuses. It irritates. So do “sur-
prise, surprise”, “ho, ho” etc.

5. Do not be too free with slang (for example, “He 
really hit the big time in 1994”, “Way's articles upset the 
big end of town” or “It’s a joke, right? Wrong”).

6. Take care in the construction of your sentences and 
paragraphs. Do not use a participle unless you make 
it clear what it applies to. Thus, avoid “Having died, 
they had to bury him”, or “Proceeding along this line of 
thought, the cause of the train crash becomes clear”.

Never to split an infinitive is possible, but not always 
best. Use common sense.

Do not use don’t, isn’t, can’t, etc, except in direct 
quotes.

Use the subjunctive properly. If you are posing a 
hypothesis contrary to fact, you must use the subjunc-
tive. Thus, “if Hitler were alive today, he could tell us 
whether he kept a diary”. But, “if he was asked, he 
always refused to say”.

Keep it simple
The first requirement of BRW is that it should be 
readily understandable. Clarity of writing usually fol-
lows clarity of thought. So think what you want to say, 
then say it as simply as possible. Keep in mind George 
Orwell’s six elementary rules (slightly modified from 
Politics and the English Language – 1946):

1. Never use a metaphor, simile or other figure of 
speech that has been overused in print (e.g., chattering 
classes, flat out like a lizard drinking).

2. Never use a long word where a short word will do.
3. If it is possible to cut out a word without resorting 

to telegram style, do so.
4. Never use the passive where you can use the active.
5. Never use a foreign phrase, a scientific word or a 

jargon word if you can think of an suitable everyday 
English equivalent.

6. Break any of these rules rather than say anything 
outright barbarous.
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Punctuation marks
Lest there be any confusion, these are the punctuation 
marks referred to in the BRW Style Book:

apostrophe ’

colon :

comma ,

ellipsis …

full point .

quotation marks “   ”

semi-colon ;

single quotation marks ‘   ’

Using point form
There is some confusion over the style we use for 
expressing ideas in point form. The introductory 
paragraph ends with a colon:
■ The black square is set left and is followed by a fixed 
space. Each point ends with a full point, not a semi-
colon.
■ The black square is set left and is followed by a fixed 
space. Each point ends with a full point, not a semi-
colon.
■ The black square is set left and is followed by a fixed 
space. Each point ends with a full point, not a semi-
colon.

A quick lesson  
in grammar

This book refers to grammatical terms without explana-
tion. Just in case anyone is in any doubt, here are a few 
fundamentals.

The basic sentence is made up of a subject, a verb 
and an object: The company ordered a new press. In this 
sentence, company is the subject, ordered is the verb and 
press is the object.

A noun is a naming word: The manager spoke out.
An adjective describes a noun: The old building was 

demolished.
A verb is a doing word: He called the meeting.
A transitive verb must have an object: He pulled the 

paper from the bin.
An intransitive verb does not have an object: She just 

disappeared.
An adverb describes a verb: She walked swiftly.
A phrase is any series of words from a sentence:  

a gaggle of geese.
A clause is a series of words containing a verb: I sug-

gest that you do your best.
A conjunction joins two phrases or clauses: I want to 

come tomorrow but I will be busy with the editor.
A preposition indicates place: The meeting is at the 

stock exchange. The letter is in the brown envelope. We 
went to court in May. The judge banned the public from 
the case.

A pronoun replaces a noun: He took the pen and 
threw it into the bin.

A personal pronoun replaces a noun that refers to a 
person: The group consisted of me, you and the rest of 
them.

A possessive pronoun replaces the possessive form of 
a noun: The dog lost its bone.

A personal possessive pronoun replaces the posses-
sive form of a pronoun that refers to a person: We took 
his bike and put it in the lift. I want my MTV.

An infinitive is the basic form of a verb: to run, to buy, 
to coincide.

A split infinitive is where a word or phrase comes 
between the two parts of the infinitive: They wanted to 
quickly get out of town.
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This style book is comprehensive (in some cases 
exhaustive) in its coverage of what is right and wrong 
for BRW. It is only human nature that people will stray 
from the detailed instructions from time to time. But 
there are some essential points that must be adhered 
to. If you follow these rules, you will be well on the way 
to producing clear, clean, concise and accurate copy.

1. Check, check, check. The most common prob-
lems with copy filed by reporters are fundamental. 
Inconsistencies, wrong spellings, wrong names, wrong 
titles, wrong dates. Remember the old maxim for jour-
nalists: if in doubt, find out. As a start, get a business 
card from anyone you interview. That should give you 
their name and title, as well as their organisation’s 
name and contact details. You should have on your 
desk the basic references of this style guide, a diction-
ary and telephone books, and by using them you will 
be able to check many of your basic facts. There is a 
small but useful reference section in the Melbourne 
office, and we have online access to many Fairfax  
publications through the Fairfax Digital system 
and the NewsStore search page on the intranet,  
http://newsstore.f2.com.au/apps/tiles/intranet/search.
jsp. If they are no help, or if you are on assignment, the 
Age library (03 9601 2281) will always help. Just men-
tion that you work for BRW. If you use these resources 
as you should, you need never make a factual error. 

When your story is complete, read it through, look-
ing for ambiguity. Then do a spell-check. There is no 
excuse for copy that contains errors normally found by 
the spell-checker.

For help with grammar and syntax, see detailed 
entries in the Style Pointers and Lexicon sections of this 
style book.

2. Use present tense where possible, including in 
quotes: Smith believes there is more gold to be found. “I’ll 
be out there soon with my metal detector,” he says. Some-
times, as when quoting a speaker at a conference or 
a court case, you will have to use past tense. Reports 
should be quoted in present tense, unless they are 
not current, such as the FitzGerald Report, the Ralph 
Report and the Wran Report.

3. Dates are written thus: 
Friday, November 11, 2005 was Black Friday.
On Friday, October 18 we had Red Nose Day.
November 11, 1975 is well remembered.
In February 1999 (not February, 1999) the company 

expanded its manufacturing operations in China.
The book will be published in February next year.

Succeeding years are written with a hyphen thus:
the 1995-96 financial year (not fiscal 1996 or F1996)

Spans of years are written thus:
production is expected to reach full capacity in 2014–17 

(subs note the en dash)

4. Given names should be used only when introducing 
the subject. Then the surname is used:

Jack Pott is head of the casino inquiry. Pott will have 
three years to complete his report.

Occasionally, given names are used more than once 
to differentiate between two or some people with the 
same surname: 

Owl Enterprises is run by Bill and Betty Bloggs. Bill 
Bloggs says he used his life savings to buy stock and estab-
lish an underground aviary. But Betty Bloggs now wants to 
diversify into ravens.

5. Honorifics are not used except where the title is an 
essential part of the person’s job:

the managing director of XYZ, Jim Smith
the Opposition’s trade spokesman, Senator Bill Smith

Knights, senators and the like are given their title at 
first mention, and then referred to by their surname 
only.

The businessman Sir Richard Branson, then just Branson 
(not Sir Richard).

Academics and doctors, can be given an honorific if it 
is relevant.

the head of the law faculty, Professor Honi Soit
the defence based its evidence on the opinion of Dr James 

David

Before you start
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6. People’s initials are written with full points:
the founder of Lend Lease, J.G. Dusseldorp

Initials in abbreviated company names are written 
without full points:

ERA, NAB, CBA.
As are company names that contain intials:
 JP Morgan, HJ Heinz, Goldman Sachs JBWere

 7. Figures from one to nine are spelled out, except in 
percentages or when taken to decimal points. Millions, 
billions and trillions are spelled out, except when taken 
to decimal points. At the start of a sentence, all figures 
written as numbers:

Twenty-three company directors, two public servants and 
11 shareholders will be charged.

Timms wants the profit to be at least 3% better than last 
year’s. He is confident that earnings will be 5.5 times better 
than forecast.

There are two million people on the breadline.
The population of China is nearing 1.2 billion.
They want the company to pay damages for the 1.4 trillion 

toxic cigarettes that Asians smoke every year.

Whenere a sentence starts with a figure, spell it out:
Sixty-three companies have been charged with offences 

under the TaxAct.

8. Quotes: when quoting in full, place the final punc-
tuation inside the quotes: 

“We will leave next year,” he says. They told me: “Pull over.”

When quoting a word or phrase as part of your own 
sentence, place the punctuation outside the quotes: 

He says they told him to “pull over”. 

Quotes within quotes: Use single quotes thus (note 
the use of commas instead of a colon): 

“They told me, ‘Pull over to the side of the road’, and I 
did,” Smith says. When the closing single quote coincides 
with the closing double quote, punctuate thus (using a 
space to separate the single and double quotes): Smith 
says the police “told me I was ‘mad, bad and dangerous’ ”. 
(For subs working in InDesign, the space between the 
single and double quotes is a fixed thin space.) 

Where a partial quote ends in a quesion mark, there 
is no need to add a full point: 

“Dell told me they asked him, ‘Are you the driver of this 
solutions delivery vehicle?’ ”

Note that in some programs, quote marks work on a 
toggle key. Be sure they face the right way. And make 
sure that your quotes are 66 (“) or 99 (”), not 11 (").

9. Currencies: the primary aim is to make expressions 
of amounts unambiguous. 

The first rule is that amounts should be expressed 
in Australian dollars wherever possible. But do not 
go overboard. It can be misleading to do a conversion 
at today’s exchange rate of a foreign currency from a 
year or even a few months months ago. For this dec-
ade at least, historical equivalents are available on the 
Internet at www.oanda.com/converter/classic. If you 
want to give an equivalent, say whether it is at present 
rates or at an earlier time. And it is silly to convert a 
figure where a round number is being talked about.  
For example, there would be little point in saying,  
“Murdoch plans to reduce News Corporation debt by 
$1.666 billion by the end of the year”, when Rupert was 
clearly talking about a round figure of $US1 billion.

The second rule is that any dollar amount is Austral-
ian unless otherwise specified; the corollary is that every 
time another currency is used it is identified as such. 

The third rule is that an Australian equivalent be 
given at the first mention of a foreign currency, as in: 
Uchida paid the Tokyo Rose Company 150 trillion yen 
($1.71 billion) for the Australian broadcast rights. It is 
optional for reporters to do another conversion, perhaps 
later in the story, where amounts of much different size 
are referred to. For example, Uchida says copies of Don’t 
Mention the Sushi sell for ¥100 ($1.14) in Brunswick 
Street Bookshop. Yen spelt out gives way to the symbol 
at the second mention, as happens with deutschmarks 
(DM), kina (K), rupiah (R), baht (B). There is no need to 
spell out pounds (£) or dollars of other stripes ($NZ).

Express money amounts thus:
The bank lost $2 billion ($2bn in charts or tables).
There was a $5-billion payout.
The shares reached a high of 85¢.
There will be trouble if the dollar falls below US58¢.
Harrison says the masthead will cost him $300,000–

500,000, although Murdoch Media is asking $2–3 million.

10. Legal matters. Truth is the best defence. If you 
impute that somebody has done something wrong,  
you must be able to substantiate your accusation in 
court. Using the word alleged will not save you. And 
remember that if you repeat a defamation, you are just 
as liable for prosecution as the person you are quoting. 
Remember that people can be defamed in headlines, 
captions, pictures and cartoons as well as in the words 
of a story.

If in doubt, check with the editor.

BEFORE YOU START
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11. Cover sheets. The basis of copy flow at BRW is 
the cover sheet. As the story progresses through the 
production process, copies are made at each stage for 
security, but only the person in possession of the cover 
sheet is able to modify the live document.

Each story, breakout, infographic and table must be 
on a separate file and have its own cover sheet.

It is vital that the cover sheet you supply with your 
story is as informative as possible. Be sure to supply all 
these details: 

File name:
Date of publication:
Section:
Length:
Description:
Overline:
Author:
Pix:
Infographics:
Indexing:

12. Indexing. The index page should contain the 
names of all organisations and people that are the sub-
ject of more than passing mention in the magazine. 
To make this happen, reporters need to enclose each 
relevant organisation’s name with two hashes — as in 
##Coles Myer##’s share price is rising. Note the apos-
trophe outside the hashes. Enclose each person’s name 
with two ampersands, as in The chief executive of Coles 
Myer, &&John Fletcher&&, will appear in the index. Note 
the commas outside the ampersands. 

When stripping an InDesign page for the index, subs 
should check that all entries have transferred success-
fully from the page file to the index entries.

13.  Deadlines. A deadline is the point after which 
copy will be omitted, not just a day or time to aim for as 
an optimum filing time. Because BRW is produced in 
sections, deadlines vary between sections. Sometimes, 
factors such as public holidays and printing schedules 
mean that deadlines for particular sections vary from 
week to week. Be sure that you know your deadline and, 
if there are problems with filing on time, tell the editor, 
section editor or production manager.

14.  Arranging photographs. Our photographers 
have busy schedules and cannot be expected to do a job 
at a moment’s notice. As soon as you know who or what 
you need photographed to illustrate your story, contact 
the pictorial editor. To avoid a succession of headshots, 
try to give the pictorial editor some idea of what the 
story is about and why the subject is of interest.

15. Infographics. In a publication such as ours, info-
graphics play an important role, provided they are eas-
ily understood and contain information that helps the 
reader to digest the story. To achieve this end, reporters 
should provide an early brief to the section editor or 
the editor, with all the vital information clearly marked: 
story name, dates, figures, source, etc. Think visual.

When compiling tables, organise the data in a logi-
cal way: alphabetically, in order of size, or some other 
criterion. 

16. Ethics. The first Viscount Northcliffe maintained: 
“News is what someone, somewhere, doesn’t want pub-
lished. Everything else is advertising.” If you find that 
the story you are writing is becoming a free advertise-
ment, talk to the editor. 

Do not editorialise in your copy. Unless you are writ-
ing a comment piece, keep your opinions to yourself. 
(That said, the worst type of comment piece is one that 
simply repeats all the information given in an accom-
panying news article. Make sure you have something 
worthwhile to say before you write a comment piece.)

BEFORE YOU START
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PREFACE
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RANKS, TITLES AND CAPITALS
Of all details in style — and style is detail — the capital 
letter is hardly the most important but is daily the most 
troublesome. “Do we cap it?” is the style question most 
often heard in a newspaper or magazine office. 

We need a systematic approach to capitals and that 
is why capitals style, and style for ranks and titles, are 
brought together in this preface: it is impossible to 
make sense of one except in the light of the other. 

The cap-or-lower-case question arises in many differ-
ent contexts, and it is not practicable to frame a simple 
rule of capitalisation that can be applied rigidly and 
universally; exceptions become necessary for many rea-
sons, not least to take account of people’s sensibilities 
about such things as royalty and religion.

The approach here is to set down general principles, 
followed by specific rules under several headings. Vari-
ations will be seen, but as far as possible they are toler-
ated only between the areas discussed (royal, religious, 
political etc); under their individual headings, the rules 
are aimed at internal consistency. 

The rules appear under these headings:
(i)  General principles 
(ii)  Royalty, vice-royalty, nobles and knights 
(iii)  Constitutional matters 
(iv)  Political and parliamentary 
(v)  Public Service 
(vi)  Diplomatic 
(vii)  University 
(viii)  Religious 
(ix)  Legal
(x)  Arbitration 
(xi)  Police 
(xii)  Armed services 
(xiii)  Municipal 

 (i) General Principles
Many cases for capitalisation are obvious: names of 

people, places, nations, nationalities (but see alphabeti-
cal entry RACE in the Lexicon), institutions, organisa-
tions, ships, buildings, companies, trademarks and so 
on.

In general, lower-case people’s positions: the presi-
dent of the RSL; the chairman of the Chamber of Com-
merce; the managing director of BHP; the editor of 
BRW. 

Honorifics are capped: Major-General Smith (but he 
was promoted to major-general). The only honorifics we 
abbreviate are Dr and St (for Saint), and we use them 
without full points; Ms is not an abbreviation, and has 
no full point. We do not abbreviate Father, Brother, the 
Reverend, Monsignor, Lieutenant-Colonel, Professor, the 
Honorable or any other honorific. 

In general, cap an organisation or institution but 
lower-case its divisions or subsidiaries: the House of 

Representatives committee on foreign affairs and defence; 
Melbourne University’s faculty of arts or department of 
history; the Victoria Police but the homicide squad and the 
criminal investigation branch; the Returned and Services 
League committee on repatriation benefits. But cap the 
main divisions of large corporations: BHP Petroleum.

 Lower-case the plural of non-specific titles and insti-
tutions that would be capped in the singular: many 
ministers, some governments; many governors-general; any 
chief justices; some popes through the ages; past archbishops 
of Canterbury; the kings and queens of England. This does 
not, of course, apply to honorifics: Presidents Nixon and 
Ford; Princes Andrew and Edward. 

 But cap the plural of specific titles and organisations 
that would be capped in the singular: the Victorian and 
Federal Parliaments; the state Supreme Courts; the past 
three Prime Ministers; the Premiers of Victoria and New 
South Wales. 

 (ii) Royalty, vice-royalty, nobles and knights 
The terms royalty, royal family, vice-royalty, vice-regal 

are lower-case; royal is lower-case, except in the names 
of such things as the Royal Melbourne Hospital, the 
Royal Easter Show, the Royal Exhibition Building etc, and 
in specific titles such as the Princess Royal.

Lower-case forms of address like your majesty, your 
royal highness, your excellency, and the descriptions her 
majesty, his grace etc.

Royalty. The title of a member of the British or any 
other royal family is always capped: the King, the Queen, 
the Prince, the Princess, the Duke (of Edinburgh only; see 
NOBILITY below). 

Vice-royalty. Cap the Governor-General, the Governor, 
the Lieutenant-Governor of any British Commonwealth 
nation or colony or of any Australian state; plural gov-
ernors-general etc. Also cap Governor in parallel though 
not necessarily vice-regal contexts, for example the Gov-
ernor of one of the United States or the Indonesian Gov-
ernor of East Timor. These are quite different from the 
titles of such people as the governor of the Reserve Bank.

The nobility. Cap titles used in full: the Duke of West-
minster, the Duchess of Bedford, the Earl of East Cheam. 
Lower-case shortened titles: the earl, the duchess, the 
duke (except Edinburgh). Peers are dukes, marquises, 
earls, viscounts and barons. Baronets and knights are 
not peers. 

The correct styling of peers and members of their 
families is a labyrinth of protocol and exception; it is 
difficult to be sure, for instance, whether someone 
should be styled Lady Flora Knuckle or Flora, Lady 
Knuckle. There are many apparent anomalies. The 
best course, if interviewing the nobility, is to ask them 
what they should be called and to give the subs a note. 
Debrett’s Peerage is kept in the Age library. 

Baronets and knights. The essential difference is that 

PREFACE
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baronets hold hereditary titles and knights do not. 
Dames. Unlike knighthood, damehood does not con-

fer any title on the spouse. With dames and knights, 
the honorifics Dame and Sir are inseparable from their 
given names: Professor Dame (not Dame Professor) Leo-
nie Kramer; Professor Sir Herman Black. A woman judge 
of the Supreme Court, made a dame, would be called 
Justice Dame Violet Smith. 

Honorables. Various people, from sons of viscounts 
to members of the Victorian Legislative Council, are 
entitled to use the honorific the Honorable. Ordinarily 
we would not use it, but we might for people who are 
known to prefer it, or as an incidental point of interest 
about someone who is interviewed or mentioned. It 
should not be used routinely for MLCs and other politi-
cians whose entitlement to the Honorable derives solely 
from political office, even when they are known to 
prefer it. When we use it, it should be at first reference 
only and spelt out: the Honorable Crispin Escutcheon (no 
Mr, and not the Hon.); thereafter, Escutcheon.

 (iii) Constitutional matters 
The Commonwealth of Australia (the Commonwealth) 

is a member of the Commonwealth of Nations (com-
monly the British Commonwealth).

It has a Federal Constitution (the Constitution), of 
which the adjective is constitutional (lower-case). Simi-
larly, the constitutions of other countries: the United 
States Constitution (the Constitution).

The Australian Commonwealth was formed in 1901 
at Federation (cap the event). It is a federation and its 
political organisation is federal (lower-case both). It 
elects the Federal Parliament and the Federal Govern-
ment, which are responsible for federal (lower-case) 
matters. Federation was agreed to by the six colonies, 
which became the states. Each elects its State Parlia-
ment and State Government, which are responsible for 
state matters.

Federal and State (with two exceptions listed below) 
are capped ONLY when attached to Constitution, Par-
liament, Government and Opposition and in the proper 
names of organisations such as the Federal Police, the 
Victoria State Opera; federal and state are lower-case 
when attached to ministers (the federal Health Min-
ister), departments (the state Health Department) and 
any other nouns (the state Premier, the state Governor, 
the federal executive of the Labor Party; the state council 
of the Liberal Party; federal-state relations; the federal or 
state budget). One of the exceptions foreshadowed above 
is that we cap State in such formal references as suing 
the State of Victoria, the Governor of New York State. 

Government is capped as a noun both in the singu-
lar and the plural, e.g. the Spanish Government, the Fed-
eral and State Governments; government is lower-case as 

an adjective or in the abstract, e.g. a federal government 
decision (the second exception referred to above), Com-
monwealth government departments, the art of govern-
ment, when we were in government. 

 (iv) Political and parliamentary 
Cap the Australian and any other Parliament; lower-

case parliamentary and parliament in the abstract, e.g. 
the institution of parliament. Cap Federal Parliament (but 
federal parliamentary), State Parliament (state parliamen-
tary), the State and Federal Parliaments. 

Cap the Senate, the House of Representatives, the Leg-
islative Council, the Legislative Assembly, the House of 
Assembly, the House of Commons, the House of Lords etc. 

Cap the Council (i.e. Legislative), the Assembly, the 
Representatives (i.e. House of), the Reps (colloquial), the 
Lords, the Commons. 

Lower-case the upper house, the lower house. Use the 
House (capped) only for the Australian or US House 
of Representatives (so that we can speak of the Senate 
and the House). Use the house (lower-case) for other 
houses of parliament (lower-case, except the legislative 
buildings at Westminster, which are called the Houses 
of Parliament). 

The Government. Cap Prime Minister, Deputy Prime 
Minister (but acting Prime Minister); Premier, Deputy 
Premier (but acting Premier); Minister for (not of) Health 
etc; Deputy Minister for Health (but acting Minister for 
Health); Assistant Treasurer; Minister Assisting the Minis-
ter for Defence; Special Minister of (not for) State; Cabinet 
(but Cabinet secretary) and the plural, the Ministers for 
Health and Defence. Lower-case the minister (in isola-
tion, having used the full title earlier). Cap Leader of the 
House, Government Leader in the Senate etc. Also see 
the alphabetical entries MINISTERS and MINISTRY 
in the Lexicon. 

The Opposition. Cap Opposition Leader, Deputy Oppo-
sition Leader (but acting Opposition Leader). Lower-case 
leader (of a party), shadow minister and shadow cabinet; 
an Opposition frontbencher may be called the shadow 
minister for health or the Opposition spokesman on (not 
for) health — he/she is the spokesman/woman for the 
Opposition on health. Cap the Opposition, but lower-
case opposition as an adjective (opposition members); 
lower-case opposition in the abstract: an opposition must 
oppose; go into opposition, having lost the election. 

Members of Parliament. Senator Jones is a senator 
(lower-case), one of the senators. Smith is a member 
(lower-case) of Parliament (abbreviation MP). 

Independent MPs. Lower-case independent.
Parliamentary committees. Lower-case privilege com-

mittee, public accounts committee, the federal parliamen-
tary joint committee on foreign affairs and defence, the 
Senate standing committee on social welfare etc.

PREFACE
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Parliamentary officers. Cap the Speaker and the 
Deputy Speaker (but acting Speaker); the President and 
the Deputy President of the Senate or the Legislative 
Council; the Government (and Opposition) Whip and 
Deputy Whip; the Leader of the House (i.e. the minister 
appointed to manage Government business in the 
Representatives); the Opposition Leader in the Senate. 
Cap the Chairman of Committees (the chairman at later 
reference); he is an officer of Parliament, who presides 
when his house considers legislation in committee; the 
chairman of a parliamentary committee is lower-case. 

Parliamentary servants. Lower-case the serjeant-at-
arms (this spelling for the parliamentary official); the 
clerk of the Senate (or of the House, the Assembly etc); the 
usher of the Black Rod (cap Black Rod, for convenience, 
as it is also used as this official’s short title, e.g. the Gov-
ernor-General summoned Black Rod). 

International politics. Lower-case head of state and 
head of government (except in such cases as the Com-
monwealth Heads of Government Meeting). Follow the 
rules in this and the preceding section (iii), where 
applicable, for foreign politicians and institutions. Cap 
the President and the Vice-President (of the United States 
and other countries) and political titles such as Chan-
cellor, Chairman. Cap other parliaments: Congress, the 
Knesset, the Diet.

In US politics, cap titles of Cabinet members, e.g. 
the Secretary of State (for Agriculture etc), the White 
House Chief of Staff, the National Security Adviser. 

(v) Public Service 
Cap the Public Service (of the Commonwealth or a 

state); public servants work for it; they are in the Public 
Service or in public service.

Departments and instrumentalities. Cap the Depart-
ment of Foreign Affairs, the Noxious Weeds Board, etc. 
Also cap the short forms: Foreign Affairs (i.e. this 
department, as opposed to Treasury, Primary Industry 
etc).

Lower-case all Public Service titles: the permanent 
head of the Treasury, the secretary of the Department of 
Foreign Affairs and Trade, the chairman of the Broadcast-
ing Tribunal, the ombudsman, the chief commissioner of 
police, the state under-secretary, the director-general of edu-
cation, the auditor-general etc.

 (vi) Diplomatic
Lower-case ambassador, embassy, consul, consulate, 

high commissioner, high commission etc, even when the 
nationality is attached: the French ambassador; the Aus-
tralian embassy in Paris; the American consul; the New 
Zealand high commissioner. Similarly, first secretary, 
charge d’affaires, military attache etc. Also: the dean of the 
Diplomatic Corps.

 (vii) University 
Lower-case chancellor, vice-chancellor, dean of medicine, 

head of the physics department, the registrar, a professor of 
economics, a reader in modern history etc. Cap the honor-
ifics Professor Smith, Emeritus Professor Smith (but an 
emeritus professor); do not use chancellor, vice-chancellor, 
dean and similar titles as honorifics. Also see the alpha-
betical entry UNIVERSITY in the Lexicon.

 
 (viii) Religious 

Cap the name of a religious institution: the Roman 
Catholic Church, the Uniting Church. Lower-case a 
church, the church. Unless quoting a churchman, do 
not use the church as a generic term for the body of 
churches; say the churches.

Cap the names of churches (the buildings): St Paul’s 
Cathedral, St John’s Church, St Peter’s Basilica.

Cap religious titles when used in full, and lower-case 
when shortened: the Archbishop of Canterbury (then the 
archbishop); the Bishop of Bendigo (the bishop); the Mod-
erator-General of the Uniting Church (the moderator-gen-
eral); the Chief Rabbi of Jerusalem (the chief rabbi); the 
Dean of Melbourne (the dean). 

A special case is the Pope. This title is likely to be 
used at first and later references; and, used by itself, it 
is understood to mean uniquely the head of the Roman 
Catholic Church. For these practical reasons, it should 
be capped at every reference. The Coptic Pope, however, 
would become the pope at a later reference. Lower-case 
papal, papist and pontiff, supreme pontiff.

As honorifics with names, Cardinal, Ayatollah, Mon-
signor etc are capped, but lower-case the cardinal, the 
ayatollah, the monsignor etc.

Ordinary clergy in most non-Catholic churches are 
ministers and use the honorific the Reverend (do not 
abbreviate as the Rev.). Say the Reverend Gary Shearston 
(not Mr) at first reference, and Shearston at later refer-
ences. Some non-Catholic clergy do not use Reverend; 
where possible, check with the person concerned. 

Ordinary clergy in the Roman Catholic Church are 
priests and have the honorific Father (do not abbreviate 
as Fr).

Anglican clergy are sometimes called priests, and 
some use the honorific Father. Where possible, check 
this with the minister concerned.

It is usually not necessary to use the honorifics Very 
Reverend, Right Reverend, Most Reverend with the 
names of higher clergy, as their status is sufficiently 
indicated in their titles: the Roman Catholic Archbishop 
of Melbourne, Sir James Brown; the Anglican Archbishop 
of Sydney, Dr John Lee Hooker. Where it is desired to 
use one of these honorifics, care must be taken to get it 
right. Usage varies, not only from church to church but 
from country to country and from time to time. 

The Anglican Church uses the Most Reverend for the 
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Archbishop of Melbourne/Sydney/Brisbane/Adelaide, 
Perth/Hobart and the Right Reverend for other bishops 
in the diocese.

The Roman Catholic Church uses the Most Reverend 
for the Archbishop of Melbourne/Sydney/Brisbane etc 
and for other bishops. It no longer uses the Right Rever-
end for its monsignors, but simply the Reverend.

 
 (ix) Legal 

Cap the names of courts, including the Magistrates 
Court.

Judges. Cap the Chief Justice of Australia, the Chief Justice 
of the High Court, the Chief Justice of Victoria, the Chief Jus-
tice of the Supreme Court; the Chief Judge of the Federal Court, 
the Chief Judge of the Family Law Court, the Chief Judge of the 
County Court. Cap Master Jones in the Supreme Court, but 
lower-case a master of the Supreme Court. 

 Magistrates. Cap the Chief Stipendiary Magistrate 
in New South Wales (the Chief Magistrate elsewhere). 
Lower-case the magistrate, the coroner, the bail justice. 

Law officials. Cap the Attorney-General (following 
style for government ministers) but lower-case other 
law officials (following style for public servants): solici-
tor-general, Crown solicitor, public solicitor, director of pub-
lic prosecutions, Crown prosecutor, prosecutor, sheriff of the 
Supreme Court, clerk of the Magistrates Court, prothono-
tary, bailiff, tipstaff etc. 

Cap any specific royal commission (the Royal Com-
mission on Fruitfly Eradication) but not royal commis-
sioners (Justice Smith, the royal commissioner inquiring 
into fruitfly eradication). Lower-case royal commissions 
in general. Also see the alphabetical entry ROYAL 
COMMISSION in the Lexicon.

Counsel is singular and plural (not counsels), and it 
is customary to use it without an article: John Smith, 
counsel (not the counsel) for the Browns. But Queen’s 
counsel takes an article: Smith has been made a Queen’s 
counsel. She will become a Senior Counsel in May.

Lower-case full when applied to any court (other than 
the State Full Court): the full High Court, the full Federal 
Court, the full Supreme Court.

Lower-case bench and full bench. At first reference 
use a full bench (not the full bench): A full bench of the 
Supreme Court ruled … At a later reference: The full 
bench also said …

Judges of the High Court, the Federal Court, the 
Family Law Court, the Supreme Court and equivalent 
jurisdictions have the honorific Justice. Judges in these 
jurisdictions should not be called Judge Smith (but the 
judge is correct).

Judges of the County Court and equivalent jurisdic-
tions have the honorific Judge.

In most jurisdictions, a judge who leaves the bench 
does not retain a judicial honorific; he becomes, say, 
Sir John Smith, the former Supreme Court judge, or John 

Smith, QC, a former judge of the County Court. An excep-
tion is the District Court of New South Wales, whose 
former members retain the honorific Judge. 

 (x) Arbitration 
The Australian Industrial Relations Commission is 

for most purposes the Industrial Relations Commis-
sion. It has a president, two vice-presidents, a gaggle of 
senior deputy presidents and deputy presidents (none 
of whom should be called the deputy president) and a 
number of commissioners.

The president and any of the six senior deputy presi-
dents may or may not be judges of the Industrial Rela-
tions Commission, but for our purposes this is not 
relevant.

For senior deputy presidents and deputy presidents, 
follow normal style: full name initially, then surname 
only. A deputy president of the Industrial Relations Com-
mission, Nicholas Way, and then Way told the parties …

Commissioners should be described as an industrial 
relations commissioner, Hugh Brodie, or Commissioner 
Hugh Brodie of the Industrial Relations Commission.

As in court style, lower-case bench and full bench, and 
say at first reference a full bench (not the).

Other arbitration references: Lower-case the coal 
industry tribunal and similar titles. Most states have 
their own industrial relations commissions.

 (xi) Police 
Cap the New South Wales Police, the Victoria Police, the 

Australian Federal Police (also the Federal Police) or the 
full name of any other police force, but lower-case the 
police force.

Lower-case branches and squads: criminal investiga-
tion branch (but CIB), traffic control branch, homicide 
squad, transit police, special operations group. 

Lower-case titles: chief commissioner, assistant commis-
sioner for crime, metropolitan crime co-ordinator.

Do not abbreviate ranks (it leads to dotty and difficult 
forms like Sen. Sgt. and Det. Supt.). After first reference, 
honorifics are not used.

 (xii) Armed Services 
Cap the full names of the services: the Australian 

Army; the Royal Australian Navy, the Australian Navy; 
the Royal Australian Air Force. But lower-case the army, 
the navy, the air force. Cap Army Reserve. The combined 
services are the Australian Defence Force (not Forces); 
also the Defence Force.

Service ranks. Do not abbreviate them (Pte, PO, 
Capt., Lieut.-Gen. etc.). After first reference, honorifics 
are not used.

Acting ranks. Lower-case acting in forms such as act-
ing Major John Smith where necessary, but it is correct 
simply to attribute the rank to one who is acting in it.
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 (xiii) Municipal 
Cap the Lord Mayor (of Brisbane etc), the Mayor (of 

Armidale etc), the (Flinders etc) Shire President. Lower-
case a councillor, the alderman, chief executive, shire clerk, 
city engineer etc. Spell out and cap Councillor and Alder-
man used as honorifics. It is not customary in Australia 
to use Mayor as an honorific; where it is necessary to 
do so, as it sometimes may be in American copy, cap it: 
Mayor Bloomberg. 

PREFACE
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A
a/an. Use a before all words beginning with a 

consonant sound, including the aspirate h: a hotel, a 
historic site.

Use an before words beginning with a vowel sound: 
an heir, an honour, an hour.

Use a or an before sets of initials according to sound: 
an RAAF aircraft, an ALP member; but a THC meeting, a 
VFL game.

Use a or an before figures according to sound: a 
$5000 prize, but an $8000 prize; a two-kilometre stretch, 
but an 1800-kilometre flight.

Also see ARTICLES in Style Pointers. 
a number of. Vague and inadequate. What is the 

number? Prefer some, several, a few, many. 
ABARE. It stands for the Australian Bureau of Agri-

cultural and Resource Economics. As the name can be 
pronounced, we say ABARE, not the ABARE. Subs note 
the small caps.

a’Beckett Street (Melbourne)
abbreviations. See Style Pointers section.
ABN-AMRO. Subs note the hyphen and small caps.
Abo. Not to be used except when attributing the term 

to bigots who use it.
Aborigine (noun), Aboriginal (adjective). Cap them 

when we are talking about Australian Aborigines. Lower-
case when talking about the aborigines (original inhabit-
ants) of some other region. See BLACKS; RACE AND 
NATIONALITY in Style Pointers.

★ about. Not approximately or around when used as a 
preposition of time or quantity. Avoid at about. Also see 
OVER.

abridgement. Not abridgment.
ACCC.  The Australian Competition & Consumer 

Commission. (The consumer always comes last.) Note 
the ampersand. As the name cannot be pronounced, we 
say the ACCC, not ACCC. 

access. Except in computer terms, and in quoted 
speech, avoid using as a verb.

accessory to a crime; before, after the fact. 
accommodation. Double c and double m. Not acom-

modation, acomodation, or accomodation.
according to. Prefer says.
Achilles’ heel. A weak or vulnerable point. Note the 

cap A and the apostrophe.
acknowledgement. Not acknowledgment.
★ ACNielsen. And ACNielsen.consult.
ACOSS. The Australian Council of Social Service, not 

Services. As the name can be pronounced, we say ACOSS, 
not the ACOSS. Also VCOSS (Victorian Council of Social 
Service) and NCOSS (NSW Council of Social Service) . 
Subs note the small caps in each case.

acquired immune deficiency syndrome. Abbreviate as 
AIDS. Subs note the small caps. 

acronyms. See Style Pointers section.
Act/act (of Parliament). The act, an act, lower-case; 

but the Crimes Act. Similarly, the Fertiliser Subsidy Bill 
but the bill.

acting. When used with a title that is capped, keep it 
lower-case: acting Prime Minister, acting Premier.

actor. As a general rule, the one word covers male and 
female actors. 

ACTU congress 
actually. Usually superfluous.
AD. For Anno Domini (in the year of the Lord, not after 

death). See YEARS AD, BC in Style Pointers. 
ad (no full point). Abbreviation of advertisement. Do 

not use advert.
adaptation. Not adaption.
add, adds, added. Do not use for say, says, said.
★ address (as in addressing issues). Prefer handle 

issues, tackle them, deal with problems, face them, look at 
them, talk about them.

addresses. See NAMES AND ADDRESSES; PLACE 
NAMES; STREETS in Style Pointers.

adjacent. It is an adjective, not a preposition. An 
adjacent building, not a building adjacent to the road. Say 
next to, beside, alongside, near. 

administration. Lower-case, as in the US administra-
tion. But the US Government.

admit, admits, admitted. Often can carry a false 
impression of wrongdoing, as can concede. Say, says, said 
is usually enough. Also see CLAIM. 

ADSL. asynchronous digital subscriber line.
adviser. Not advisor.
aesthetic. Note the ae. Do not confuse with ascetic.
affect/effect. The verb affect means to influence, move, 

touch, produce an effect on: The tax reforms affect everyone. 
The verb effect means to bring about, accomplish, cause 
to exist or happen. The noun is almost always effect (the 
noun affect is a psychiatric term). 

afflict/inflict. People are afflicted with disease, but 
injuries are inflicted on them.

Afghan. As noun and adjective. Not Afghani.
aficionado(s). Not afficionado(s).
Afrikaans. Afrikaners speak Afrikaans.
afterwards. Not afterward.
ageing. Not aging.
age pension. Not old-age pension or old-aged pension.
agenda. Avoid, except in its true sense, as in We agreed on 

the agenda for tomorrow’s meeting. When you do use agen-
da, treat it as a singular word, and agendas as its plural.

AgentNET 
ages (past). Cap Stone Age, Iron Age, Middle Ages etc. 

See HISTORIC in Style Pointers.
aggravate. It means to make worse. Do not use for  

irritate. 
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agnostic/atheist. An agnostic is a person who believes 
it is impossible to know if there is a god. An atheist is a 
person who believes there is no god. 

★ ahead of. This refers to place, not time. So, There 
were two cars ahead of me, but not They discussed policy 
ahead of the council meeting. Ditto on the back of.

aide (nursing, presidential etc).
AIDS. For acquired immune deficiency syndrome. Also: 

the AIDS Taskforce.  Subs note the small caps.
airbag. One word.
air base. Two words. 
air-conditioned, air-conditioning
aircraft. Aircraft, aeroplane, plane (no apostrophe) are 

acceptable. Aircraft is also generic, covering aeroplanes, 
helicopters and lighter-than-air craft. Use hyphens in 
aircraft types: F-18, MiG-21 etc. Also see F-18.

aircraft fuel. Not avgas. 
★ air fare. Two words
air force. Two words. 
Air-India. Hyphen is part of proper name. Indian Air-

lines is a separate company.
airlift. One word. It should be reserved for large-scale 

operations, e.g. the Berlin Airlift; an airlift of food and 
medical supplies to the flood zone. Avoid it as a verb; rather 
than the survivors were airlifted to safety, say they were 
flown to safety. 

airline. And airport, airstrip, airfield, airmail, airman, 
aircrew — one word. But air base, air fare, air freight, air 
passenger, air space, air terminal, air time, air waves etc. 

Air Niugini. The Papua New Guinea airline. Not Air 
Nuigini.

airport. Cap as part of proper name, for example, 
Melbourne Airport, Sydney Airport, Brisbane Airport. And 
prefer these names to suburban references such as Tul-
lamarine, Mascot, Kingsford Smith, Eagle Farm.

★ al Qaeda
alibi(s). An alibi is a plea of having been elsewhere 

when a crime was committed. Not to be used as an alter-
native to excuse or explanation.

Alice, the. Meaning Alice Springs. Lower-case the.
Alfa Romeo
algae, the plural of alga. Blue-green algae ARE spreading. 
all or all the, rather than all of the. But Not all of us agree.
alleged. A useful writ-saver when used judiciously and 

specifically: the alleged offence, the alleged rape, the alleged 
libel, the alleged fraud. But it is pointless to say someone 
is being tried for alleged fraud. Even if the defence con-
tends that no fraud was committed, there is no question 
that the accused is being tried for fraud and the jury try-
ing the charge will decide whether he is guilty; he faces 
a fraud charge, and his trial is a fraud trial. These terms  
are objective, and safe. Similarly, a magazine is sued for 
libel (not sued for alleged libel) and a writ claims damages 
for libel. 

Allens Arthur Robinson. The result of a merger of 

Allen Allen & Hemsley and Arthur Robinson & Hedder-
wicks. Call it Allens after first mention.

all right. Not alright.
all-time. Never describe anything as an all-time record 

or an all-time high. See EVER; RECORD TIME.
allude. Not to be confused with refer. To allude to some-

thing is to speak of it without direct mention. To refer to 
something is to mention it directly.

almanac. But Whitaker’s Almanack and Wisden’s Crick-
eters’ Almanack.

almost doubled/almost halved. Prefer rose/fell by x%. 
almost never. Prefer seldom, rarely or hardly ever. 
alongside (a ship, wharf etc). Not alongside of. Also see 

OUTSIDE OF.
also. If you find yourself using also in every time a 

new point is introduced, use point form instead.
alternate (adjective). Not to be used for alternative. It 

means being taken, done etc by turns. Thus: He went to 
Europe each alternate (every second) year. But: He chose 
an alternative course (another one open to him).

Also: alternate (in the sense of deputy, substitute) chair-
man, director, delegate etc. Alternating current.

alternative (noun). One of a pair or set of choices. 
Despite the popular misconception, there can be more 
than two alternatives.

Alumina Limited
am/pm (no full points). Lower-case and close up to 

the numeral they accompany: 2pm, 7.35am. See TIME 
in Style Pointers.

America’s Cup. It is possessive because it was first 
won by the yacht America. But Americas Cup in golf; the 
Americas in the continents of North America and South 
America (including, of course, Central America).

amid. Not amidst.
amok. Not amuck.
among. Not amongst. See BETWEEN. 
ancillary
and. Usual punctuation: She plays cricket, golf and foot-

ball. Sometimes, for clarity, it is helpful to use a comma 
before and: Follow the dry gully, the creek as far as the 
waterhole, and the track up the hillside. 

and which, and who. See WHICH (AND WHICH) in 
Style Pointers. 

Andersen, formerly Arthur Andersen. Now extinct.
animal breeds. See BREEDS in Style Pointers.
annex (verb), annexe (noun)
Ansett Australia, not Ansett Airlines. It failed in Sep-

tember 2001.
Antarctica. Or the Antarctic. And Antarctic is the adjec-

tive. Do not omit the first c, imitating the way some peo-
ple pronounce these words.

antecedents. In the most common correct usage, your 
antecedents are your past history (in police jargon, your 
criminal history).

antenna. Plural antennas (of insects, radio etc). 
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anticipate. It means to act before. Noah anticipated the 
flood by building a boat. Not to be used for expect.

any. Usually superfluous.
any more. Two words.
ANZ Banking Group. Abbreviate as ANZ after first 

mention, not the ANZ.
ANZSIC. The Australian and New Zealand Standard 

Industrial Classification system, as used by IBISWorld. 
Subs note the small caps.

ANZAC. For the Australian and New Zealand Army 
Corps of World War I. ANZAC Day. ANZACS (troops of 
the corps; also Australian and New Zealand troops in 
any later alliance, as in Vietnam). Subs note the small 
caps.

apartheid. Not aparthied.
APEC. The Asia-Pacific Economic Co-operation forum. 

With a hyphen between Asia and Pacific. Subs note the 
small caps.

appal, appalled, appalling
apparatus(es)
appeal. Do not use the American form appeal the deci-

sion; say appeal against the decision, verdict, case etc. See 
PROTEST.

appendixes. Not appendices.
approximately. Do not use when about will do.
April Fools’ Day 
archaeology. Not archeology.
archdiocese. The Roman Catholic archdiocese of Bris-

bane, but the Anglican diocese of Brisbane. 
Argentina or the Argentine Republic, not the Argentine. 

The people are Argentinian(s). The adjective is also 
Argentinian. 

★ arguably. Meaningless.
Armadale (Victoria and WA), Armidale (NSW) 
Armenia 
Arnott’s, the biscuits and the company
★ around. Not to be used in place of about. Say about 

13%, not around 13%.
artefact. Not artifact.
Arthur Robinson & Hedderwicks. After a merger with 

Allen Allen & Hemsley, this top-tier law firm is known as 
Allens Arthur Robinson. Call it Allens after first mention.

artillery. See FIREARM.
artist, typist. No final e to form the feminine.
ASEAN. Association of South-East Asian Nations. Subs 

note the small caps.
ASGARD. The mastertrust. Subs note the small caps.
Asia-Pacific region (with a hyphen). Not the Asia–Pacific.
Asian financial crisis of 1997-98
ASIC. Australian Securities & Investments Commission 

(formerly the ASC). As the name can be pronounced, we 
say ASIC, not the ASIC. Subs note the small caps.

aside from. Prefer apart from.
ASIO. Australian Security Intelligence Organisation. 

As the name can be pronounced, we say ASIO, not the 

ASIO. Subs note the small caps.
ASIS. Australian Secret Intelligence Service. As the name 

can be pronounced, we say ASIS, not the ASIS. Subs note 
the small caps.

ASSIRT. The funds management research group. Subs 
note the small caps.

ASPAC. Asian and Pacific Council. Subs note the small 
caps. 

Aston Martin. Not Austin Martin.
ASX. Australian Stock Exchange. And the S&P/ASX 

100, S&P/ASX 200, but ASX All Ordinaries.
at about. Vague in the extreme. Say about.
Attorneys-General. Should be capped when refer-

ring to specific people: The Attorneys-General of  
all States and Territories will meet tomorrow. But use 
lower-case in the general sense: We see attorneys- 
general come and go. See PLURALS (of compounds)  
in Style Pointers, and Preface (Ranks, Titles and  
Capitals). 

Aussie. Avoid it, and Oz. Never say Aussie dollar, little 
Aussie battler or the Aussie.

Australian Competition & Consumer Commission. 
Note the ampersand. Abbreviate as the ACCC.

Australian Football League. Abbreviate as the AFL, 
the league (lower-case). The governing body is the  
AFL Commission (the commission, and commissioners). 

Australian Performing Right Association (not Rights). 
Abbreviate as APRA. As the name can be pronounced, 
we say APRA, not the APRA. Subs note the small caps.
Not to be confused with:

Australian Prudential Regulation Authority. Abbrevi-
ate as APRA. Subs note the small caps. Not to be con-
fused with the Australian Performing Right Association.

Australian Rugby Union. Abbreviate as ARU. 
Australian rules football
Australian Securities & Investments Commission. 

Note the plurals and the ampersand. Abbreviate as 
ASIC. Subs note the small caps. As the name can be pro-
nounced, we say ASIC, not the ASIC.

Australian Taxation Office or Taxation Office, but tax 
office. Abbreviate as the ATO after first mention.

author. Do not use as a verb. 
auxiliary
average. An average is an exact figure, not an approxi-

mation. Do not say an average age of about 25.
awards (book, film, TV etc). Lower-case the categories 

in which they are given: best film, best supporting actress, 
best short story etc. 

AWB. Formerly the Australian Wheat Board.
Axa, not AXA or AXA.
Ayers Rock. No apostrophe. Prefer Uluru. 
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B
baby boom, baby boomer. But use a hyphen when 

adjectival: the baby-boomer market. Baby boomers were 
born between 1946 and 1961.

bacillus. Plural bacilli.
back, (as in on the back of). No. Say because of, or as a 

result of.
back off. You may back off from a decision or back 

away from it, but you cannot correctly back off it. 
backbench/back bench. One word as adjective (four 

backbench MPs), two as noun (on the back bench, the 
back benches); backbencher, one word.

backblocks
back burner. A cliche.
backlash
backlog
backyard/back yard. One word as adjective (the back-

yard car dealer), two words as noun (back in my old back 
yard).

bacterium (singular), bacteria plural. 
Baghdad 
Bahrain
Baker & McKenzie. No comma.
balance (work-life). Not work/life.
★ bale/bail. Bale of wool, hay. Bale out a boat; bale 

out of an aircraft. But bail your mother out of jail. 
Ballarat. This spelling for the city and the electorate.
ballet. It is the Australian Ballet, not the Australian 

Ballet Company.
ballot, balloted, balloting
ball park. Jargon. Prefer a rough or approximate fig-

ure; about $50,000; an estimate. 
Band-Aid. A trade name. Usually prefer adhesive plas-

ter. It must be capped in the figurative usage a Band-
Aid solution. See TRADE NAMES in Style Pointers.

BankWest. The Bank of Western Australia.
bar (legal and parliamentary). Called or admitted to 

the bar (lower-case), but the Bar Council. Similarly, the 
bar of a house of Parliament. 

barbecue. Not barbeque, barbie, BBQ or bar-b-q. But 
Barbeques Galore.

barcode, barcoded, barcoding
Barkly Street (St Kilda). And the Barkly Tableland 

(Queensland), the Barkly Highway.
bar mitzvah and (for girls) bat mitzvah.
baronets are not barons, nor are they members of 

the nobility. 
 baroque. Lower-case in baroque music, style etc. But 

the Baroque period. See HISTORIC in Style Pointers. 
based, (as in a Brisbane-based car dealer, a Sydney-

based doctor). Say a Brisbane car dealer, a Sydney doctor.
basis, as in the often wasteful phrase on a … basis. 

This can usually be broken down to the core word. On 
a part-time basis means part-time. On a regular basis 
means regularly. The result is simpler, more direct. 

★ basis points. A basis point is 0.01%. So, if an 
interest rate rises from 8.55% to 8.56%, we say it has 
risen one basis point. Although apparently insignifi-
cant, the movement of basis points can mean the dif-
ference between profit and loss. See PER CENT in 
Style Pointers.

Basle (Switzerland)
bassinet. Not bassinette.
bastardry. Obnoxious or unpleasant behavior.
bastardy. Illegitimacy, the condition of being a bas-

tard.
bated breath. Not baited breath. 
battlefield
battleship. See SHIPS in Style Pointers
baulk. Not balk. 
BC. For before Christ. 
★ beg the question. It does not mean raise the ques-

tion, lead to the question. Begging the question is the 
logical fallacy of attempting to prove something by 
assuming the truth of the thing that has to be proved, 
e.g. Parallel lines never meet because they are parallel. As 
most people do not understand the concept of begging 
the question, avoid using the phrase.

behind the eight ball. It means snookered, cornered. 
One BRW reporter once wrote behind the ape ball.

Beijing. Not Peking.
beleaguered. Not beleagured. Commonly mis-spelled. 

And frequently overused, for any politician, football 
coach, entrepreneur or other individual having a hard 
time. Do not use except in reported speech. 

believe. The use of believe as in he is believed to be 
planning a takeover is a prime example of old-fashioned 
journalese. It usually indicates sloppy, unsourced com-
ment and should be avoided. If something is only 
rumoured, we should not be reporting it; if it is fact, 
we should not hedge. See UNDERSTAND.

Bellingen (NSW) is on the Bellinger River.
bench, full bench. Lower-case. Be wary of the phrase 

the full bench. Full benches of the High Court, the Fed-
eral Court, the Supreme Court, the Industrial Relations 
Commission etc are rarely the full membership of the 
jurisdiction; usually they are made up of three or more 
members selected for a case.

 Say, at first reference: a High Court full bench; a full 
bench of the Industrial Relations Commission. At further 
references, such a bench may be called the full bench. 

 SPECIAL CASE: Combinations of Supreme Court 
or Federal Court judges sit as the full Supreme Court or 
the full Federal Court. 

benefit, benefited. Not benefitted.
Bernanke, Ben. The chairman of the Federal Reserve 

Board in the United States.
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beside (at the side of), besides (in addition to)
best-seller. Noun and adjective.
between. The rule is: between two things, among more 

than two things. But commonsense exceptions must 
be made, e.g. Switzerland lies between Italy, France and 
Germany. A recognised exception is with words such 
as treaty, pact, agreement, contract implying one-to-
one relationships as well as the over all relationship 
between the things named: a treaty between Australia, 
New Zealand and the United States; a contract between 
Jones, Smith and Brown. 

 Note: between 1960 and 1970 (not between 1960-70), 
and always between five and 10 (not between five to 10). 

Beverley (NSW, SA and WA), Beverly Hills (Los 
Angeles and Sydney)

BHP Billiton. No hyphen. See BUSINESS NAMES 
in Style Pointers. 

biannual. Twice a year (and semi-annual means the 
same); biennial means lasting for or taking place every 
two years. Bi- is correctly used in these Latin-derived 
forms, but do not connect it to English words of time; 
bi-monthly might mean twice monthly or every two 
months; say twice monthly, twice weekly. 

biased. Not biassed.
Bible, the. With a cap. But biblical. And Wisden is the 

cricketer’s bible (no italics).
bicentenary/bicentennial. Note the -n- in one case 

and -nn- in the other. Either word may be used as an 
adjective or as a noun, but they should not be used 
interchangeably. A bicentenary is a 200th anniversary; 
bicentennial means lasting for or taking place every 200 
years. 

 Correctly, Australia’s 1788–1988 celebration was of 
a bicentenary, though the organisation set up to run it 
was called the Australian Bicentennial Authority. 

biennial. See BIANNUAL.
bid. Unless you are talking about an auction, a card 

game, the stockmarket, contract tenders or something 
similar, avoid it in text. In a back-formation from 
headlines, it is used by some people as the all-purpose 
substitute for many good words, including try, attempt, 
move, effort, offer. In headlines, try to give it a rest. 

Big Ben. The bell, not the clock, in the tower of the 
House of Commons.

★ big four accounting firms. At time of writing they 
are Deloitte Touche Tohmatsu, Ernst & Young, KPMG 
and PricewaterhouseCoopers. Watch for variations 
overseas. No need to cap big four.

bilateral. A vogue word that rarely contributes any-
thing to its context (usually talks). It is usually enough 
to say that America and Russia, or the Government 
and the ACTU, are talking. In the context of wider rela-
tions between several parties, bilateral can be useful in 
referring to dealings between two. Similarly, trilateral, 
quadrilateral. See BIPARTISAN; UNILATERAL. 

bill (dollar). This term has no place in Australian 
tradition. It has been used of Australian currency only 
since the change to dollars, in line with our tendency 
to ape American expression. We should use $20 note 
etc, rather than $20 bill. 

Bill/bill (parliamentary). The bill, a bill, lower-case. 
But the Abortion Bill. Similarly, Act/act.

billion. By a billion, we mean a thousand million, not 
a million million. See FIGURES in Style Pointers.

bipartisan. A vogue word that has its uses but should 
not be allowed to supplant simpler options such  
as agreed, common, two-sided, joint, undisputed. See 
BILATERAL; UNILATERAL. 

bird’s-eye view. But Simplot Birds Eye foods.
birthday. For people. Anniversary for institutions and 

other things.
Bjelke-Petersen
black, blacks (racial). Lower-case. See RACE in Style 

Pointers.
black box (data, flight or voice recorder). Do not use 

this silly cliche; aircraft flight recorders are not neces-
sarily black. Large aircraft carry a cockpit voice recorder 
and a flight data recorder.

BlackBerry. A telephone device.
blackmarket, blackmarketing, blackmarketeer
blackout (noun), black out (verb). 
Blake Dawson Waldron. No comma. Call it Blakes 

after first mention.
bloc. Combination of parties, nations etc.
blood-alcohol reading. Use a hyphen in the com-

pound adjective. Express readings as .05%, .08% etc 
rather than the usual decimal style (0.05%). 

blowout
boardroom
boat. For small craft. Do not use for ship. See SHIPS 

in Style Pointers.
body-builder
bogey (in golf; plural bogeys, past participle bogeyed), 

bogie (railway undercarriage), bogy (bogyman, ghost; 
plural bogies). Also: Colonel Bogey.

bona fides (noun) means good faith; it is singular 
(His bona fides was questioned); bona fide (adjective and 
adverb) means genuine(ly), sincere(ly). Prefer the English.

bon mot. It means a witty saying. Plural bons mots.
bookkeeper
bookmaker
boost. Overused to the point where it has come to 

mean any rise, increase or lift. Do not use it unless you 
mean that something has been increased greatly or 
suddenly.

Boost Juice Bars
Bosporus. Not Bosphorus. The strait surrounded by 

Turkey where Europe and Asia converge.
boss. Do not use boss for employer, management etc 

except in consciously colloquial references: the boss’s time; 
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you’re the boss. The term union boss, lifted from America 
where it has special connotations of corruption, could be 
defamatory. Do not use it of union leaders. 

★ both. This word is often used superfluously. If 
you merely wish to report that Tom and Dick are here, 
it is unnecessary to insert both. Use both if you need 
to emphasise the possibly surprising or important fact 
that not just one but the two of them are here. 

both agree. If two people agree on something, they 
agree. There is no need to say they both agree.

both … same. A common tautology: Smith and Jones 
both came from the same country town, Toongabbie. Drop 
either both or same from this sentence and, with minor 
adjustment of punctuation, it conveys all that was 
intended.

boulevard. Not boulevarde,
Boutros-Ghali, Boutros. The former Secretary-Gen-

eral of the UN is Dr Boutros Boutros-Ghali.
boyfriend 
boy scout
brackets. When bracketing words within a sentence, 

place the punctuation outside the brackets: He drives 
a hard bargain (for a man who claims to be an altruist). 
But when bracketing a whole sentence, place the punc-
tuation inside: (He drives a hard bargain, for a man who 
claims to be an altruist.) These are similar to the rules 
for punctuating whole or partial quotes. See QUOTES 
(punctuation of) in Style Pointers. 

brahman. Hindu priestly caste. Also a breed of cattle.
breakaway, breakthrough. As noun, one word; as 

verb, two words (no hyphen). Breakthrough, an over-
worked word, must be used with extreme care in sci-
entific copy — particularly that dealing with medical 
research. 

breaking-point
break-out. As a noun, hyphenated. 
break out. As a verb; two words. 
breath test. Use this term, not the trade name Breath-

alyzer unless you are talking specifically about Breatha-
lyzer equipment. Also see BLOOD-ALCOHOL. 

breeds (of animals). Lower-case all words in the 
names of breeds except those words that are proper 
names: fox terrier, mud crab, red emperor, sugar glider, 
thoroughbred; but Aberdeen Angus, Alsatian, Australian 
Illawarra shorthorn, Clydesdale, German short-haired 
pointer, Hereford, Jersey, Murray grey, Pekinese. 

bricklayer
briefcase
★ Britain (or Great Britain) the is island containing 

England, Wales and Scotland, plus Northern Ireland. 
The country is the United Kingdom of Great Britain. 
For most purposes, use Britain for the country and the 
island. It is rarely necessary to use the terms Great Brit-
ain or the United Kingdom. 

BRL Hardy. Now the Hardy Wine Company.

broadcast. For the present and past tenses.
broadcasting. The word covers radio and television, 

so do not contrast broadcasting and television. But the 
Federation of Australian Commercial Broadcasters covers 
radio stations; most TV broadcasters belong to the Fed-
eration of Australian Commercial Television Stations. 

Broadmeadows (Victoria). But Broadmeadow (NSW) 
and Broadmeadow, Broadmead, Broadmere (all Queens-
land). 

broker (noun). One word for stockbroker, sharebroker, 
pawnbroker, powerbroker. But two words for commodities 
broker, livestock broker and any other that would make a 
clumsy single word. 

broker (verb). If you broker a deal, you act as a go-
between. So: Clinton brokered the deal between Israel and 
the Arabs. But not: Israel brokered a deal with the Arabs.

BRW. The magazine’s title is BRW, not Business 
Review Weekly (which must not be used except in his-
torical references). 

BRW lists. When referring to BRW lists in copy, 
render the names in italics: BRW Rich 200, BRW Fast 
100, BRW1000. The BRW can be dropped after first 
mention. 

BRW sections. When referring to BRW sections in 
copy, render the names in italics: Accountancy, Portfolio, 
Managing, Innovation, Slithershanks, Trends, If the sec-
tion has a two-word name, both words take initial caps: 
Emerging Companies, Living Well, Cover Story. Rich 200, 
Fast 100, BRW1000. 

★ budget. The federal budget, the state budget. 
Lower-case in every case.

budgetary
Buffett, Warren. Not Buffet, nor Buffetts.
build. It has a particular meaning. Do not use for  

create, develop or establish.
builders. Make two words (no hyphen) of such 

terms as house builder, empire builder, bridge builder. But 
hyphenate body-builder. Also see GROWERS in Style 
Pointers. 

building. As NOUNS, make two words (no hyphen) 
of house building, empire building, bridge building and 
all other cases that follow from the preceding entry. As 
ADJECTIVES, use hyphens in house-building statistics, 
empire-building colonials, bridge-building engineers etc. 
Also see GROWING in Style Pointers. 

Bulla. But Mount Buller.
bulldog
bullet. See FIREARM.
bull’s-eye 
bunkum
bureaus. Not bureaux. 
burned, for people, burnt for trees, buildings, etc. 
Bush, George W. When talking about the US Presi-

dent, we need the middle initial to specify that we 
mean the son of President George Bush, who is also 
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known as George Bush senior.
bushfire. But grass fire, scrub fire. Avoid the American 

term wildfire.
business names. BRW does not use company type 

signifiers such as Ltd, Pty Ltd, Plc or Holdings unless 
they are essential to identify the entity we are talking 
about: News Corporation (the international company) 
as opposed to News Limited (the Australian interests), 
or to avoid ambiguity (Alumina Limited). We do not use 
NL for mining companies, even at first reference.

business names (verb number). Treat all companies 
as singular: BHP Billiton is likely to make a profit, but 
Wesfarmers is not.

businessman. And businesswoman, but business peo-
ple, business manager etc. And: small-business man, 
small-business woman, small-business people etc.

but. Often unnecessary, but still preferable to  
however (see entry for however).

buyout. One word.
buzzword. One word, but better avoided.
by and by, by the by
byelection. And bygone, bylaw, byline, bypass, byplay, 

byproduct, byroad, bystander, byway, byword. 
Byelarus. Formerly Byelorussia. 

C
Cabinet. Capped when used in the context of Federal 

Cabinet, State Cabinet, but not shadow cabinet.
Cabinet secretary 
caesarean (birth). Not caesarian. Lower-case.
caesium. The element. Not cesium. 
Cairns Group. Cap this acquired proper name for the 

group of nations advocating free trade. 
calibre. Refers to the diameter of a bullet or shell or 

the barrel diameter of a firearm; not weight or power. 
Say large calibre or small calibre, not heavy calibre or light 
calibre. 

callous means cruel, uncaring; not to be confused 
with callus, which means thick skin: calluses on his 
palms, callused hands.

call-up (noun, adjective), call up (verb)
Calvary/cavalry. Not to be confused. 
Cambodia. Not Kampuchea. 
Campbelltown (Victoria, NSW and SA), Campbell 

Town (Tasmania)
cannon. Singular and plural. Not cannons. See FIRE-

ARM.
cannot. One word. Avoid can’t, unless in direct 

quotes.
canon. A law or rule, particularly of a church. Also 

an ecclesiastical rank. 
canvas (fabric), canvass (solicit votes etc) 
Cape Town (South Africa)
Cape York and Cape York Peninsula (Queensland), 

Yorke Peninsula (South Australia) 
capital gains tax. No hyphen. Abbreviate as CGT.
Capital Hill (Canberra), Capitol Hill (Washington). 

Canberra and Washington are capitals, but the US Con-
gress meets in the Capitol (building).

capsize. Ships and boats capsize; cars turn over or roll 
over; adjectivally, they are overturned. 

carcase. Not carcass. 
careen/career. Two verbs not to be confused. The 

first is a nautical term that means to heel a boat on its 
side for cleaning. (There is a Careening Cove in Sydney 
Harbour.) The second means to move wildly at high 
speed.

car park. And car yard.
Carlton & United Beverages. Part of Foster's Group.
cartridge. See FIREARM.
case-mix. The despised hospital funding system.
cashflow. One word. Not cashflows.
castor (oil, sugar, bottle, wheel on furniture)
Catch-22. Life has many problems, some dilemmas, 

but few Catch-22s.
categorical. Do not use for emphatic.
Catholic. See ROMAN CATHOLIC.
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cat’s-paw (meaning someone used by another or  
patterns on water)

cattle breeds. Cap breeds that are proper names, such 
as Illawarra shorthorn, Aberdeen Angus. See BREEDS in 
Style Pointers.

cattle stealing. The preferred term. See RUSTLING.
Caucasian (racial). Capped. See RACE in Style Point-

ers.
caucus. Lower-case.
caulk. Not calk. 
CD-ROM. ALSO ROM AND RAM.
ceasefire (noun), cease fire (verb)
celsius. The measure of temperature, not centigrade.
cement. The binding medium used with sand and 

screenings (stone, gravel etc) to make concrete, or with 
sand to make mortar. So: a concrete structure; a concrete 
road. But not: We plan to cement the brand.

census. Lower-case.
centenary, bicentenary, tricentenary. After that, the 

400th, 500th etc anniversary. See BICENTENARY.
centre (as in shopping centre, the Victorian Arts Cen-

tre), the World Trade Centre. Do not use the American 
spelling, center. See COMPLEX. 

centre (verb). Should be followed by on, not around. 
Do not say something centres around something else (it is 
not possible). Centres on is permissible, but The dispute 
is about money is preferable to The dispute centres on 
money. 

centre (in politics). See LEFT.
Centres for Disease Control, the. In Atlanta, Georgia. 

Not Centre and definitely not Center or Centers.
Centre Unity. The Australian Labor Party faction. 

Also Socialist Left, NSW Right. 
century. Lower-case the 20th century, the eighth century, 

the first century, the first century BC, the 10th century BC, 
the first century AD (where clarification is required). See 
DECADE; HISTORIC; TIME; YEARS AD, BC in Style 
Pointers. 

Century Fox (20th). No hyphen in 20th Century Fox.
CGT. Abbreviation for capital gains tax (note, no 

hyphen).
chairman, chairwoman. These are the terms for such 

positions. They are to be used except where a woman 
chairing a group asks to be referred to as chairman. It 
is usually possible to use another form of words, such 
as Alice Harrison chairs the committee.

 Where a chairwoman, say, has a male deputy, it is 
correct to call him deputy chairman; and a chairman 
may have a deputy chairwoman. Also see SEX in Style 
Pointers; SPOKESPERSON. 

Chamber of Manufactures. The national body is now 
called the Australian Industry Group but was never 
the Chamber of Manufacturers. Check state bodies for 
regional variations.

champerty. When a third party finances a legal 

action in which it is neither plaintiff nor respondent. 
Champerty is illegal in Australia.

Chandler Macleod. Not Chandler & Macleod, Chan-
dler & MacLeod, or Chandler & McLeod.

changeover. No hyphen. Usually change will do.
chaperon. Not chaperone.
charisma. A capacity to inspire followers with devo-

tion and enthusiasm. It has become a vogue word. Do 
not use it merely for likeability, popularity, attraction.

chassis. Singular and plural.
cheap. Goods sold by the Reject Shop may be cheap, 

but their prices are low. 
check/chequered. A check suit, check tie, check pattern. 

Also: chequers; chequerboard (one word), chequered flag, 
chequered career, and Chequers, the British Prime Min-
ister’s country home.

cheque account, chequebook 
CHESS. The Australian Stock Exchange’s Clearing 

House Electronic Subregister System. Subs note the small 
caps.

chickenpox
chief commissioner of police. Lower-case, because it 

is a position in the Public Service, not the Government. 
See Preface (Ranks, Titles and Capitals).

child care. Two words as a noun. But child-care when 
used adjectivally.

children. Prefer this to kids, kiddies, juveniles, tiny tots 
etc. See MUM. 

children’s wear
China . Not mainland China, Commu-

nist China, the People's Republic of China or Red 
China. The island off China should be called  
Taiwan rather than the Republic of China. 

chord (in music). But vocal cords. 
Christchurch (New Zealand and Hampshire), Christ 

Church (the Oxford college)
Christie’s. The auctioneers. And Sotheby’s.
Christian. And un-Christian, anti-Christian, non-

Christian; Also: the Antichrist. 
Christian name. Often inappropriate, sometimes 

offensive. Prefer first name, given name. Also: Do not 
call adults solely by their given names in copy or head-
lines, unless there is a compelling reason to do so. 
Adults are people aged 18 and over.

Christmas. Not Xmas.
CIA. (US) Central Intelligence Agency. Spell out at first 

mention.
CIB. The (police) criminal investigation branch, which 

is lower-case. Spell out at first mention.
Cincinnati
cipher
circumstances. In the circumstances and under the cir-

cumstances are acceptable.
cite. Not to be confused with site or sight.
cities. Cap City of Sydney (meaning the central 
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municipality, not metropolitan Sydney). Lower-case the 
city; city businessman. Cap the City only when referring 
to the London financial district or New York City, etc. 
Also see COUNCILS; TOWN HALLS. 

Citigroup Smith Barney
claim. As a verb of attribution it implies some scepti-

cism on the user’s part about the truthfulness of the 
person being quoted, or the accuracy of what they 
are saying: the woman claimed she had been robbed; 
he claimed that the council had bulldozed his house. Be 
extremely careful about using it. In most cases it is bet-
ter to use says. The use of claim as the sole attribution 
in a headline (Man bit dog: claim) is banned. 

cliche. No accent.
cliches. Avoid them like the plague. See CLICHES in 

Style Pointers.
climate. Best kept for stories about the environment 

etc. Do not talk about the business climate.
climax. It is not the end, but the point of greatest 

intensity, the culmination (see separate entry). 
clubhouse, clubroom(s)
Co (for Company). When used, which is rarely. See 

BUSINESS NAMES in Style Pointers. 
★ co-/co. Most common compounds beginning 

with co are clearly readable without a hyphen. Drop 
the hyphen in co worlds that stand in their own right, 
that is those that the dictionary lists without a hyphen 
or in optional unhyphenated form: coadjutor, coalition,  
coaxial, coeducational, coefficient, cohabit, coincide. Excep-
tions are co-ed, co-op, co-operate, co-operative, co-opt,  
co-ordinate. 

Use the hyphen on words where the prefix co is 
attached to existing words: co-conspirator, co-religious, 
co-repondent.

Coal & Allied 
coal field(s).  Two words.
coalition. Lower-case the coalition. Not the Liberal-

National Party coalition, but the Liberal-National coali-
tion (in headings Liberal-NP). They are the Liberal and 
National Parties. Cap the Opposition (the formal parlia-
mentary body opposed to the Government). Also see 
GOVERNMENT; OPPOSITION; and Preface (Ranks, 
Titles and Capitals). 

coal mine(s).  Two words. Also gold mines, tin mines, 
etc.

Coast Guard
Coca-Cola. A trademark. Capped Coke is also a 

trademark of The Coca-Cola Company (abbreviated as 
TCCC), so do not use it unless you mean it. Generi-
cally, prefer cola drink. 

cock-a-hoop
cock a snook. Not snoot.
coconut
co-ed. But prefer co-education.
coffin. Rather than casket.

Coke. A trademark of The Coca-Cola Company. 
Lower-case coke is degassed coal, engine residue, or 
slang for cocaine.

Coles Myer. No hyphen. 
Colosseum of Rome. 
collapse. An overused word, particularly in political 

terms.
collectible. Noun and adjective.
collective nouns (and whether the following verb 

should be singular or plural). Rely on common sense 
rather than pedantry. See VERB NUMBER in Style 
Pointers.

★ colour. Not color.
combating, combated
commando(s). Originally a military unit, it now 

also means a member of a unit of amphibious assault 
troops. See TROOPS.

commence. Do not commence things; begin or start 
them. And do not talk about the commencement of 
something. Some institutions, however, have com-
mencement week rites.

★ commit. This is a transitive verb, so it needs an 
object: The company has committed $10,000 to research. 
Do not say He refused to commit to the project.

commitment. An overworked word. Try concern, 
belief, devotion, dedication, promise, pledge and others.

committeeman, committeewoman. Prefer committee 
member.

commo. Authentic but out-of-date Australian expres-
sion. 

common law. Lower-case. Hyphenate when use 
adjectivally: a common-law prosecution.

common sense (noun), commonsense (adjective)
Commonwealth Bank. There is no need to say Com-

monwealth Bank of Australia. Abbreviate as CBA, not 
the CBA or the Commonwealth.

CommSec
Communion (the Christian sacrament). Cap it. See 

SACRAMENTS.
Communist/communist. Cap for members of a 

Communist Party: the Communist candidate in Kooyong. 
In general references use lower-case: communist phi-
losophy, a loyal communist. Remember that communist 
can be defamatory if used inaccurately. See COMMO. 
Also see CONSERVATIVE; FASCIST; LIBERAL; NAZI; 
SOCIALIST; TORY. 

company names. See BUSINESS NAMES (VERB 
NUMBER) in Style Pointers.

★ compare to/with. Compare to needs to be used 
rarely; it means to liken one thing to another, suggesting 
a similarity. Compare with is used frequently; it means 
to set things side by side and examine to what extent they 
are similar or different. Thus:

She compared the music to thunder.
He compared his attempted forgery with the original.
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The latest figures compared with last year’s.
competence. Not competency.
competition watchdog. An overused descriptor for 

the Australian Competition & Consumer Commission. 
complex (building). Limit this term to projects 

designed for diverse uses, e.g. a complex of shops, 
offices and flats. Centre is better for projects designed 
for related uses, e.g. the arts centre, a theatre centre, a 
sports centre. Say an office block, not an office complex; a 
block of flats, not an apartment complex. 

comprise/consist of. Comprise means put together, 
so the whole comprises the parts. Australia comprises 
six states and two territories, (not Six states and two ter-
ritories comprise Australia). Consist of refers to the parts 
of which the whole is composed. The engine consists of 
valves, pistons and shafts. The parts may also constitute 
or make up a whole.

CompuServe
concertinaed
concrete. See CEMENT.
condition (medical). A patient’s condition is critical; 

the patient is not in a critical condition. 
conditions (weather). Say bad weather, not bad weath-

er conditions.
confrontation. An overworked and often misused 

word. Prefer clash, conflict, dispute, row and many oth-
ers.

concerned with/about/at/by. The first phrase is often 
wrongly used. To be concerned with something is to be 
involved in it. If the thing is a cause of concern (that is, 
worry), one is concerned about (or at or by) it. 

Connecteast Group. The builders of Melbourne's 
new motorway, which is not a freeway.

consensus. Do not use consensus of opinion; simply 
say consensus. Look out for the frequent mis-spelling 
concensus. 

Conservative/conservative. Cap for members of the 
British and Canadian Conservative Parties, and other 
parties of the name; otherwise lower-case. In Australia 
the Liberal and National Parties may be referred to as 
the (lower-case) conservative parties. See TORY. Also see 
COMMUNIST; FASCIST; LIBERAL; NAZI; SOCIAL-
IST.

consist (of). See COMPRISE.
constitute. See COMPRISE.
consumer price index. Abbreviate as CPI.
Continent, Continental. Cap when referring to 

Europe.
continual, continuous. Not interchangeable. Con-

tinual means regularly or frequently recurring, always 
happening; continuous means uninterrupted. 

continuous disclosure. Hyphenate only as an adjecti-
val phrase

contract (diseases). Often misused. A person is infect-
ed with a disease-causing agent such as a bacterium or 

virus, as a result of which they may contract a disease. 
contractions. Except in quotes, do not use contrac-

tions such as can’t, don’t, he’s, they’ve, won’t wouldn’t and 
shouldn't’ve. The exception is it’s, which can be used 
where it is seems stilted.

contrast. Contrast with, not to.
convenor. Not convener.
★ convince. You convince someone of something, 

but you persuade someone to do something. Convince 
is commonly misused in this way: She tried to convince 
the editor to give her a pay rise; instead of convince … to, 
say persuade … to. Correct use of convince: She tried to 
persuade the editor to give her a pay rise, but he was not 
convinced of her diligence. 

co-op (meaning a co-operative store etc) 
co-operate, co-operative, co-ordinate.
Coopers Brewery
co-opt
co-ordinate, co-ordination
cord(s) (vocal). But chord in music.
cornerstone
coroner. Lower-case. 
Corrs Chambers Westgarth. No comma. Call it Corrs 

after first mention.
cost-cutting
Council of Australian Governments. This is the body 

involving the Commonwealth, state and local govern-
ments that handles non-financial matters between the 
Commonwealth and the states. Abbreviate as COAG. 
See also PREMIERS’ CONFERENCE. 

Councillor. Not Cr. Beware of confusion with coun-
sellor, an adviser or (in the US) a lawyer. 

councils. Cap the Brisbane (and any other) City 
Council. And Brisbane Council. But lower-case the city 
council (of any city), the council, councils, city councils. 
Also: the Tuncurry (and any other) Shire Council, the 
shire council, shire councils. There is a trend in munici-
pal bureaucracy towards omitting the definite article: 
a submission to council. We should say the council. 
Remember that some councils have councillors, others 
have aldermen.

counsel (legal). Singular and plural. Abbreviate 
Queen's counsel as QC and senior counsel as SC.

counterclaim (noun and verb). Also countercharge, 
countersue, countersuit. But cross-summons.

Country Liberal Party (of the NT).
coup de grace. A French phrase that means the final, 

fatal blow. It should be written in Roman type, not ital-
ics. No accents are needed.

coup d’etat. A French phrase used to describe a 
successful rebellion against the ruling administration. 
It should be written in Roman type, not italics. No 
accents are needed.

couple. Pedants will try to say the couple is taking out 
a new home loan, but even they start to scratch their 
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heads at the couple wants to send its children to private 
schools. The old rule about single noun/single verb 
must sometimes be broken for reasons of common 
sense. See VERB NUMBER in Style Pointers.

crevasse (deep fissure in ice), crevice (narrow open-
ing, fissure)

criteria. Plural, and it takes a plural verb. The sin-
gular is criterion. It means the principle or standard that 
something is judged by, not a requirement.

critical/crucial. Because critical can be ambiguous, 
prefer crucial when you mean of great importance.

Croat/Croatian. Call people from the republic of 
Croatia Croats. But the adjective derived from Croatia is 
Croatian. 

cross-examine
cross-over
cross-section
cross-summons. Also see COUNTERCLAIM.
Crown/crown. Cap the institution, lower-case the 

object: Crown land, the Crown prosecutor; but the Impe-
rial State Crown would become, after first reference, the 
crown.

Crown casino.
crucial. Use in preference to critical when you mean 

of great importance.
CSIRO. The Commonwealth Scientific and Indus-

trial Research Organisation. As the CSIRO, it is suf-
ficiently well known to be used at first reference most 
of the time. To keep it well known, it helps to use the 
name in full now and then. Cap the CSIRO’s insti-
tutes, divisions and laboratories: Institute of Biological 
Resources; Antarctic Division; Division of Human Nutri-
tion; National Measurement Laboratory and many oth-
ers. 

CSL. Formerly the Commonwealth Serum Labora-
tory, now a public company.

culmination. Not the end, but the highest point. Also 
see CLIMAX.

cup. At first reference the Melbourne Cup, the Davis 
Cup, the America’s Cup, the Pura Cup, etc, then the cup. 
But do not cap the rugby/cricket/soccer world cup.

curb. To restrain, keep in check. A kerb is a pavement 
edge.

★ currently. Not to be used, except in direct quotes.
curtsy
Customs. Cap Customs when talking about the Cus-

toms Department, Service, procedures, laws, officers, agents 
etc of any country. So:

Goods seized by Customs.
Prohibited by Customs regulations.
The Customs barrier at the airport.
cutback. Use cut.
cut in (pay, interest rates etc). Not cut to. 
cynic. A person with little faith in human goodness 

and sincerity. A sceptic is a doubter. 

D
DaimlerChrysler. The result of the 1998 merger 

between Daimler-Benz and Chrysler Corporation. The 
local division is DaimlerChrysler Australia/Pacific.

damage. Damage is worth nothing, so do not say 
$100,000 worth of damage. Say the fire caused $100,000 
damage, or damage estimated at $100,000.

damn. The adjective is damned.
dangling participles. See DANGLING PARTICIPLES 

in Style Pointers.
data. It is the plural form of the Latin word datum 

but in modern usage it is treated as singular.
David Jones. DJs is a common abbreviation.
Davidson & Axmith
daytime. But night-time.
de-merge, de-merger
de-mutualise
deaf. See DUMB.
dean (at a university). Lower-case. Say dean of arts, 

rather than dean of the faculty of arts. Also see Preface 
(Ranks, Titles and Capitals).

deathbed
debt-to-equity ratio. See Basic Financial Ratios sec-

tion at the end of this book for definition.
decade. It is a period of 10 years, not just the 1960s, 

1990s, etc. There are 10 decades in a century. For con-
sistency, we accept that the first day of the first day of 
the 21st century was January 1, 2000. Also see CEN-
TURY; HISTORIC; TIME; YEARS AD, BC in Style 
Pointers. 

decimate. Once it meant put to death one in 10 (muti-
nous or cowardly soldiers). But it can mean kill or 
destroy a large proportion (of a population, species etc). 

decision maker(s). As a noun. But the decision- 
making process. 

Dee Why (Sydney).
de facto. Be careful and considerate in using the 

expression de facto husband or wife. De facto spouses 
are spouses in common law and are entitled to be 
called wife, husband, etc. Also see DIVORCE; MS. 

Defence Force. Cap the Australian Defence Force (not 
Forces); also the Defence Force. It embraces the three 
armed services. See SERVICES.

★ deliver. The ABC recently put to air someone who 
hopes to “deliver satisfactory outcomes for all stake-
holders“. Things are best delivered by a postman or a 
delivery truck. Do not use in the sense of make, provide, 
supply, sell, etc and please do not use solutions delivery 
vehicle unless you are talking about a beer truck.

Deloitte. Formerly Deloitte Touche Tohmatsu.
Democratic Party (US). But the Australian Democrats 

or the Democrats; a Democrats senator. 
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demolish/destroy. Both mean to do away with com-
pletely and should not be used for damage. Something 
cannot be partly demolished or partly destroyed. It is a 
tautology to say totally demolished or totally destroyed. 

demonstrator. And protestor.
departments and ministries (of government). Use 

Department of and Ministry of (not for) in ALL cases. 
So: Department of Agriculture and Rural Affairs; Ministry 
of the Arts. 

 As with ministers’ titles, short names of depart-
ments and ministries may be inverted: Arts Ministry; 
Health Department. For ease of reading, do this only 
where a single word will appear before Department 
or Ministry; do not invert longer names such as the 
Department of Agriculture and Rural Affairs.

 A department’s name may be shortened in this way 
(provided that in the context it is clear what we are talk-
ing about): Treasury wrote to Foreign Affairs and Trade; 
As a junior public servant, he moved from Agriculture and 
Rural Affairs to Conservation and Environment. Cap the 
short forms. (But note that ministers’ portfolios should 
not be capped if shortened in this way.) 

 See MINISTERS; MINISTRY; PORTFOLIOS in 
Style Pointers. 

dependence. Not dependency.
dependant (noun), dependent (adjective).
deregister
de rigueur
despoil, despoliation
Deutsche Bank, Deutsche Bank Australia
deutschmark
dialogue. Prefer talk, debate, discussion, conciliation, 

unless you are talking about the dialogue in a play, 
film, book etc.

didn’t. Watch the placing of the apostrophe. A com-
mon error is did’nt. As a general rule, avoid such con-
tractions anyway.

dietitian. Not dietician.
differ from/differ with. I differ from you in that I am a 

conservative. But I differ with you on abortion; I differ with 
your opinion.

different to/different from. Fowler calls the prefer-
ence for one over the other a superstition. But the 
(mostly) American form different than should be avoid-
ed.

digger (lower-case). The fond colloquialism for an 
Australian soldier (earlier, a gold miner). 

dilemma. Not just a problem or a decision, but a 
position in which one is faced with only two choices, 
both unattractive. Do not use it unless you are sure 
that you really mean a dilemma.

Diners Club
dingoes
diocese. The Anglican diocese of Perth, but the Roman 

Catholic archdiocese of Perth. 

diplomatic note
director of public prosecutions, the. Lower-case. It is 

important to be correct in describing and naming the 
various federal and state directors of public prosecu-
tions; we must always say whether it is the Victorian or 
federal or Tasmanian (etc) DPP we are talking about. 

 The initials DPP are permissible after giving the full 
title at first reference — spelled out and in lower-case. 
There is no Department of Public Prosecutions any-
where in Australia. The office is a personal one; speak 
of the staff of or the office of the director of public pros-
ecutions (lower-case). 

disadvantaged, underprivileged. Do not talk about 
disadvantaged or underprivileged people when you mean 
poor people.

disbursed. Relates to distributing money or goods. 
Do not confuse with disperse.

disc. And compact disc. But computer disk, hard disk, 
floppy disk.

discharge/dismiss. Do not confuse these terms, 
which arise often in magistrates’ courts. A magistrate 
may dismiss a charge (but not a person), or discharge an 
accused person (but not a charge). 

discomfit. It means thwart, disconcert. Not the same 
as discomfort, which means make uneasy.

discreet/discrete. Discreet means prudent, circum-
spect. Discrete means detached, separate. 

diseases. Lower-case all words in names of diseases 
except those words that are proper names: acquired 
immune deficiency syndrome, legionnaires’ disease; but 
Alzheimer’s disease, Down syndrome (see separate entry), 
German measles. 

disenfranchise. Rather than defranchise or dis-
franchise. 

disinterested. It means unbiased, impartial. Do not 
confuse it with uninterested, which means indifferent.

dismiss. See DISCHARGE/DISMISS. 
dispatch. Not despatch.
dissociate. Do not use disassociate, unless in a direct 

quote. Similarly, prefer dissociation (disassociation only 
in the psychiatric usage).

divest. A company must divest itself of assets, not just 
divest assets. An alternative is shed.

dividend cover/dividend yield. See Basic Financial 
Ratios section at the end of this book for definition.

divorce. Avoid gratuitous references to former mar-
riages; and particularly be wary of a tendency to men-
tion that women, more than men, are divorcees or 
divorced. Though divorce no longer carries the stigma it 
once did, considerations of privacy and equality should 
deter us from raising people’s private business without 
very good reason. Also see DE FACTO; MS. 

Docklands. Cap the (Melbourne) Docklands project, 
development, precinct, etc. 

donate. Give is better.



28 BRW STYLE BOOK

LEXICON

★ don’t. Except in direct quotes, avoid contractions.
door-knock, door-knocker, door-knocking 
do’s and don’ts. An apostrophe is not usually used to 

form a plural, but an exception must be made here for 
clarity and to avoid confusion with the disk operating 
system. Also: so-and-so’s and plurals of letters of the 
alphabet (see separate entry, under PLURALS in Style 
Pointers). 

downgrade. See UPGRADE.
downplay. Say play down.
downsize. Say reduce.
Down syndrome. Not Down’s. Named after John 

Down (1828–96), who first studied it. Do not use mon-
golism (see separate entry). 

Dr (no full point). Dr and St (for Saint) are the only 
honorifics we shorten. (Ms is, of course, not an abbre-
viation.) 

drachmas. Not drachmae.
draconian. Lower-case. 
draft/draught. Draft of a novel, draft legislation, drafts-

man, draftsmanship. But: draught under the door, draught 
of a ship, draught beer, draught horse, play draughts.

drier. Noun and adjective. See DRY.
drive, driven. Often misued: BMW has completed a 

survey to discover what drives its customers. Prefer moti-
vate, push, mobilise.

drug abuse. Women, children and prisoners some-
times are abused. Try drug addiction or drug use instead.

drunkenness. Shun the demon drunkeness.
Druse (the Middle Eastern sect and people). Not 

Druze.
dry, drier, driest, drily. Also the noun drier (for drying 

hair, laundry etc).
Dry, Dries (in the Liberal Party and other conserva-

tive parties). See WETS.
due to. Correctly, due to must be attached to a noun: 

The higher cost of Japanese products due to the rise in the 
value of the yen … (Due is attached to the noun cost.)

 It cannot correctly be attached to a verb: Japanese 
products cost more due to the rise in the value of the yen. 
(This attaches due to the verb cost. Repair the error by 
substituting because of or owing to for due to.)

 It is, however, correct to say: The higher cost of Japa-
nese products is due to the rise in the value of the yen. (Is 
and other forms of the verb to be link due with the sub-
ject, the noun cost.)

 As Fowler explains, owing to is a compound preposi-
tion, but due (in due to) must be treated like any adjec-
tive or participle and be attached to a noun, not to a 
notion extracted from a sentence.

duffing (cattle). Prefer cattle stealing, but if slang is 
appropriate prefer the Australian duffing to the Ameri-
can rustling.

duffle bag, duffle coat 
dullness

dumb. Use dumb, or deaf and dumb, only if essential 
to the story. 

dumb-bells
Dunhill Madden Butler. No comma. Call it Dunhills 

after first mention.
Dutch. The people, the language. Their country is the 

Netherlands. Holland is a state of the Netherlands. 
DVD. It stands for digital versatile disc, not digital 

video disc.
dwarf. Beware of using this term disparagingly 

(there are few other ways of using it). In the plural, use 
(Snow White and the seven) dwarfs rather than dwarves.

dyeing and dying. Dyeing refers to changing colours; 
dying refers to death. 
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E
each. It is singular in these forms: Each was fined $20. 

Each man was fined $20. Each of them was fined $20.
 And plural in these forms: They each pay $20. Smith, 

Jones and Brown each earn $200 a week. 
each other/one another. Two people look at each 

other. More than two look at one another. Where the 
number is indefinite, either can be used: we help each 
other, we help one another. 

earnest. Oscar Wilde was making a play on words in 
The Importance of Being Earnest. Ernest is often wrongly 
substituted. 

earnings per share/earnings yield. See Basic Finan-
cial Ratios section at the end of this book for definition.

earth. Cap only when we talk of the planet Earth 
as opposed to Mars, Uranus and the rest. Otherwise 
lower-case: it fell to earth. 

East, Eastern. See WEST, WESTERN. 
easygoing 
EC. No longer used. See EUROPEAN UNION.
e-commerce
ecorp. Lower-case, except when starting a sentence.
-ed. Do not use medium-sized business, two-roomed 

flat, single-engined plane, double-barrelled shotgun, six-
storeyed building, two-tiered wage decision. The adjectives 
are medium-size, two-room, single-engine, double-barrel, 
six-storey, two-tier. Also multi-level, split-level. But two-
pronged, seven-headed, double-breasted; use -ed where 
necessary to make a sensible adjective.

edition, issue, copy. These are not interchangeable. 
A newspaper’s issue of January 2 means all copies of 
that day’s paper (through all editions). An edition (first, 
second edition etc) is part of a particular issue. 

editor. Lower-case editor, deputy editor, production 
editor, copy editor of BRW, Truth, Woman’s Day etc. 

educationist (rather than -alist). Not strictly a teacher, 
but one who studies the science or methods of educa-
tion; she may teach teaching, but it is wrong to sub-
stitute teacher for this word. An educator, on the other 
hand, is a teacher; and teacher is usually better. 

effect. See AFFECT. 
★ effectively. Often misused. It is an adverb, indicat-

ing that something has been done in an effective way. 
It does not mean in effect, and should not be used in 
that sense. 

effeminate. It means womanish, unmanly, not  
feminine. See FEMALE. 

e.g. Means example given. With full points please. 
Einfeld, Marcus, Justice. Not Enfield or Einfield. 
eisteddfod. Plural eisteddfods. 
either/neither. Either takes or, neither takes nor: Either 

you or I am wrong; Neither Smith nor Brown has a chance. 

 Either, neither, either or and neither nor may be used 
for two only. A common blunder: Neither Smith, Jones 
nor Brown has a chance. For three or more the correct 
forms (depending on context) are all of, any of, one of, 
none of; or we can dispense with them and say: Smith, 
Jones and Brown have no chance. Even with two, either/
neither are sometimes dispensable: Smith and Brown 
have no chance. 

 As pronouns and adjectives, either/neither take a sin-
gular verb:

Either is correct.
Neither has a chance.
Either of them is acceptable.
Neither candidate promises anything.
Either candidate is acceptable.
 As conjunctions, either/neither/either-or/neither-nor 

take the verb that agrees in number with the second of 
the two things joined:

Either you or I am wrong.
Neither he nor you are likely to get this wrong.
Either Smith or Jones is right.
Neither Smith nor the Joneses have a chance.
Neither the detectives nor I am convinced of the butler’s 

guilt.
Neither I nor the detectives are convinced of the butler’s 

guilt.
eke out. It means to add to, or supplement something.
elections. The most recent federal elections:
March 13, 1993 (“for the true believers”.
March 2, 1996 (when John Howard became PM).
March 3, 1998.
November 10, 2001.
electorate. MPs have in their electorates an electorate 

(not electoral) secretary and an electorate office. This is 
quite different from the Commonwealth (or State) Elec-
toral Office. 

electrocute. To kill with electricity. 
elfin. It means elf-like.
Eliot, Elliot, Elliott. There are at least three ways of 

spelling this name. Always check. There was a federal 
secretary of the Seamen’s Union called Eliot V. Elliott. 
Some cases: George Eliot; T.S. Eliot; the late Doug 
Elliot, MLC; Sumner Locke Elliott; Herb Elliott, athlete; 
John Elliott, businessman. Eliot Ness, crime fighter.

Email. The erstwhile whitegoods company. 
e-mail. The short form for electronic mail. With a 

hyphen and lower-case e (except when starting a sen-
tence). 

embarrass, embarrassed 
embassy. Lower-case all embassies: the United States 

embassy; the Australian embassy in Paris.
emigrant. An emigrant leaves a country; an immigrant 

enters a country. It is customary to call immigrants to 
Australia migrants. 

empanel, empanelled 
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employee 
enamoured of. Not enamoured with. 
encyclopaedia 
Endeavour. Cook’s ship. 
ended, ending. In the period ended for past events, 

period ending for future. 
enforceable. But forcible.
English-speaking, non-English-speaking 
enjoy (in the sense of have or experience). Rather 

than She enjoyed excellent health (enjoyed poor health?) 
it is better to say She was in excellent health. Rather than 
He enjoyed good relations with the Kaiser, say had good 
relations. 

en masse. Prefer as one, in a group.
enormity. This word means monstrous wickedness, 

dreadful crime, serious error. Do not use it to refer to 
size. 

enquire, enquiry. Use inquire, inquiry. 
en route. Prefer on the way. 
ensure (make certain), insure (against risk) 
enthral 
environment. Commonly mis-spelt enviroment. The 

word is best kept for stories about climate etc. Do not 
talk about the business environment.

EPA. The Environment Protection Authority in Vic-
toria, but the initials can mean something different 
elsewhere.

equal opportunity. The Equal Opportunity (not Oppor-
tunities) Board and the commissioner for equal opportu-
nity (lower-case). 

Equal Opportunity for Women in the Workplace 
Agency. Abbreviate as EOWA. 

Equator. Cap it, but lower-case equatorial except in 
place names, e.g. Equatorial Guinea. 

equivocal. There is no such word as equivocable.
Ernst & Young
★ escalate. A pompous vogue word. Use rise, grow, 

increase, worsen, get worse, heighten. 
escapee. Not escaper.
eschew. Prefer shun, avoid, refrain from, forgo.
Eskimo, Eskimos 
★ especially. Terrible word. Use particularly
espresso (coffee). Look out for the blunder expresso. 
estimates (budgetary etc). Lower-case. 
etc (no full point). Not &c. 
ethnic. Use this word only as an adjective: ethnic 

group, ethnic affairs, ethnic minority. Avoid the noun, 
which tends to be used prejudicially: He’s an ethnic, you 
know. The umbrella organisation for ethnic communi-
ties is the Federation of Ethnic Communities Councils 
of Australia (repeat Communities Councils). Also see 
RACE in Style Pointers. 

“ethnic cleansing’’. Never use without quotation 
marks, and avoid if possible. 

E*Trade

Eucharist. And Holy Eucharist. See SACRAMENTS. 
Eurasian. Capped. See RACE in Style Pointers. 
euro. Plural euros. The European currency. Reporters 

should abbreviate as capital E, which the subs will con-
vert to €: The deficit is expected to be €30 billion.

eurodollar 
European Union, the. No longer the European Eco-

nomic Community (EEC) or the European Community 
(EC). The executive body of the community is the Euro-
pean Commission. The initials EU may be used, but 
prefer the union in text and Europe in headlines.

eventuate. Prefer happen, occur, come about. 
ever. It can mean all time, all past time, or all future 

time. As an adverb of time it has its place, but it must 
not be overworked. It is legitimate to call something 
the biggest ever, meaning that it is not only the biggest in 
existence but the biggest known, remembered etc. But it is 
a tautology to call something the first ever (once a first, 
always a first). And it is silly to refer something recent 
as the biggest ever (skyscraper) etc. See FIRST. Also see 
ALL-TIME; RECORD TIME. 

everything from … to. An imprecise way of illustrat-
ing an all-encompassing series. 

exclusive. Misused, and usually unnecessary. Avoid 
the real estate agent’s usage, as in an exclusive suburb. 
Not many suburbs exclude people.

executive (of government). Lower-case. But Executive 
Council. 

Exhibition Building (Melbourne). It should be called, 
at first reference, the Royal Exhibition Building (not 
Buildings). 

ex parte. Two words, no hyphen. It means in the 
interest of, or in the presence of, one party only.

expatriate (noun and verb). Expatriot is a common 
error. 

expenditure. Pompous word for spending.
experience. Often misused. Rather than Perth has 

experienced strange weather this year, say has had. 
experiments. Let them be made, not tried. 
expert. Much overused. Consider specialist, profes-

sional, authority.
expertise. Do not forget skill, ability, knowledge. 
expressway. Not all expressways are freeways. 
ex-serviceman. Also ex-servicewoman/women/men, all 

closed-up. But ex-service men and women.
extracurricular
extramarital 
extramural 
extraterrestrial
extraterritorial 
extrovert
eye of the storm. It means a pocket of calm, not in the 

thick of the action.
eyewitness. Let’s say witness instead.
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F
F-111 (aircraft). Use numbers. Not F-III (with Roman 

numerals).
F-18 (aircraft). Also the Hornet. 
facilitate. A horrible word. Use ease, help, aid, enable.
facility, facilities. Do not use this military-industrial 

jargon for base, station, plant, factory, laboratory, airport 
and other straightforward words. Find out what is 
meant by these code words and let the reader in on the 
secret. 

facts. Not actual facts or true facts. Avoid the court-
room jargon Outlining the facts, the police prosecutor said 
… Just report the things the prosecutor said without 
calling them facts (which we cannot prove).

FACTS. The acronym for the Federation of Australian 
Television Stations. As it can be said as a word, we say 
FACTS, not the FACTS. Subs note the small caps.

fade out (verb), but fade-out (noun).
Fairfax. Ultimate ownership of companies in the 

Fairfax group (including Fairfax Business Media) rests 
with John Fairfax Holdings. So Fairfax is the owner 
(not the publisher) of BRW. Also see BUSINESS 
NAMES in Style Pointers. 

fairy tale.
faker (one who deceives), fakir (a Muslim or Hindu 

ascetic). 
fallacy. A faulty argument, not an erroneous belief.
fallout (noun), but fall out (verb).
famous. Avoid it. If we have to say someone is 

famous she probably isn’t. And do not confuse famous 
with infamous or notorious.

fan. Prefer supporter, follower, devotee etc.
Fannie Bay (Northern Territory).
farmhouse, farmyard
farther refers to distance: farther away. Use further 

for extent or degree: further examination.
fascia
Fascist/fascist. Cap for Mussolini’s Fascists or the 

name of any other Fascist party; otherwise lower-case. 
Remember that it can be defamatory. See COMMU-
NIST; CONSERVATIVE; LIBERAL; NAZI; SOCIAL-
IST; TORY. 

★ fast-track. Do not use. Say projects are speeded up, 
accelerated, expedited, brought forward, given priority. 

Father (the honorific for a priest). Not Fr.
Father’s Day. And Mother’s Day.
fatuous. It means silly, pointless.
faze/phase. Faze means to embarrass or disturb: The 

snub did not faze her. Phase denotes an aspect or stage: 
They will phase in a new system. 

FBI. (US) Federal Bureau of Investigation. Spell out 
at first mention.

FBT. Abbreviation for fringe benefits tax. Spell out at 
first mention.

Federal and State are capped ONLY when attached 
to Constitution, Parliament, Government and Opposition 
and in the proper names of organisations such as the 
Federal Police, the Victoria State Opera; federal and state 
are lower-case when attached to ministers (the federal 
Health Minister), departments (the state Health Depart-
ment) and any other nouns (the state Premier, the state 
Governor, the federal executive of the Labor Party; the state 
council of the Liberal Party; federal-state relations; the fed-
eral (or state) budget. Also see STATES: and the Preface 
(Ranks, Titles and Capitals). 

fellow-countryman, fellow-traveller
Fels, Allan
female, feminine. Use female for the sex (female sex, 

female animal, female plant etc) and feminine of women 
(feminine nature, feminine wiles etc). Do not use female 
as a noun if you mean woman or girl. A feminist is  
an advocate of women’s rights, sexual equality. Effemi-
nate does not mean feminine, it means womanish, 
unmanly. 

Ferntree Gully (Victoria)
Ferrari
fewer (in number), less (in quantity). Fewer soldiers; 

less water. But see LESS for exceptions. 
fields. Coal fields, gas fields, gold fields and oil fields and 

other fields are rendered as two words.
fifth column, fifth-columnist 
Figtree (NSW), Fig Tree Pocket (Queensland).
figuratively. This is the word most people mean 

when they use literally (see separate entry).
figures. See Style Pointers.
Filipino. A native or inhabitant of the Philippines. Filipino 

includes males and females. Filipina is sometimes used 
to refer to a woman from the Philippines.

film maker. Two words.
finalise. Prefer complete, finish. Make (not finalise) a 

decision. 
fine-tooth comb. Not fine-toothed comb. It is a cliche, 

so do not use it except in reported speech.
fiord
fire. Fire or shoot a firearm, but shoot (not fire) an 

arrow.
firearm. Firearms include machineguns, rifles, shotguns 

and pistols. These are small arms.
fire-break, but firefighter, firepower 
firm. Correctly used for partnerships. See BUSINESS 

NAMES in Style Pointers.
first. Not firstly.
first. Avoid these tautologies: first ever (enough to say 

it was the first); it was first discovered (say discovered); it 
was first introduced (say introduced). See EVER. 

first lady. Not to be used in any context other than 
the wife of the American President. Best avoided.
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first secretary. Lower-case, like all diplomatic titles. 
See Preface (Ranks, Titles and Capitals). 

Fishermans Bend (Melbourne). No apostrophe. 
fitout
Five Dock (Sydney)
flair/flare. The first refers to skill or talent; the sec-

ond means to burn or break out (verb) or a glaring 
light or outburst (noun).

flack. An overused term for a spokesman.
flak (not flack) for anti-aircraft fire. Do not use to 

mean severe criticism. 
flaunt/flout. One may flaunt (show off) one’s finery 

but one flouts (mocks or defies) authority.
floodlighting, floodlit
flood rather than floodwater, floodwaters. 
flout. See FLAUNT. 
flu. Short for influenza. No apostrophe.
fly, flying
★ flyer. For someone/something that flies, or a leaf-

let. Also a frequent flyer, a frequent-flyer scheme.
flying-boat
focus, focused, focusing
FoI. See FREEDOM OF INFORMATION. Spell out 

at first mention.
folklore, folk music, folk song
footy. Abbreviation of football; not footie. To be used 

only when quoting someone.
forbear/forebear. The first is a verb and means to be 

patient or hold back; the second is a noun and means 
an ancestor.

forbid, forbade, forbidden
force Do not use in the sense of cause, persuade, prompt 

or tempt. Companies are rarely forced to sell assets etc.
forces (armed). Lower-case. But cap the Australian 

Defence Force (not Forces); also the Defence Force. It 
embraces the three armed services. See SERVICES.

forearm
forecast. Present and past tenses. Not forecasted.
forecastle. Not fo’c’s’le.
forego/forgo. To forego means to go before, to pre-

cede. To forgo means to give up, to relinquish.
foreleg. And hindleg.
foreseeable. Some events are predicable; the future is 

not foreseeable.
foreword. Of a book. It sometimes appears wrongly 

as a forward.
for example. Not for instance, except in quotes.
for free. Shun this illiteracy. Things may be obtained 

free or for nothing. 
forgather. Not foregather.
former/latter. Of two only; you cannot have the 

former/latter of three or more things previously men-
tioned (you should say the first-mentioned/the last- 
mentioned). Careful writers rarely need to use these 
words, which usually require people to read back to  

find out what is meant. 
forex. Acceptable contraction of foreign exchange.
formula. Plural formulas, not formulae. 
formula one (in motor racing). Lower-case. But 

Grand Prix.
for real. Do not use.
fortuitous/fortunate. The first refers to a chance 

event; the second to good luck.
foster relationships. Foster-child, foster-mother, foster-

parent, but foster care, foster home. 
Foster’s. The beer and the company, Foster’s Group.
four-wheel-drive (vehicle). And in four-wheel-drive, it has 

four-wheel-drive. Can be abbreviated as 4WD after first 
mention.

Fourex. The other beer. Do not condense as XXXX. 
free gift. A tautology.
freedom of information. Should be lower-case except 

in the proper name of the legislation: the Freedom of 
Information Act; but freedom of information and the 
adjectival form freedom-of-information legislation. 

Freehills. Previously Freehill Hollingdale & Page. No 
comma. Call it Freehills after first mention.

freehold, freeholder, freeholding
freemasons. Cap the order and the lodges. Lower-

case the members (mason, freemason) and their hierar-
chy (grand master etc).

french-polish, french window (they are not french 
doors, remember), french-cut. Lower-case. 

freshwater (adjective), fresh water (noun)
fridge. If refrigerator must be abbreviated use this, 

not frig or frige.
fringe benefits tax. Abbreviate as FBT.
from … to. It is logical to report changes in the order 

from … to. The share price has risen from 50¢ to 75¢ Not 
to 75¢ from 50¢.

front bench (noun), frontbench (adjective). Also: a 
frontbencher. 

front line (noun), front-line (adjective). In the front 
line, but the front-line states.

front yard. Two words.
fuck (and other obscene words). Not to be used 

except in quotes, where it is essential to the quote and 
where the quote is essential to the story. The editor’s 
approval must be obtained. Where it is necessary to 
indicate that an obscenity was used, use the initial let-
ter and a long dash: f—.

-ful. The plurals of handful, mouthful, cupful, spoonful, 
bagful are handfuls, mouthfuls, cupfuls, spoonfuls, bagfuls.

fulfil, fulfilment, fulfilled, fulfilling
full-back
full bench. Lower-case. See BENCH.
fullness
full-time. And part-time.
fulsome. It means excessive, overdone, cloying, not 

warm, generous. 
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fund. Strictly a financial term, referring to debt con-
version. Avoid fund as a verb (prefer pay for, finance). 

fund manager, but funds management 
fund-raiser, fund-raising. With a hyphen. 
funeral. Not the funeral of the late … or the widow of 

the late … Say the funeral (or widow) of Bill Smith. 
further refers to extent or degree; farther to distance.

G
gabardine. The cloth, or garment made from it.
Gaddafi, Colonel Muammar. The Libyan leader.
Gandhi. A common error is Ghandi. 
Games, Commonwealth or Olympic. Cap the Games at 

later mention
gas field(s). Two words. Also, oil field, etc.
Gasgoyne Gold Mines
gaslight, gasworks
gasoline (not gasolene). Prefer petrol. Also prefer air-

craft fuel to aviation gasoline or avgas.
-gate. Since Watergate, this tired suffix has become 

a cliche denoting scandal. We should resist the tide of 
Irangates, Contragates and Inkatha-gates, and simply say 
what we mean. 

GATT (for the General Agreement on Tariffs and Trade). 
As it can be pronounced, we talk of GATT, Not the 
GATT. Subs note the small caps.

gay. See HOMOSEXUAL. 
Geiger counter.
General Motors-Holden’s, General Motors-Holden’s 

Automotive. Old names for the company now called 
GM Holden.

★ generate. Things are best generated by a generator. 
Do not use in the sense of make, contribute, etc.

★ Generation X. People born between 1961 and 
1976 belong to Generation X (Gen X) are Gen-Xs.

★ Generation Y. People born between 1976 and 1991 
belong to Generation Y (Gen Y) are Gen-Ys.

Georgia. The former Soviet republic and the US 
state. 

German shepherd. Can be called Alsatian. Also see 
BREEDS (of animals). 

Germanys. Before reunification they were the two 
Germanys, not Germanies. 

gerrymander
ghetto(s)
gift. It is a noun, not a verb. The same applies to loan.
giga-. It indicates 1000 million (cycles, litres etc) 
girlfriend
girl guides
Giuseppe. A common mis-spelling is Guiseppe, as in 

Papa Guiseppe products. 
give. Prefer this to donate. 
give consideration to. Use consider.
given name. See CHRISTIAN NAME.
glasnost. Literally, Russian for openness, publicity. The 

policy in the last days of the former Soviet Union of 
open, consultative government and wider dissemina-
tion of information. Also see PERESTROIKA. 

glasshouse. And the Glasshouse basketball stadium. 
But the Glass House Mountains (Queensland). 
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Glen Huntly. The Melbourne suburb and the road. 
The names Glen Huntly, Glen Eira and Glen Iris come 
from ships of the Glen Line. 

glue, gluey, glueing
GM Holden
GMHA, GMH. Old abbreviations for the company 

now known as GM Holden. 
goalkeeper. And goalpost. But goal kicker, goal line, 

goal scorer, goal umpire.
gobbledegook 
God. For the Judaeo-Christian and Islamic God. 

lower-case pronouns used for God: he, him, his, thou, 
thee, thy, you, your, me, my (except, obviously, in TITLES 
(see entry in Style Pointers) of hymns, books, works of 
art etc, such as Nearer, My God, to Thee). lower-case god, 
gods generically. 

godchild, godfather, godmother, godson but  
god-daughter (with hyphen).

God-fearing, but godforsaken, godlike, godliness, godly, 
godsend, godspeed 

going forward. A meaningless phrase used widely 
by those who like the sound of their own voice. Do not 
use in place of sensible expressions such as in future.

gold field(s). But Goldfields Ltd.
gold medal. In the Olympics etc, lower-case. Also 

silver, bronze.
gold mine and gold miner
★ Goldman Sachs JBWere
goodbye
goods and services tax. No hyphen. GST is more 

widely used.
goodwill. One word in all senses. 
Government. Cap it as a noun when used for a spe-

cific entity, but lower-case when used as an adjective or 
in a non-specific sense. Also see COALITION; OPPO-
SITION; and Preface (Ranks, Titles and Capitals). 

Governor-in-Council
governors-general See PLURALS (of compounds). 
Grace Bros. Once part of what was called the Myer–

Grace Bros division of Coles Myer.
graffiti
grandfather, grandmother, grandparent, grand-

son, grandnephew, grandma. But grand-dad(dy),  
grand-daughter. In kinship, great always takes a 
hyphen: great-grandfather, great-great-grandfather (etc),  
great-aunt, great-uncle, great-nephew, great-grandson, 
great-grand-daughter.

grand final. Lower-case all grand finals, finals, semi-
finals, preliminary finals etc.

Grand Prix (in formula one motor racing) 
grand prix (in golf, tennis, skiing and other sports). 
★ grand slam (in golf and tennis).
grandstand
grass roots (noun) and grass-roots (adjective). 
great-grandfather etc. See GRANDFATHER.

Greens, greens and greenies. Cap Green in the prop-
er name of any political party or organisation (Tasma-
nia’s Green Independents; the West Australian Greens). 
Lower-case green as a general term for environmental 
conservationists. 

Greenspan, Alan. At time of writing, the chairman of 
the US Federal Reserve Board (not Bank) in the United 
States; about to be replaced by Ben Bernanke.

grotto(es)
ground (in the sense of reason, cause, basis). Dis-

tinguish singular and plural: divorced on the ground of 
separation; she had several good grounds for her action.

ground zero. It means the centre point of an explo-
sion, not the beginning or nothing.

★ grow. Your children grow, you grow tomatoes, you 
grow daisies, you might even grow your hair. But you do 
not grow a business.

Guangzhou. Formerly Canton, and capital of Guang-
dong Province, southern China. 

guerrilla. Not guerilla. 
guest-house
gunman. An overworked word, to be avoided. Be 

specific, and accurate: a man armed with a pistol/rifle/
shotgun. Also see FIREARM. 

guru. Used too often in reference to any vaguely ven-
erated authority. It does have a real meaning.

Gusmao, Xanana. The President of East Timor.
gut issue, gut reaction. Gut in these uses is over-

worked. Give it a rest by using core, fundamental, 
instinctive, basic, first etc. 

gutted. Do not say fire gutted a building unless you 
mean the internal fittings were burnt out, leaving only 
the external structure standing.

guttural. Not gutteral. 
Gwalia, Sons of
gybe (in sailing). Not jibe. 
gymnasiums. Not gymnasia. 
gypsy. Not gipsy. The aircraft is a Gypsy Moth.
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H
haematite
haematology
haemoglobin, haemorrhage, haemorrhoid 
Hague, the. And the Netherlands. 
hair’s breadth. Not hare’s breath. 
Haiti, Haitian
half. It is not usually necessary to use the preposition 

of. Half the workers is correct. But Half of us want to go. 
half-back 
half-time 
half-year 
hamstring, hamstrung
handbag
hand down (a court decision). Prefer give decisions, 

judgements etc.
handgun. One word, but pistol or revolver preferred. 

See FIREARM.
hands-on management. Avoid if possible.
hangar/hanger. A hangar is a building for housing 

aircraft, etc. A hanger is used for hanging clothes. 
happen. See OCCUR.
harass, harassed, harassment
harbour. Not harbor in Sydney Harbour, Darling Har-

bour, Coffs Harbour, Harbour Bridge and other places 
and features of the kind. See -OR/-OUR (words ending 
in). 

harbour master. 
hard line (noun), hard-line (adjective). Take a hard 

line, but a hard-line policy.
hare-brained. Not hair-brained. 
hare-lip. Not hair lip. 
Harley-Davidson 
haven. By definition, a haven is safe, so safe haven is 

a tautology.
Hawaii, Hawaiian
Hawker de Havilland and Hawker Siddeley
H-bomb
headmaster, headmistress (one word), head teacher 

(two words). Also see SCHOOL.
head-hunter. With a hyphen in all derivations.
head of state. Lower-case. See Preface (Ranks, Titles 

and Capitals).
headquarters
head up (as in head up a committee). Do away with 

this piece of voguery. Use head, lead, or any number of 
others.

heads up (as in he gave me a heads up when the meet-
ing was starting). Prefer alert, warning.

health care. But health-care (with a hyphen) when 
used adjectivally.

Hebrew. One of the two Jewish languages, the other 

being Yiddish. There is no such language as Jewish. 
heinous. Not hienous or heinious.
heir. At time of writing, Prince Charles is the heir 

apparent, but it usually suffices to call him heir to 
the throne. Do not confuse these: an heir apparent is 
one whose right to succeed cannot be superseded by 
any subsequent birth (as eldest son of the sovereign, 
Charles is in this position); an heir presumptive is one 
who will lose his right if an heir with a stronger claim 
is born (for example, the only sibling of a childless 
monarch who could yet procreate).

heir apparent, heir presumptive. No hyphen.
hemisphere. Cap the Northern (Southern etc) Hemi-

sphere. Lower-case the hemisphere at later reference.
her majesty and similar respectful forms. Lower-case 

your majesty, your honour, your eminence etc; her majesty, 
his excellency, her highness etc. Cap abbreviations such 
as HM, HRH, HE. Also see SIR, MADAM. 

★ here. Do no use for in Australia. The same applies 
for we and our, when you mean Australians and Austral-
ian.

Hewlett-Packard
hiccup. Not hiccough.
hierarchy. Occasionally mis-spelt heirarchy..
high-end (adjective). A ghastly description, once lim-

ited to audio gear but now applied to almost anything 
expensive. Please avoid it.

high-income (adjective). And low-income, middle-
income earners etc. 

★ high-profile. Mount Everest and the Sears Tower 
have high profiles but the adjective high-profile (com-
pany, person etc) is a cliche. Prefer well-known, promi-
nent.

high-technology (adjective). If an abbreviation is 
required, use high-tech not hi-tech. 

hike. Not to be used for a rise in prices, taxes, rates 
etc. 

hindleg. And foreleg.
hindsight. Look back in retrospect but with hindsight. 
hippie, hippies. And the subspecies yippie, yippies.
hire purchase (noun), hire-purchase (adjective)
his/her. Do not presume maleness in constructing 

a sentence, but use the pronoun their when an indefi-
nite antecedent may be male or female. “The reporter 
attempts to protect their sources.” Not his or her sourc-
es. Frequently, however, the best choice is a slight revi-
sion of the sentence: “Reporters attempt to protect their 
sources.”

historic (and prehistoric) ages, events, movements 
etc. (See HISTORIC AND PREHISTORIC AGES, 
EVENTS, MOVEMENTS ETC in Style Pointers.

historic, historical. Distinguish between historical (of, 
belonging to history) and historic (famous, important 
in history). So: historical evidence, historical novel, his-
torical studies; but historic decision, historic moment, his-



36 BRW STYLE BOOK

LEXICON

toric building. You can have historic events and historical 
events; which you use depends on what you mean. 

hit-list, hit-man 
hitch-hike, hitch-hiker
hoard/horde. The first means a hidden supply (noun) 

or to lay up a supply of something (verb); the second is a 
noun, meaning a teeming crowd or swarm.

hoi polloi. It means the masses, the rabble, not the aris-
tocracy.

Holden. The car built by the company once known 
as General Motors-Holden’s and then General Motors-
Holden’s Automotive but now called GM Holden.

hold-up (noun, adjective), hold up (verb). Also see 
-UP WORDS. 
holistic. Not wholistic. 
Holland. See DUTCH.
Holmes a Court, Robert (1937–90) and his kin. No 

hyphens and no accent.
Holy Communion. Cap this and Communion (mean-

ing the Christian sacrament). See SACRAMENTS.
home/house. House is preferred in most references: 

A four-bedroom house was sold; A house was built/burnt/
wrecked. Use home in contexts that relate a house to its 
occupants: Her home is in Castlemaine; They bought their 
home in 1966; An Englishman’s home is his castle. Also, 
some common phrases are acceptable: home savings, 
home loan, home builder, home building (but, as above, 
the house we built). 

home/hone. As a verb, the first means to find a tar-
get, as does a homing pigeon or a missile. The second 
means to sharpen, as in honing a blade.

home-town (adjective), home town (noun)
homogeneous/homogenous. Homogeneous means 

composed of parts all of the same kind. Homogenous 
means corresponding in structure because of a common 
origin.

homophones. These are words that sound alike but 
have different meanings, such as bough and bow; forego 
and forgo; formally and formerly; idle, idol and idyll; roll 
and role; reign and rein; right and rite; sleight and slight; 
some and sum; sore and saw; there and their; to, too and 
two. Take care and, if in doubt about which means 
what, check the dictionary.

homosexual. It does not refer only to men, so do not 
say homosexuals and lesbians; say homosexual men and 
women. 

Honeywell Bull
Hong Kong.
hoof. Plural hooves. (But roof, plural roofs.)
hopeful/optimistic. One may be hopeful about a par-

ticular project or situation. Optimistic suggests a per-
manent state of mind.

hopefully. It means in a hopeful manner and its use 
should be confined to that meaning: Hopefully he lifted 
his eyes to heaven. Do not use the word like this: Hope-

fully, the Treasurer will abolish income tax. It is hoped that 
we can rid ourselves of this pervasive illiteracy; we can 
then move on hopefully to tackle graver problems.

horse breeds. See BREEDS.
horseflesh. And horsehair, horseshoe, horsewhip, horse-

man, horsewoman, horsepower, horsemeat. But horse 
owner, horse breeder, horse race.

hospitalised. Logically, this terrible word would mean 
converted into a hospital. Say taken to hospital; admitted 
to hospital; is in hospital.

hotel. Capitalise as part of a proper name: the Mercat 
Cross Hotel.

hotline. One word. It has become a cliche for any 
phone laid on for a special purpose and its use should 
be restricted. For other -line words, see -LINE/LINE. 

house. See HOME.
houses (of Parliament). Lower-case upper house, 

lower-house, the house (except the House for the House 
of Representatives — Australian or US). See LOWER 
HOUSE; UPPER HOUSE; also Preface (Ranks, Titles 
and Capitals).

★ however. Do not use it when a but will suffice. 
Even the but is often unnecessary; consider whether it 
should be omitted. When however is used, there are two 
forms. Follow this punctuation: The question, however, 
remains; However hard the question, it must be faced. Not: 
However, he decided not to go.

HSBC Bank Australia. The Australian subsidiary of 
the Hongkong and Shanghai Banking Corporation.

Huntington’s chorea. A degenerative disease.
hung. A condemned man is hanged. Clothes are hung 

on the line. Paintings are hung in a gallery.
hurting (as in people are hurting). Say people are suffer-

ing or being hurt. 
Hussein, Saddam. Former President of Iraq. Neither 

Saddam nor Hussein is his given name, so call him 
Saddam Hussein at each mention.

Hutchison Telecommunications
hydro-electric, hydro-electricity. 
hypercritical/hypocritical. The first means unduly 

critical, the second means assuming a false appearance 
of virtue.

hypertension/hypotension. The first means abnor-
mally high blood pressure, the second means abnormally 
low blood pressure.

hypocrisy. Occasionally mis-spelt hypocracy.
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I
IBISWorld. Formerly IBIS International.
icecream
identify. Often misused for discover, find.
i.e. For the Latin id est, meaning that is. Full points. 

In formal copy, prefer that is. 
idiosyncrasy. It means the mental constitution pecu-

liar to a person or class, an individual bent of mind or 
inclination. An idiosyncrasy is not one of a person’s hab-
its, ways, fads, whims, fancies or obsessions. 

idolater but idolatry.
if it were/if it was (subjunctive and conditional). See 

IF IT WERE/IF IT WAS in Style Pointers.
illegitimate. Not to be used to describe those born out 

of wedlock. The term no longer applies in law. Where 
such a circumstance of birth must be alluded to, use  
ex-nuptial. 

illuminate(d). Prefer light, light up and lit up (except 
in figurative use, e.g. illuminate the differences).

imbroglio
immigrant. See EMIGRANT.
★ impact. Misused by many writers and commenta-

tors. As a noun, it means the action of one object coming 
forcibly into contact with another. Do not use as a verb.

implement (verb). Prefer carry out, fulfil, execute.
★ imply/infer. Infer is commonly misused for imply.
Imply means to suggest something that is not 

expressly stated: The Prime Minister implied that he was 
considering an early election.

Infer means to draw a conclusion from evidence 
or from what someone has said: The Opposition has 
inferred from the Prime Minister’s remarks that he is con-
sidering an early election.

Very roughly: the speaker implies, the hearer infers.
Also see INDICATED.
imposter (rather than impostor). 
impresario. Not impressario.
impressionist, post-impressionist. The movement in 

painting. Lower-case.
in addition/in addition to. Prefer also, too, and, 

besides, as well, as well as. 
in attendance. Use present, there.
in order to. The words in order are usually  

superfluous.
in so far. Usually part of someone's waffling.
in spite of. Use despite. 
in the foreseeable future. Some events are predict-

able. The future is not foreseeable.
in the near future. Use soon.
in the wake of. Overused and inappropriate figura-

tive language. Use in the aftermath of.
in vitro. It means in glass. Do not hyphenate. 

in your face. No, no, no.
Inc. As in WA Inc and Inc magazine. No full point. 

Also See BUSINESS NAMES in Style Pointers. 
incommunicado
incontestable
★ increasingly. This word is overused and, in most 

cases, wrongly used. Take this example, from the Lynne 
Truss book Talk to the Hand: I find that people I've never 
spoken to before are increasingly choosing to call me on my 
mobile before even checking whether I am a my desk. First, 
there is the contradiction that people she has never 
spoken to are calling her more than once. (Once they 
have called her, they are no longer people she has never 
spoken to.) Then there is the suggestion that the rate 
of calls from these people is increasing, which would 
mean that if they used to call once a week, they would 
have to call twice a week, then three times a week, and 
so on. The sentence would have made far more sense 
if she had omitted increasingly. 

Use increasingly as an adverb, if at all. The storm 
became increasingly fierce until day broke. Do not use 
it on its own, as in Increasingly, share prices are falling. 
Best to avoid it altogether.

incredible, incredulous. The first means unbelievable, 
the second means disbelieving. Do not use incredible if 
you mean big, impressive, etc,

in-depth. Do not use this cliche to describe inter-
views etc; we try not to publish in-shallowness inter-
views. 

indeed. Always superfluous.
index. Plural indexes for books and indices for statis-

tics.
indicate. As an attribution, to be used with discre-

tion and not as a routine substitute for say. It is valid 
only when the source has done no more than imply 
something, and we are making an inference: The Prime 
Minister last night indicated that the election would be 
held before September next year, saying he wanted to have 
it over before the Queen’s visit. Also see IMPLY. 

indigene, indigenous
indiscreet means lacking in prudence. 
indiscrete means not separated into distinct parts. 
Indochina, Indochinese
Industrial Court. Full name the Australian Industrial 

Court. See INDUSTRIAL RELATIONS COMMISSION.
★ infamous. A perilous word if used of any living 

person, even jocularly. It means ill-famed, abominable, 
notoriously vile or evil. See NOTORIOUS. 

infect. One is infected with a disease-causing agent 
such as a bacterium or virus, as a result of which one 
may contract a disease. 

infer. See IMPLY.
infighting 
information technology. Abbreviate as IT after first 

mention. No need to put IT in brackets.
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infra-red. But ultraviolet.
infrastructure. Where it is possible to be specific, do 

so, e.g. public works, roads, bridges, sewerage, water sup-
ply, power supply etc. 

innocent. Not the same as not guilty. A jury considers 
whether a defendant is guilty or not guilty. So do not say 
the jury found the defendant innocent of the charges.

innocuous
innuendo, innuendoes
inoculate
in-patient
inquire, inquiry. Not enquire, enquiry.
inside. Not inside of. Also see OUTSIDE OF. 
insignia. Singular and plural. Do not say insignias.
instrumentality. Sometimes unavoidable: government 

instrumentalities, an umbrella term. Agencies is prefer-
able.

install, installed, installation, instalment
installation, instillation. Both of these words exist. 

Do not take instillation to be a literal without checking 
the meaning.

instil, instilled, instillation, instilment
Insurance Australia Group. Formerly NRMA Insur-

ance Group.
intelligentsia
intensive. An overworked word, but do not arbitrarily 

change it to intense, which means something else.
interdependence
interest cover. See Basic Financial Ratios section for 

definition.
interface. A vogue word. Avoid it unless talking 

about computers.
internet. Lower-case, as is the web.
internet addresses. Render in lower-case. If the 

address will not fit on a line, break it like this: www.brw. 
com.au (note there is no confusing hyphen).

interstate. It means existing or carried on between 
states: interstate agreement, trade, commerce, route, high-
way, flight etc. The adverbial form in travelling interstate 
is firmly entrenched in usage, but do not use interstate 
as a pseudo-noun (e.g. guests from interstate). See INTR-
ASTATE.

★ interesting. As vague a word as you would hope to 
find. If you cannot come up with a more informative 
alternative, you might be in the wrong business.

★ interestingly. Always superfluous.
into. These forms are common but wrong: royal 

commission into, committee into, report into, study 
into, survey into, white paper into, program into and 
many others, even examination into. The all-purpose 
abuse of this word probably stems from the correct 
usage inquiry into.

The correct forms are: royal commission on, com-
mittee on, report on, study of, survey of, white paper 
on, program of, examination of. Investigation of is also 

preferable to investigation into in many cases. See 
ROYAL COMMISSION; also CHANGE IN. 

intrastate. Means something that happens within the 
borders of a state. So: Victoria's intrastate carriers want 
access to NSW and South Australia.

Iraq, Iraqi
Irian Jaya. The Indonesian province, known by indig-

enous inhabitants as West Papua. 
-ise/-ize (the suffix). Use -ise in all cases where there 

are options. Note that capsize is not optional.
Islam, Islamic. Call the followers of this faith Mus-

lims, not Moslems. See MOHAMMED.
issue. Often used to do the work of subject, topic etc. 

(For issues of a news paper etc, see EDITION, ISSUE.) 
★ its, it’s. Its is the possessive of it. (The dog scratches 

its ear); it’s is short for it is (It’s scratching its ear).
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J
jackaroo
jackpot
jail, jailer. Not gaol, gaoler.
Jakarta. Not Djkarkta.
jamb. Of a door.
Japanese. Not Japs, except when attributed to bigots 

or used in historical references (JAPS BOMB DARWIN!). 
Jayapura
JC Penney. No full points.
JP Morgan. No full points.
jerrybuilder
jet aircraft, jet bomber, jet fighter, jet plane. Two 

words, no hyphen. But jet-lag with a hyphen. 
Jew, Jewish. Do not use Jewess. See RACE in Style 

Pointers. There is no such language as Jewish; the Jew-
ish languages are Hebrew and Yiddish. Cap Jewish festi-
vals and holy days, e.g. Day of Atonement (Yom Kippur) 
and Passover. 

jewel, jeweller, jewellery. Not jeweler, jewelry.
jibe (meaning taunt). Rather than gibe. The sailing 

term is gybe.
Jindivick (Victoria), Jindivik (pilotless target-aircraft). 
JIO. Joint Intelligence Organisation. As it cannot be 

pronounced, the say the JIO.
jodhpur
Jogjakarta
john dory (the fish).
Johnnie Walker (the whisky). 
Johns Hopkins Hospital and University (Baltimore).
joint venture (noun), joint-venture (adjective).
judgement. Not judgment.
ju-jitsu
junior, senior. When distinguishing between, say, 

father and son, use this form: George Bush senior 
(lower-case, spelt out, no commas). Do not abbreviate.

K
kaffir. Lower-case. The derogatory term used by some 

South African whites for blacks. Not to be used except 
when quoting bigots. See RACE in Style Pointers.

Kafir. Native of Kafiristan (Central Asia).
kaftan. Not caftan. 
Kampuchea. The style is Cambodia. 
karri/kauri. Karri is a Western Australian timber; 

kauri a Queensland and New Zealand timber.
Katmandu. Not Kathmandu.
Kazakhstan. The former Soviet republic. 
Keating, Annita 
kerb. Pavement edge. Do not use for curb (see sepa-

rate entry).
kerbstone
kerosene
keystroke, keyword
Khartoum
Khomeini. Cap the honorific, Ayatollah Ruhollah 

Khomeini; lower-case the ayatollah. 
kid, kids, kiddies. Use child, children. Kids is not to 

be used as a lazy way out of headline problems. See 
MUM. 

kilo-. It indicates 1000 (cycles, litres etc).
kilohertz. Abbreviate as kHz when used with a fig-

ure.
Kimberly-Clark. Note the hyphen and the spelling of 

both words.
Kimberley. The Kimberley Plateau and Ranges (WA). 
kimono, kimonos
kindergarten
Kings Cross. No apostrophe in the Sydney, London 

and other Kings Crosses.
Kings Hall. In the old Parliament House, Canberra. 

No apostrophe. Also Queens Hall, Parliament House, 
Melbourne.

Kingsford Smith. For Sir Charles and the federal 
electorate. No hyphen.

klieg (lights).
★ Kmart
knight errant. Two words. Plural knights errant.
Knights Templars. Also Knights Hospitallers of St John 

of Jerusalem. As the names of chivalrous orders, they 
should be capped.

knockback (noun), knock back (verb). Do not use this 
slang in routine reportage. Use reject legislation etc. 

knockout (noun), knock out (verb).
knowhow. A trite expression. Use skill, expertise, 

knowledge or other appropriate words. 
KO, KO’d
koala. Not koala bear or native bear. It is a marsupial, 

not related to bears.
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Koori, Kooris. The Aborigines of south-eastern Aus-
tralia. In general terms, use Aborigines. 

Koran. The Islamic sacred book. 
★ Korea. It is essential to differentiate between 

North Korea and South Korea. Korea on its own is 
meaningless.

Korea veterans. Not Korean veterans. Also Australia’s 
Vietnam (not Vietnamese) veterans.

★ Kosciuzko
KPMG 
Krakatoa. West of Java.
kudos. It means glory, renown, and is singular. The 

kudos is well deserved.
Ku Klux Klan. Not Klu Klux Klan.
Ku-ring-gai (Sydney).
Kyrgyzstan. The former Soviet republic. 

L
Labor. This spelling for the Australian Labor Party.
Labour. This spelling for the British, New Zealand, 

Israeli and other Labour parties.
labour-market. Hyphenate when used adjectivally.
labour movement. Lower-case. 
Lady. (1) Knights’ wives are usually called Lady 

Blank; they should not be called Lady Flora Blank, Lady 
Arthur Blank (after the husband), or Flora, Lady Blank. 
When the wife’s name is be used, the following forms 
are acceptable: Lady (Flora) Blank; Sir Arthur Blank 
and his wife, Flora; Lady Blank, wife of Sir Arthur Blank. 
(This last form is particularly useful in identifying the 
wife of one of two knights with the same surname.)

 (2) Daughters of senior peers (dukes, marquesses 
and earls) are called Lady Henrietta Knuckle, thereafter 
Lady Henrietta. 

 The expression the Lady is incorrect. In neither of 
the above cases should anyone be called the Lady Blank 
or the Lady Henrietta Knuckle. Also see Preface (Ranks, 
Titles and Capitals). 

lady. Prefer woman.
lady-in-waiting. To the Queen etc. Lower-case. It 

means someone who assists or accompanies and 
queen or princess. Not to be used of a pregnant 
woman. Also, do not confuse with heir. It does not 
mean waiting to be queen.

laissez-faire
Lake Copeton, Lake Eppalock, Lake Eildon, Lake 

Hume. Use Lake rather than Reservoir or Weir.
lama (holy man), llama (the beast).
Laminex. Cap. See TRADE NAMES in Style Point-

ers.
landholder, landfall, landlady, landlord, landline,  

landlubber, landmark, landmass, landmine, landowner, 
landslide, landslip. One word, no hyphen. But …

land agent, land grabber, land office, land shark, land 
tax, land worker, land wind. Two words, no hyphen.

land-hungry, land-locked (and other compound adjec-
tives). Use hyphen.

Land Rover. No hyphen. 
landing strip. But airstrip.
languor, languorous
Laos. The people and the Government of Laos are 

Laotian. They are Laotians. The country’s dominant 
tribal group are the Lao (a Lao; Lao people). 

lapdog. One word. Also watchdog, sheepdog etc.
lasses, lassies. Do not use for girls, women.
lasso, lassos. Not lassoo, lassoos.
last. Do not substitute for latest or past: the latest 

Williamson play, the past month. But: It happened last 
month.
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Last Post, the. No quotes, not italicised.
La Trobe, Charles Joseph (1801–75). Confusion 

about his name has led to its appearance as La Trobe, 
LaTrobe and Latrobe in the names of various places, 
features and institutions in Victoria. We use La Trobe 
for the man, the university, the river, the valley, the 
street, the library, the electorate and anything else 
named after him. 

latter. See FORMER.
launch. A fine verb, best reserved for the nautical 

context. Terrestrial alternatives include release, intro-
duce, unveil, initiate, open and display. That said, it must 
be acknowledged that in marketing terms, products 
are launched. But let’s try to avoid silly concepts such as 
P&O is relaunching the Fairstar.

Laurence, Brotherhood of St
lawful actions, legal secretary
Lawrence, D.H. and Lawrence, T.E. (of Arabia).
lawsuit
layby (plural laybys). A form of time payment. In 

copy from Britain it has to be understood to mean a 
roadside parking bay. Best to translate it. 

lay/lie. Innocent verbs that cause a lot of trouble. 
Look out for blunders like I laid on the bed; He was lay-
ing on the floor; The book was laid on the table. When in 
doubt, match the problem to this list: 

Intransitive:
I lie on the bed.
I lay on the bed (past tense).
I will lie on the bed.
I have lain/am lying/was lying/will be lying on the bed.
Transitive:
He lays the book on the table.
He laid the book on the table.
He will lay the book on the table
The book is/was/will be/has been laid on the table.
Lay the table.
I laid the table.
I will lay the table.
The table is/was/will be/has been laid.
lead (present tense), led (past). Be alert for the blun-

der of using lead (rhymes with red, sounds like heavy 
metal) in the past tense. 

leader (of a party). Cap the Opposition Leader, the 
Deputy Opposition Leader in both houses but lower-case 
the leader of any party. See Preface (Ranks, Titles and 
Capitals. 

Leader of the House, Government Leader in the Sen-
ate etc. 

league. The Australian Football League, the National 
Rugby League, etc, at later references, are the league 
(lower-case). 

lean, leant
leap, leapt
learn, learnt (to distinguish it from a learned person)

Lebanon. Not the Lebanon.
Left (in politics). Cap the Left and Right factions of 

political parties, etc. Socialist Left, Centre Left, Centre 
Unity, New South Wales Right and the like. And the New 
Right.

leftie (for people of the left in politics). To be used 
only in reported speech. 

legend/legendary. A legend is a story handed down 
from early times. Someone or something from a legend 
can be described as legendary. But do not talk about the 
legend of the formation of Coca-Cola or Shane Warne’s 
legendary flipper.

legionnaires’ disease (lower-case). First diagnosed 
in legionnaires, members of the American Legion. 
Also: members of the French Foreign Legion should be 
called legionnaires (lower-case). 

Leichhardt. The explorer, the river, the Sydney sub-
urb and other things named after him.

lengthy. It means of unusual length. Do not use for 
long.

lend/loan. Lend is a verb; loan is a noun. See LOAN.
lend-lease. But the Australian institution is Lend 

Lease. 
Lenegan, Charles. The chief executive of Rio Tinto.
lens, lenses. In the possessive: a lens’s focal length. 
lesbian. See HOMOSEXUAL. 
lese-majeste. 
less in amount, fewer in number (as a rule). Use less 

money, fewer coins; less employment, fewer jobs. Do not 
automatically use fewer in front of figures; consider 
whether it is number or amount (or proportion, time, 
distance or some other measurement) you are dealing 
with: fewer than 40 people, but less than 40 per cent of 
people; less than 40 days; less than 40 metres; less than 40 
litres.

Not withstanding all that, common sense is required 
in the use of fewer with numbers of things as there 
are some constructions that will not accommodate 
it, e.g. one fewer pork barrel. In this and the following 
cases, the natural English option is less and it should 
be substituted: the tally is 252 fewer; I’ve got fewer/a lot 
fewer/many fewer/eight fewer/a few fewer (!) than you. It 
can be taken as a rule that fewer does not work well on 
its own; where the things that there are fewer of are not 
mentioned but merely understood, substitute less. 

letterbox (as noun and, where unavoidable, as a 
verb). 

letters (after someone’s name). See INITIALS in 
Style Pointers. 

leukaemia. Not leukemia.
★ leverage. A good, plain word that means mechani-

cal advantage, power or influence. Do not use it as a verb 
except in direct quotes.

Levi’s. A trademark for the Levi Strauss brand of 
jeans. 
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liaison. Not liasion.
Liberal/liberal. Cap for a member of the Liberal Party 

of Australia or any other party of the name. Lower-case 
for people described as liberals because of their outlook 
or beliefs. When Liberal Party members talk about 
Liberalism, Liberal philosophy, Liberal policy and the like, 
use cap L. But liberalism as a non-partisan philosophy 
should be lower-case. Also: a small “l” liberal (or Liberal, 
i.e. one on the left of the party); a large “L” Liberal (or 
liberal). 

Also see COMMUNIST; CONSERVATIVE; FAS-
CIST; NAZI; SOCIALIST; TORY. 

libretto, librettos
★ licence (noun), license (verb). Also licensee, licensed 

grocer. This mnemonic might help: Ice is a noun.
lie/lay. See LAY/LIE.
Liechtenstein (the principality). But Lichtenstein, the 

place in Germany. 
lifeboat. Also lifebelt, lifebuoy, lifejacket, liferaft, life-

time, life preserver, lifesaver, lifesaving. But the Surf Life 
Saving Association. 

lifestyle
liftout
light-rail vehicle. With a hyphen. 
lightweight. As in boxing. But light-weight materials, 

as an adjective.
light-year. A unit of astronomical distance, not time. 

It is the distance light travels in a year, about 9600 bil-
lion kilometres (six million million miles). Light travels 
at about 300,000 kilometres a second (about 186,000 
miles a second). 

★ like. It means similar to. Not to be used in place of 
such as. Say He owns shares such as ABC and BHP, not 
He owns shares like ABC and BHP.

likeable
linchpin. Not lynchpin.
-line/line. Phrases such as the following should be 

two words or with a hyphen when they are used as 
compound adjectives: front line, hard line, punch line, 
soft line. So: in the front line, but the front-line states. The 
exception is hotline. 

liquefy. And liquefaction, liquefied natural gas.
-list (as in short-list). With a hyphen. 
literally. Use it sensibly, not foolishly like this: The 

car literally flew. To say that literally hundreds of people 
died (which we are likely to hear on the radio any day) 
demonstrates an abject poverty of understanding. Most 
people use literally when they really mean figuratively.

literature. Too good a word for sales literature, elec-
tion literature. Without being impolite, there are plenty 
of alternatives, such as printed matter, advertisements, 
handbills, handouts, leaflets, pamphlets, dodgers, bro-
chures. 

liveable. Not livable. 
livestock

Lloyd’s and Lloyd’s names (insurance), Lloyds Bank, 
Lloyd’s Register (of shipping)

-load. As in truck-load, cart-load, train-load.
loan. It is a noun. Do not use as a verb. It is wrong to 

say Joe Blow will loan his friend $50. Rather, he will lend 
him $50. And do not use lend as a noun, as in Give me 
a lend of your Style Book.

Loan Council meeting. Cap L and C, lower-case m. 
Also Premiers’ Conference. The annual Premiers’ Confer-
ence and Loan Council meeting. But the special Premiers’ 
Conference. Also Council of Australian Governments. 

loath/loathe. Loath is an adjective; I am loath to inter-
fere), Loathe is a verb: I loathe his haughty manner.

local. Avoid such tautologies as local neighbourhood, 
local residents, local inhabitants. 

lockout (noun), lock out (verb) 
lock-up (noun), lock up (verb) 
lodestar, lodestone 
lodgement
London Metal Exchange. Not Metals. Abbreviate as 

LME.
logjam 
longbow, drawing the. To stretch the truth or exag-

gerate is to draw the longbow, not draw a long bow. It is a 
cliche, so do not use except in reported speech. 

long-service leave
longstanding. One word. 
long-term. A long-term (longer-term) solution, but in 

the long term.
Lord’s (cricket ground)
loudhailer, loudspeaker
lower house (of Parliament). And upper house. Both 

lower-case. But prefer the name of the house: the Legis-
lative Assembly, the House of Assembly, the House of Com-
mons. 

Cap the House only for the House of Representatives 
(Australian and US) so we can speak of the House and 
the Senate. Lower-case the house for all other houses of 
any Parliament (except that the Houses of Parliament is 
the proper name of the legislative buildings at West-
minster). Also see the Preface (Ranks, Titles and Capi-
tals). 

low-income (adjective). And high-income, middle-
income earners etc. 

lucky. See MIRACULOUS.
luxuriant/luxurious. The first suggests great abun-

dance (a luxuriant garden); the second something 
exceedingly rich and costly (a luxurious flat).

Ltd (where needed, which is rarely) use Limited. See 
BUSINESS NAMES in Style Pointers. 

-ly words of dubious parentage should be used with 
care. See EFFECTIVELY, HOPEFULLY AND REPORT-
EDLY. 

lying in state (participle). But the lying-in-state of a 
public figure. 
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M
Mabo. The act popularly known as Mabo legislation is 

more accurately called native title legislation, and should 
be referred to as such, except in reported speech. The 
same goes for Wik.

Macau, not Macao. 
MacArthur, General Douglas
Macarthur, Captain John. Co-founder, with his wife, 

of the Australian wool industry.
Macfarlane, Ian. The governor of the Reserve Bank.
McDonald’s. Home of Ronald and the Big Mac. With 

an apostrophe.
McDonnell Douglas
McFarlane, John. Chief executive of ANZ Banking 

Group.
machinegun, sub-machinegun. See FIREARM. 
Macintosh. The computer made by Apple. And iMac.
MacKillop, Mary. The founder of the Josephite order. 
McKinsey & Company
Macmillan, Harold (Lord Stockton). The former Brit-

ish PM (1894–1986).
Macmillan. The publishing company.
McMillan, Angus. Explorer after whom the Victorian 

federal electorate is named.
Macpherson, Elle and Mimi
McPherson’s
macro-economic. And micro-economic.
Mafia, the. Cap the crime organisation in all its man-

ifestations, Sicilian, American, Australian, Russian 
etc. But lower-case in figurative use, e.g. the backbench 
mafia.

magistrate. Use the Melbourne (or other) Magistrates 
Court; but magistrates’ courts in the plural. 

Magna Carta
Mahathir. Dr Mahathir Mohamad, former Prime 

Minister of Malaysia. Mahathir is his surname.
★ major. Do not use, except in a proper name or 

military rank. The range of alternative words that 
express precisely what you wish to convey is lim-
ited only by your vocabulary — big, large, great, leading, 
important, strong and many others (except significant, 
which is looking almost as sickly as major). Also see 
MEGA; MINOR. 

make-up (as a noun). And shake-up.
makers. Make two words (no hyphen) of all such 

terms as film maker, wine maker, tool maker, car maker, 
confectionery maker. But use as one word in these sens-
es: bookmaker, haymaker, pacemaker. 

making. As NOUNS, make two words (no hyphen) 
of film making, wine making, tool making, car making 
and all other cases that flow from the preceding entry. 
As ADJECTIVES, use hyphens in film-making company, 

wine-making family, tool-making business, car-making sta-
tistics. Also see GROWING in Style Pointers. 

Malay, Malaya, Malaysia. The nation is Malaysia and 
its people Malaysians. Malays are the main racial group 
among Malaysians; Malays should not be used of the 
people as a whole. But the Malay Peninsula is geograph-
ically correct.

Mallesons Stephen Jaques. No comma. Call it 
Mallesons after first mention.

man, mankind. The human species. See SEX in 
Style Pointers. 

manchester. The linen products take a lower-case m.
man-hour 
manifesto(s)
manikin. Dwarf, lay figure. But mannequin (model).
Manila (Philippines), manila (envelope, rope, cigar)
Manilla (NSW)
man-made, manning. Of course, these terms do not 

literally mean made by males, staffed by males. In cir-
cumstances where offence might be taken, alternatives 
are available — such as manufactured, synthetic, artifi-
cial on the one hand, and staffing, employment, workforce 
on the other. 

manoeuvre, manoeuvring. Not the American form, 
manouvre, manouvring. 

man-of-war (rather than man-o’-war) for old warships 
— and for the Portuguese man-of-war (poisonous sea 
creature). 

manpower. See MAN-MADE, MANNING. 
Manufactures, Chamber of. Not Manufacturers. The 

national body is now called the Australian Industry 
Group. Check state bodies for regional variations.

Mao Zedong (not Mao Tsetung). We use pinyin spell-
ings of all Chinese names.

marchioness. See MARQUIS.
margin. It means a difference. So you say, he won by a 

two-vote margin, not the margin was 54-52.
marijuana, Not marihuana.
marines. Cap the US Marine Corps and the US 

Marines when the corps is meant; but lower-case US 
(or American) marines when referring to a number, 
group etc of these seaborne soldiers. Cap the Royal 
Marine Commandos or the Royal Marines when the unit 
is meant, but lower-case marines when referring to the 
troops. 

marital status. See DE FACTO; DIVORCE; MS. 
marquess is a British nobleman ranking between 

duke and earl; marquis is the equivalent rank in Euro-
pean nobility. A marquess’s wife is a marchioness; a 
marquis’s wife a marquise. Do not confuse these terms 
with marquee, which is a sort of tent.

Maserati
Masonite. A trade name. Call it hardboard.
Mass. Cap the rite.
Massachusetts
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★ massive. Not to be used except in direct quotes..
masts: mainmast, foremast, mizzenmast.
Master of the Queen’s Musick
★ MasterFoods. The company and its products. 
masterfund. One word.
mastertrust. One word.
matchplay
materialise. Better words are appear, happen, come 

about, unless you are talking of the supernatural. 
mathematics. Singular, like economics, politics.
matrix. Plural matrixes.
Mauretania (the ship), Mauritania (the country).
maven. It means an expert or a leader.
maximums. Not maxima. 
may/can. May denotes permission or authority to do 

something; can purely the ability to do so.
may/might. May signifies a possibility in the present 

tense; might signifies a possibility in the past tense; 
may have signifies a real but uncertain possibility; 
might have signifies something that once was possible 
but did not happen. 

mayday. Lower-case the distress call (which has noth-
ing to do with May Day, the festival or holiday). The 
distress call comes from the French cry m’aidez. 

Mayne Group, Mayne Pharma
MBA. It stands for master of business administration. 

It is a master's degree.
meaningful. Almost meaningless. Instead, try useful 

talks; sincere or intimate or close relationship; fruitful 
negotiations; real achievement; sound policies. There is 
always a word. 

meanwhile. A sadly transparent device for dragging a 
story on from one point to the next. It is better to omit 
meanwhile and get on with the story without resorting 
to a phoney linkage. 

meatworks
mecca. Lower-case in figurative use. Avoid cliches 

such as mecca for tourists. 
medals (Olympic etc). Lower-case gold medal, silver, 

bronze.
media. Always plural: the media are not is. 
 In any case, the word has taken a thrashing. If 

absolutely necessary, use news media (not media alone, 
as there are other media) to refer to print and elec-
tronic news organisations. But do not forget press, 
radio and television, etc; news organisations; newspapers 
and magazines (as an alternative to print media); radio 
and television (rather than broadcast media); newspa-
pers; journalism; and news conference (rather than media  
conference). 

★ medium-size enterprise. Not medium-sized.
mediaeval. Not medieval.
meet. Not meet with. The Prime Minister met his  

ministers for pre-budget talks.
mega-. Except in technical sense (where it means 

a million) this prefix has become a flippant (and now 
boring) way of describing anything at all large. It 
should not be used as a pseudo-adjective (mega produc-
tion and the like). Also see MAJOR; MINOR. 

megabit. Abbreviate as Mbit when used with a fig-
ure.

megabits per second. Abbreviate as Mbps when used 
with a figure.

megabyte. Abbreviate as Mbyte when used with a 
figure.

megabytes per second. Mbytes per second is the only 
acceptable abbreviation.

megahertz. Abbreviate as MHz when used with a 
figure.

melancholy. (sad, sadness), melancholia (the mental 
illness).

Melburnian. Not Melbournian.
member. The member for Kalgoorlie (not Member). 
memento(es)
memo. Plural memos.
men’s wear. Not menswear. And children’s wear, wom-

en’s wear.
Mercedes-Benz. Plural Mercedes-Benzes.
merino (sheep breed). Lower-case. Plural merinos.
Messerschmitt (aircraft, bubble car).
Messiah. Cap it in its primary meaning, the foretold 

deliverer of the Jews; also Jesus Christ as the Messiah. 
But lower-case in figurative use, e.g. a rabble-rousing 
politician being referred to as a political messiah. Han-
del’s famous oratorio is Messiah, not the Messiah.

metric. Not to be used as a synonym for measure.
metrics. See WEIGHTS AND MEASURES in Style 

Pointers.
metropolis. Plural metropolises.
MGM. No hyphens.
Michelangelo
micro-economic. And macro-economic.
midday. And midnight, midweek, midyear, midsummer, 

midwinter. But mid-autumn, mid-spring. Also: midday 
not 12 midday. 

middle class (noun), middle-class (adjective).
Middle East. Two words, no hyphen. Mid-East per-

missible in headlines but not in text.
middle-income (adjective). And low-income, high-

income earners etc.
middleman, middleweight
midnight. Not 12 midnight.
Midwest of the United States.
migrant. See EMIGRANT.
migrate. It is an intransitive verb, so do not use it 

when you mean change, move etc.
mileage. Not milage.
militate/mitigate. The former usually takes the  

preposition against and means to have weight or effect. 
The latter means to make less harsh or alleviate.
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military ranks. See Preface (Ranks, Titles and Capi-
tals).

milk bar. Not milkbar.
millennium, millennia
Millennium bug. A misnomer. Prefer Year 2000 prob-

lem. But not Y2K bug.
mincemeat
mind-set
mine owner, minehead, open-cut mine, open-pit 

mine 
mini. Another overused word. Look for alternatives, 

e.g. interim, local, regional. 
mini-budget
minister/Minister, ministry/Ministry. See MINIS-

TRY (in Style Pointers); DEPARTMENTS AND MIN-
ISTRIES; PORTFOLIOS; and Preface (Ranks, Titles 
and Capitals). 

minor. This adjective has been spared the savage 
punishment dealt out by lazy writers to its antonym, 
major, but we must still treat it kindly, avoiding such 
perversions as very minor, quite minor, the most minor. 
Things minor or major are just that, requiring no quali-
fication. Also see MAJOR; MEGA-. 

Minter Ellison. No comma. Call it Minters after first 
mention.

minuscule. Not miniscule.
miraculous. Unless divine intervention can be 

proved, do not use miraculous to describe escapes from 
death or other bits of luck. 

misfire
mis-hit
mis-spell, mis-spelt
Mitterrand, Francois
mobile-phone. Hyphenate when used adjectivally.
MobileNet
Mohammed. The prophet. Mohammedan for his 

teachings etc, but do not describe Muslims as Moham-
medans. Note the spelling of Muhammad Ali and Dr 
Mahathir Mohamad.

Molotov cocktail. Prefer petrol bomb. 
Moldova. Formerly Moldavia. 
Monaco. After the Vatican, the world’s smallest state. 

The people are Monegasques. 
moneyed. Not monied.
money-lender 
moneys. Use this option rather than monies. In 

either spelling, it is nothing more than a pompous, 
bureaucratic way of saying money (which should be 
substituted except in a direct quote). 

Mongol, Mongoloid (racial) and mongolism (the dis-
credited former name for Down syndrome, which is 
listed in a separate entry). 

mongoose. Plural mongooses.
Montessori method. After Maria Montessori, a sys-

tem of training young children. It emphasises training 

of the senses and guidance to encourage self-educa-
tion. 

Moody’s Investors Service
Mooloolaba and Mooloolah (Queensland)
moon. Lower-case the moon.
more than (as part of a verb). Do not use such terms 

as Westpac has more than doubled its profits, and The 
suicide rate has been more than halved. Alternatives are 
Westpac has increased its profits to more than 100%, and, 
The suicide rate has been cut by more than 50%. 

Moslem. Use Muslim.
Mosman (Sydney), Mosman Park (WA), Mossman 

(Queensland). 
mosquito(es)
motivation. Prefer reason, cause, ambition, ideal, hope, 

belief, drive etc. There is always a word. 
motorcycle. Also motorcyclist, motorbike, motorcar, 

motorboat. But motor vehicle, motor ship, motor vessel.
Mount Coot-tha (Brisbane).
Mount Ku-ring-gai (Sydney)
Mount Isa
Mount Isa Mines. The company owned by 

MIM Holdings.
Mt Newman Mining. Note the Mt, which is not our 

normal style. 
movable. Not moveable.
MP3
MPs (plural of MP). Not MP’s, which is possessive 

singular (MPs’ possessive plural).
Muhammad Ali. Previously known as Cassius Clay.
mujihadeen (singular and plural). Islamic guerrilla 

fighters. 
multi-billion, multi-billion-dollar and multi-million, 

multi-million-dollar 
multicultural 
multimedia 
multinational. Not transnational or MNC.
mums and dads, mum, dad and the kids. Avoid 

these folksy expressions. 
Murdoch, Dame Elisabeth. Rupert’s mother.
Murphy’s Law. The law is: If something can go 

wrong, it will. 
Murwillumbah (NSW)
Muslim. Not Moslem. Also See MOHAMMED.
Muzak. A trademark for a type of background record-

ed music. 
Myer. At time of writing, Myer stores belong to the 

Myer–Grace Bros division of Coles Myer. In reported 
speech, use the apostrophe in the colloquial forms 
shopping at Myer’s, Myer’s Christmas windows etc. 

myriad. Usually misused. It means innumerable, so 
you might say there are myriad complications but you 
cannot have a myriad of anything. Better just to say 
many.
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NAFTA (for the North American Free Trade Agreement). 

As the name can be pronounced, we say NAFTA, not 
the NAFTA. Subs note the small caps. See ABBREVIA-
TIONS in Style Pointers.

naive, naivete
Nanjing. The city in mainland China, formerly Nan-

king. 
NASA (for the National Aeronautics and Space Admin-

istration). As the name can be pronounced, we say 
NASA, not the NASA. Subs note the small caps.

national anthem. Lower-case. 
National Australia Bank. Abbreviate as NAB after 

first mention.
National Estate, the. Also the World Heritage list.
National Institutes of Health. Consists of the US 

National Library of Medicine, 11 separate institutes 
and various divisions, part of the Department of Health 
and Human Services. 

National Party. Where an abbreviation is required, in 
text or headlines, use NP rather than Nats. 

national service, national serviceman
nationwide. Also statewide, worldwide, countrywide. But 

Australia-wide etc. Often national is the word required.
NATO (for the North Atlantic Treaty Organisation). As 

the name can be pronounced, we say NATO, not the 
NATO. (See ABBREVIATIONS in Style Pointers).

navy, army, air force. Lower-case these as short forms 
for the armed services of Australia or any other nation. 
But cap full names: Australian Army, Royal Australian 
Navy, US Navy etc. 

Nazi/nazi. Cap the Nazis of Hitler’s Germany or 
members of any Nazi Party; Also neo-Nazi. Lower-
case nazi as a term of abuse. Remember that it can 
be defamatory. See COMMUNIST; CONSERVATIVE; 
FASCIST; LIBERAL; SOCIALIST; TORY.

necessitate. Prefer require.
necessity. Prefer need.
negro(es). Considered a pejorative term by many, so 

best avoided. When used in reported speech, lower-
case. See RACE in Style Pointers

neighbour, Neighbourhood Watch. 
Neighbours. The television soap.
neither. See EITHER.
neo-con. It is short for neo-conservative, which is a 

more acceptable term. 
neo-Nazi. See NAZI.
nerve-racking. Also pain-racked. Not wrack (but wrack 

and ruin).
net. Not nett.
net tangible assets. See Basic Financial Ratios sec-

tion at the end of this book for definition.

Netherlands, the. Lower-case the. See THE.
nevertheless. But none the less.
New Australian. It began in all innocence but quickly 

became a derogatory term. Not to be used except in 
historical references. See RACE AND NATIONALITY 
in Style Pointers. 

New Guinea. See PAPUA NEW GUINEA.
New Haven (Connecticut), Newhaven (England)
newlywed (noun), newly wed (adverb and adjective). 

The newlyweds; a newly wed couple. Also as adverb and 
verb: They are newly wed.

New Right, the. Cap this broad movement in politics.
newsagency. An organisation that gathers and trans-

mits news; OR a shop that sells newspapers etc, run by 
a newsagent. 

newsman. Also newswoman, newsboy. But news ven-
dor, news editor, news desk, news staff, news room, news 
bulletin, news reader, news report, news reporter (and 
newspaper reporter, as distinct from radio or television 
reporter). 

New South Wales at first reference, then NSW.
News Corporation (never News Corp), News Limited
Newtown (Sydney and Geelong), New Town 

(Hobart), but Newton (Adelaide). 
New Year’s Day. Also New Year’s Eve; New Year’s cel-

ebrations, festivities, greetings, Chinese New Year, Jewish 
New Year etc. But the new year; in the new year.

next of kin. No hyphens.
Nietzsche
night-time. But daytime.
NL (No Liability). As with Pty Ltd, Inc and Plc, it is 

not generally used in copy. 
no one. Two words, no hyphen.
no sooner … than. Here is a common error: No soon-

er had she spoken when the door opened. For when substi-
tute than. Also see HARDLY HAD … WHEN. 

nobody
noisome, noisy. Noisome means offensive, noxious. 

Noisy means clamorous. 
non-. Always with a hyphen in adjectival phrases: 

non-executive, non-partisan, non-profit, non-specific, etc.
none. Whether it takes a singular or a plural verb 

depends on what there is (or are) none of. If you cannot 
get the wood, none is available. If you cannot buy aard-
varks, none are available. It is a prevalent misconcep-
tion that none is always singular (a contraction of not 
one); in fact the plural, long recognised by Fowler and 
other grammar authorities, is more common. 

non-English-speaking 
none the less. But nevertheless.
non-government (lower-case). Also see GOVERN-

MENT in Style Pointers. 
non-profit-making 
noon. Not 12 noon.
nor. See OR/NOR.
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North Shore. Capped. Generally, the area of Sydney 
between the Harbour Bridge and Hornsby.

North-West Cape and North-West Shelf.
not-for-profit organisation
note (diplomatic). Lower-case.
note ($1, $5, $10, $20, etc). 
notorious. It should not be used to mean well-known, 

widely known, generally known. If used in any unfavora-
ble reference it aggravates the damage by implying that 
the description is widely known and accepted as true, 
e.g. a notorious drunk (he wasn’t just tipsy last night, 
he guzzles all the time and everyone knows it). See  
INFAMOUS. 

nous. Practival intelligence.
nowadays
NRMA Insurance Group. Now renamed Insurance 

Australia Group.
NSW, but New South Wales at first reference. 
Nullarbor Plain. From the Latin for no tree.
number/No. Usually, spell out number one, number 

18 etc. Use the contraction No. (with a full point) in 
music titles and air force units and when the use is 
adjectival. Number is not required in addresses, includ-
ing 10 Downing Street.

nunchukkas 

O
oasis. Plural oases.
occur, occurred, occurring. Things occur or happen 

by chance or unexpectedly; things take place by design. 
Accidents, disasters happen or occur; weddings, meet-
ings take place. Look out for the mis-spellings occured, 
occuring. 

o’clock. See TIME in Style Pointers.
octopus. Plural octopuses.
odds, odds-on (in betting). Say 10/1 (not 10-1); 4/6 

(odds-on). 
-off words. All nouns such as play-off, take-off, spin-off, 

turn-off should be hyphenated. 
off-course betting
offeror. Someone who has made a formal bid for a 

company. Not bidder, because it is possible to bid for 
shares on the market without making a formal bid. 

office-bearer
offshore. Prefer overseas or foreign, unless we are talk-

ing about an offshore oil rig, etc.
oil field(s), Two words.
OK (verb and noun). Not okay. Past tense: We OK’d 

it. Present tense: She OK’s it. But plural of the noun: 
OKs. 

old adage. All adages are old.
Old Parliament House (Canberra) 
Olympic. Use the Olympic Games, the Games, the 

Olympics, Olympian, an olympian (a present or past 
Games competitor). Note that the Olympiad is the four-
year period between the staging of the Games. 

ombudsman. Lower-case. This is not a gender-spe-
cific English word, but a Swedish word for legal repre-
sentative. So don’t say ombudswoman or ombudsperson, 
or even ombud. The plural is ombudsmen. See Preface 
(Ranks, Titles and Capitals).

omelette. Not omelet.
on-course betting
one in. For verb number after such phrases as one in 

five Australians, see VERB NUMBER in Style Pointers. 
one vote, one value 
ongoing. Usually superfluous, but continued, con-

tinuing, under way are acceptable if you must have a 
modifier.

online. One word.
only. This word usually works best when placed close 

to the word you wish to modify. 
Take care that the position of this word in a sentence 

does not create ambiguity. Here are six sentences 
whose meaning depends on the placement of the word 
only. 

Only he dreamed of becoming the editor of BRW.  
(No one else wanted the job.)

LEXICON
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He only dreamed of becoming the editor of BRW.  
(He did nothing about it.)

He dreamed only of becoming the editor of BRW.  
(He dreamed of nothing else.)

He dreamed of becoming only the editor of BRW.  
(He didn’t want to be the managing director.)

He dreamed of becoming the only editor of BRW.  
(He wasn’t interested in sharing the job.)

He dreamed of becoming the editor of BRW only.  
(He wasn’t interested in editing the Bulletin.) 

on to. Not onto. But into.
OPEC for the Organisation of Petroleum Exporting 

Countries. Because the word can be said, we say OPEC, 
not the OPEC. Subs note the small caps.

One.Tel
open-cut, open-pit. In mining. 
open fireplace
ophthalmic, ophthalmologist. Note that they begin 

with oph, not just op.
Opposition is capped as a noun or referring to any 

official and organised parliamentary Opposition (the 
Opposition; opposition is lower-case in the non-specific 
plural (parliamentary oppositions), as an adjective (an 
opposition tactic) and in the abstract (when we were in 
opposition). Also see COALITION; GOVERNMENT; 
and Preface (Ranks, Titles and Capitals). 

optimise. Prefer make the best of, use effectively and 
others. 

optimistic. See HOPEFUL.
optimum. Prefer most favorable. 
or/nor. Neither always takes nor; not almost always 

takes or. The exception for not is where nor is required 
to negate a parenthetical clause or a subsequent sen-
tence: I am not, nor have I ever been, a member of the 
Communist Party. I am not a communist. Nor am I a fel-
low-traveller. But: I am not a communist, or a fellow- trav-
eller. Also see EITHER/NEITHER. 

-or/-our (words ending in). We use the -our ending: 
honour, valour, candour. Use -our also in names of 
organisations (British Labour Party), places (Sydney 
Harbour) and features (Harbour Bridge). 

The only exceptions to this approach are: 
Titles of books, plays, films, newspapers, works of  

art etc, and certain items of historical significance. 
Registered business names and trademarks. If the 

name includes an -or spelling, follow suit. 
orang-utan
Ord Minnett
ordnance/ordinance. Ordnance is a singular noun 

that refers to military hardware or weapons. An ordi-
nance is an authoritarian rule or law.

ore body 
Organisation for Economic Co-operation and Devel-

opment (OECD). Spell out at first mention.
orient (verb). Not orientate.

OrotonGroup
ought. Ought to expresses a stronger sense of moral 

duty, obligation or likelihood. 
Ouija. Trademark for a board used in seances. It is 

formed from a combination of the French and German 
words for yes. 

ounce. Except with gold, silver, platinum, paladium, 
rhodium etc, which are still weighed in ounces, convert 
to metric measures. Note that metals exchange prices 
can be quoted in pounds (lb) as well as tons or tonnes. 
Ounce can be used in the sense of She didn’t carry an 
ounce of fat.

our (meaning Australians, humans, etc). Avoid it, in 
text and headings. See YOU.

out of. This phrase is often used to mean exactly the 
opposite of what it says: He was operating out of Hong 
Kong probably means he was operating in Hong Kong.

★ outcome. Do not use except in direct quotes.
outdoor
outhouse
outlay, outlaid 
outpatient
outside of. Rather than this illiteracy, simply say 

outside. Similarly, of should not be tacked on to inside, 
beside or alongside. 

over (about). Do not use over for about. Say a dispute 
about (not over) wages; see a man about (not over) a dog.

over (more than). Do not use for more than (e.g. over 
$8000) except when referring to height: over 1500 
metres deep; over 190 centimetres tall.

★ over-/over (in compounds). Drop the hyphen from 
words that are easily read without it: overabundant, over-
arm, overact, overall, overawe, overburden, overcast, over-
charge, overcompromising, overdone, overdue, overflow, 
overfull, overland, overlap, overlord, overmuch, overnight, 
overrate, overreach, override, overrun, oversexed, oversized, 
overwork and overzealous. But: over-age, over-curious, over-
dear, over-delicate, over-fond, over-strong and over-wide. 

over-age. And under-age.
overall (adjective and verb)
overall/overalls. Both are protective garments worn 

over other clothing. An overall is a smock or coat; overalls 
are trousers or a combination suit. So: mechanic’s overalls.

overdraft
overdue
overflow, overflowed. Beware of overflown.
oversee. Not to be confused with oversight.
Oxford comma. The comma sometimes used before 

and, or or but to prevent ambiguity in a list of similar 
things: His favourite sandwich fillings are ham and egg, 
beef and mustard, chicken and lettuce, and tomato.

LEXICON
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Pacific Rim. Not to be confused with the Ring of Fire, 

a region of volcanic activity.
package. Remember there are other words, such as 

plan, scheme, proposal, terms, offer. Package deal has a 
legitimate use in terms of salaries, industrial affairs 
and some other references, but resist its tendency to be 
a catchword. 

palate (taste; roof of mouth), palette (artist’s), pallet 
(bed; cargo platform)

pain-racked. Also nerve-racking. Not wrack. (But wrack 
and ruin.) 

Pandora’s box. When opened, it released all the ills 
of the world on mankind. It is wrong to use it of treas-
ures, pleasures and other good things. 

Panmunjom (Korea)
papal, papist. But the Pope. See Preface (Ranks, Titles 

and Capitals). 
papier mache
Papua New Guinea, Papua New Guineans. No 

hyphen. Papua New Guinea occupies the eastern part 
of Australia’s nearest northern neighbour. (The other 
half is Irian Jaya, which is part of Indonesia but is 
known to its indigenous inhabitants as West Papua.) 
Spell out the country’s name at first reference, then 
use PNG.

parameter/perimeter. Parameter is almost invariably 
misused, and better avoided because its use is now so 
corrupt. Its main meaning is a constant, not a limit. 
Within the parameters is nonsense — caused, appar-
ently, by a misconception that because parameter looks 
and sounds a bit like perimeter it probably means much 
the same thing. 

paraplegia, paraplegic. A paraplegic is paralysed in 
the legs only. See QUADRIPLEGIA.

parenthesis. No sentences in the middle of other 
sentences, please. 

Parkinson’s disease. A degenerative disease of later 
life. 

Parkinson’s Law. After C. Northcote Parkinson, who 
came to the satirical conclusion that work expands to 
fill the time allocated to it.

Parliament. Cap when speaking of the Parliament of 
this or any other country or state. A parliament. See 
Preface (Ranks, Titles and Capitals). 

parliamentary. Lower-case.
Pannell Kerr Forster
partial, partly. Partial is an adjective dervied from 

part. Partly is the adverb. So: It was a partial success; it 
was partly successful. Not partially successful.

participate. Say take part. 
particularly. Prefer to especially.

part-time. And full-time.
Passover. The Jewish festival. 
past. The past (not last) six months if we mean the six 

months to now; the past few days, year, seven years, dec-
ade, century.

pastrycook
Paterson, Banjo (A. B.)
Paterson’s curse (a weed sometimes called salvation 

Jane or Riverina bluebell) 
patronise. This verb can meant to give patronage or to 

treat condescendingly. Be sure the meaning is clear.
pay, paid
pay phone 
payroll
pay television, pay TV. No hyphen except when used 

adjectivally: Pay-TV subscribers will pay more.
peacekeep(er/ing), peacemak(er/ing), peacetime 
peak. Best applied to mountains; not a great verb.
peak union council. No, no, no. Say the ACTU, the 

NSW Labor Council, the Trades Hall Council or what-
ever group you are talking about. Similarly, if we mean 
to refer to, say, the Metal Trades Industry Association, 
we are helping no one by calling it instead a peak 
employer body. 

pedal (a bicycle), peddle (goods), pedlar (one who 
peddles things other than pedals).

peer group. Sociologists’ jargon, not to be used for 
fellows, equals, friends, acquaintances, workmates, class-
mates, colleagues or other straightforward words.

Peking. Call it Beijing.
Pekinese (dog). See BREEDS. 
pendant (noun), pendent (adjective).
peninsula (noun), peninsular (adjective). So: Morn-

ington Peninsula; the Peninsular War.
people. Not persons.
per cent. See PER CENT, in Style Pointers.
percentage points See PER CENT, in Style Pointers.
perestroika. Russian for restructuring. The policy in 

the former Soviet Union of restructuring or reforming 
the economy and the political system. Also see GLAS-
NOST. 

Performing Right Association, the Australasian. Not 
Rights.

persecute. Do not confuse with prosecute.
person words. See SEX in Style Pointers. 
personifications. Shun them: Grim Reaper, Mother 

Nature, Sol, etc. 
persons. Use people.
persuade. See CONVINCE.
Peter Principle. It is: Each employee is promoted 

until they reach their level of incompetence. 
pharaoh. This is commonly mis-spelt pharoah. 
Ph D. With a thin space. It means doctor of philosophy.
phenomenon (singular), phenomena (plural). 

Beware of the stray plural used as singular. 
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Philippines, the. But Filipino. Also: the Philippine 
ambassador (not Filipino).

Philip/Philips/Phillip/Phillips. Prince Philip, Philip 
Morris, Philip Rennie, Philip Ruddock, Philips Industries, 
Governor Arthur Phillip (hence Phillip Street, Sydney, 
Port Phillip Bay etc), Phillips Transport.

phobia. An excessive, irrational fear; not a dislike of 
something, as in I have a phobia about washing floors.

phone. No apostrophe. Also pay phone, card phone, 
coin phone, mobile phone.

phone numbers. See TELEPHONE in Style Pointers. 
phoney. Not phony.
phosphorous (adjective), phosphorus (noun).
picket. Someone who stands on a picket line.
picnicking
Pidgin
piecework
pill, the. Meaning the contraceptive pill. Lower-case.
Pinocchio
pistol. See FIREARM.
Pitjantjatjara. The Aboriginal tribe.
Pittsburgh. In Pennsylvania.
plainclothes. One word as adjective, plainclothes 

police; but in plain clothes.
plane (for aeroplane). No apostrophe. Prefer aircraft.
planning. Not future planning.
plaster of paris
platypus. Plural platypuses.
play down. Not downplay.
player. Not to be used for participant, operator.
Plc (Publicly Listed Company). Used by British com-

panies, but rarely by BRW. See BUSINESS NAMES in 
Style Pointers.

pleaded. This is the only recognised past-tense form 
of the verb plead outside American English. We occa-
sionally see pled in copy. We should not. 

plurals. See PLURALS in Style Pointers.
poet laureate. Plural poets laureate.
Point (in place names). Spell out: Point (not Pt) 

Impossible.
pointers. See PAGE in Style Pointers.
pokie, pokies. These are acceptable abbreviations 

for poker machines in headlines but in routine text the 
proper name should be used. 

police, police force. Lower-case except in full title: the 
NSW Police Force, the Victoria Police; the Australian Fed-
eral Police (or the Federal Police, which is near enough 
to the full title). 

Police does not work as a singular word, so always 
treat it as plural, even in the name of a force: the Fed-
eral Police are (not is) investigating. 

The word also does not comfortably fit the possessive 
case, so do not say the police’s budget; say the police budg-
et, police strength etc. Also see PREFACE (xi) POLICE. 

policyholder. One word.

polio. Commonly used (and acceptable) short form 
of poliomyelitis, or infantile paralysis.

politics. Like economics and mathematics it is usually 
singular: Australian politics is getting rougher. But collo-
quially: What are your politics?

polycarbonate, polyethylene, polythene
pompom
Pope, the. See Preface (Ranks, Titles and Capitals). 
pore/pour. Take care with these verbs, which are 

often confused. You pore over the pages of a book, but you 
pour a drink.

portion. A share, an apportioned quantity. It is not a 
general synonym for part. Say part of the crowd etc.

portmanteau. Plural portmanteaus.
Portuguese
possum
post (letters). Use these forms: post office, but post-

card, postcode, postmark, postmaster, postmistress. 
post (prefix). Do not use it alone as though it were 

an adjective, e.g. post natal. The prefix must be joined 
up or take a hyphen. (Postnatal is joined up.) Jargon 
has adopted the Latin preposition post as a substitute 
for the English after, as in post the 1987 stockmarket col-
lapse. We must not. 

poste restante
postgraduate
post-haste
post-mortem (adjective and noun). Prefer autopsy. 
postnatal
postscript
post-war. Not to be used as an adverb, as in the mil-

lions who were still refugees post-war. Say after the war.
Potts Point (Sydney). No apostrophe.
pound. Some precious metals are still measured in 

pounds (lb). £ is the symbol for pounds sterling.
powerbroker. Also see BROKERS. 
powerhouse, power station, power line 
pm/am. See AM/PM.
practically. Not synonymous with almost.
★ practice (noun), practise (verb) This mnemonic 

might help: Ice is a noun.
practitioner, practician
★ pre-/pre (in compounds). pre- (with hyphen) is used 

when the second part of the compound begins with  
e, i, or u: pre-eminent, pre-empt, pre-existing, pre-issue, 
pre-use. Also, pre-race pre-tax, pre-war, pre-wedding. Use 
the hyphen before all capitalised words: pre-Christian, 
pre-Columbian. 

Use pre (no hyphen) in all other cases, including  
prearrange, predetermine, prehistoric, prejudge,  
premeditated, preoccupied, prepaid, and presuppose.

precipitate/precipitous. As an adjective, precipitate 
means headlong, sudden or abrupt. Precipitous means 
steep.

Premiers’ Conference. The meeting that handles 
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financial matters between the Commonwealth and the 
states. Also Loan Council meeting. The annual Premiers’ 
Conference and Loan Council meeting. But the special Pre-
miers’ Conference. The Commonwealth, state and local 
governments also meet as the Council of Australian 
Governments to discuss non-financial matters. 

predominant/predominate. The first is an adjective 
that refers to domination or power; the second is a verb 
meaning to have an advantage in power or numbers.

presently. It can mean soon, in a little while, or at the 
present time, so there is room for ambiguity. Best to 
avoid it. Also see CURRENTLY. 

press. Lower-case the press. 
press conference. Prefer news conference. Not media 

conference. See MEDIA.
prestigious. Horrible. There are many better words 

meaning carrying prestige.
pre-tax 
preventive. Not preventative unless part of a proper 

name, e.g. of a university or hospital department. 
pre-war. Not to be used as an adverb, as in the mil-

lions who were unemployed pre-war. Say before the war.
price/earnings multiple. Not ratio. Can be abbrevi-

ated to p/e multiple after first mention.
PricewaterhouseCoopers. Abbreviate as PwC.
primaeval. Not primeval.
Prince Henry’s Hospital (once existed in Mel-

bourne). 
Prince Henry Hospital (Sydney)
Princes Bridge, Princes Park, Princes Pier, Princes 

Highway
★ principal/principle. Often confused.
prior to. Never use this verbiage. Say before. But: He 

had prior knowledge of the event.
prise open
private. Hyphenate when used as part of a com-

pound adjective: private-client dealer, private-hospital 
insurance.

privatisation. The privatisation of public assets sim-
ply means their sale or lease. 

prizemoney, prizewinner 
pro-active. With a hyphen. To be used only in quotes.
pro forma. Two words. 
pro rata
probe. In text, use inquire, inquiry. In headlines, 

probe is allowed only in extreme need (it is not much 
shorter).

proceed. Notwithstanding tired police jargon, the con-
stable goes (not proceeds) to the scene of the crime.

Procter & Gamble
profits. Prefer the singular profit.
profit-making, profit-sharing, profit-taking. Also non-

profit-making, not-for-profit organisation. 
Professor/professor. Never Prof or prof.
prognosis. Not the same as diagnosis; it is, in effect, a 

forward diagnosis, an opinion on the probable course 
of a case or disease.

★ program. Not programme.
programmable, programmer
prone/supine. Prone means lying face down. Do not 

use it to mean predisposed to. Supine means lying face up.
propeller. Also propellant (noun), propellent (adjec-

tive). 
prophecy (noun), prophesy (verb).
prophet (Meaning Mohammed) lower-case. 
Proprietary Limited. Rarely used in BRW. See BUSI-

NESS NAMES in Style Pointers. 
protagonist. The chief character in a drama, story 

etc. Beware of tautologies such as main protagonist and 
principal protagonist. Do not make the common mis-
take of confusing protagonist with antagonist.

protest. One protests at (or about) being overcharged, 
or protests against uranium mining. To protest some-
thing is to assert, proclaim, declare it: protest innocence, 
sincerity, virtue, etc. It is a bastardisation to say some-
one protests something to which she is opposed, e.g. to 
protest conscription. 

Protestant, Protestantism. 
protestor. And demonstrator.
proved. As the past participle of prove, prefer proved 

in these forms: This proved to be correct; Her guilt was 
proved. And adjectivally: a proved method. Prefer proved 
to proven.

pro-vice-chancellor 
provided that. It introduces a clause expressing a 

stipulation: She said she would take the job, provided that 
her demands were met. Not providing that.

proviso(s)
Prudential-Bache
public. Hyphenate when used as part of a compound 

adjective: public-health problems, public-hospital waiting 
lists.

public prosecutions. See DIRECTOR OF PUBLIC 
PROSECUTIONS.

public servants. Lower-case. They are in the Public 
Service. But a lifetime in public service. Also cap the Sen-
ior Executive Service (for higher-ups). 

punch line
purchase. This verb does nothing that buy cannot do. 

Prefer buy. 
put (the shot), putt (in golf)
pygmy, pygmies
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Q
qango. The jaded acronym for quasi-autonomous non-

government organisation.
Qantas. Not Qantas Airways or the flying kangaroo, 

please. The possessive is Qantas’s.
Qintex
quadriplegia, quadriplegic. Not quadra. A quadriple-

gic is paralysed in the arms and the legs, a paraplegic in 
the legs only.

quake (for earthquake). No apostrophe. Prefer earth-
quake. 

Quakers. Informal name for Religious Society of 
Friends.

quantify. Prefer count, number, estimate, measure and 
other straightforward words.

quantum. Prefer quantity or amount.
quartile. In statistical terms, it means one of the val-

ues of a variable which divides the distribution of the 
variable into four groups having equal frequencies.

Queen Elizabeth. Or the Queen.
Queen’s counsel. Singular and plural. Abbreviate as 

QC.
Queens Hall. In Parliament House, Melbourne. Also 

Kings Hall, Old Parliament House, Canberra. 
question. The question whether, not the question of 

whether.
question time (in Parliament). Lower-case.
queue, queueing 
quintile. In statistical terms, it means one of the val-

ues of a variable which divides the distribution of the 
variable into five groups having equal frequencies.

QUOTES. See QUOTES in Style Pointers.

R
R&B. Short for rhythm and blues. 
R&D. Short for research and development. Do not use 

without using the full form first.
R&R. Short for rest and recreation. 
race. Lower-case broad racial terms such as black, 

white, coloured, oriental, native peoples or aborigines 
(unless used as the proper name of a group, as with the 
Aborigines of Australia). 

Cap more specific terms such as (Australian) Abo-
rigine, Anglo-Saxon, Bantu, British, Caucasian, Chinese, 
Eskimo (and Inuit, as they prefer), Eurasian, European, 
Indian (and American Indian), Melanesian, Mongol, 
Polynesian, Zulu. 

Jew, Jewish (which imply religion as well as race) are 
capped. Jewess and negress are not to be used. 

 See RACE AND NATIONALITY in Style Pointers; 
also see ABORIGINE; ETHNIC. 

racked (with pain). Also nerve-racking. Not wracked 
(but wrack and ruin).

racquet (tennis, squash), racket (criminal)
radio stations. See TELEVISION AND RADIO STA-

TIONS in Style Pointers. 
radioactive
radio-astronomy
radio-isotope
radiophysicist
radiotherapy
raft. It is a thing that floats, not a collection (of poli-

cies) etc.
Ramadan. The Muslim month of fast.
range. Do not use to mean several, as in a range of 

issues.
range (of dates, numbers, etc). In financial years, 

subs will use a hyphen: 2005-06. In a range of years, 
subs will use an en dash: 2006–10.

ranks. See Preface (Ranks, Titles and Capitals).
rank and file (noun), rank-and-file (adjective). But 

prefer members or membership.
rapprochement
rarefy, rarefied. Not rarify, rarified.
rarity. Not rarety.
Rarotonga
rateable. Not ratable.
rays. Lower-case cosmic rays, gamma rays etc. Cap X-

ray. 
razzmatazz
★ re-/re (in compound words). re- (with hyphen) is 

used when followed by an e: re-educate, re-establish, re-
engineer. 

re (no hyphen) is used in other instances: rearm, 
reinforce, reconstitute, remake, reselect.
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Exceptions: Use re- (with hyphen) in re-read and in 
cases where confusion would arise with another word 
(between, say, recover and re-cover, resign and re-sign.

read my lips. It was good the first time.
realpolitik
reared, raised. Only humans can be reared. Any liv-

ing thing may be raised.
rebut. See REFUTE.
record keeper
record time. In record time is a silly expression to use 

if we mean only that something was done quickly. And 
nothing can be called with certainty an all-time record. 
See ALL-TIME; EVER. Avoid the redundant new 
record. See TRACK RECORD.

reds. Not to be used as a general synonym for com-
munists, unless quoting someone. But there are proper 
uses, e.g. Red Army, Red Square, Red Flag, The East Is 
Red. Not Red China, but China (see separate entry).

referendum. Plural referendums.
reform. It means to make or become better. It is not 

a synonym for change.
refute, rebut. These mean disprove, not simply deny 

or reject. To say The Government refuted (or rebutted) the 
Opposition’s claims is to take a side in the argument.

regal. See ROYAL.
reign/rein. Reign is the period a ruler is on the 

throne. A rein is a strap used to control a horse, hence 
figuratively seize the reins, rein in, give free rein to. 

relay. Do not confuse the past tenses of different 
verbs of this spelling. If you re-lay concrete, it is relaid; 
if you relay a message, it is relayed. Also see OUTLAY; 
REPAY.

relocate. Prefer move, shift, transfer, go etc.
reluctant/reticent. The first means unwilling; the sec-

ond reserved.
Renaissance. Cap the historical era.
rental. Prefer rent.
repay, repaid
report. Lower-case in the Gowans report etc. Say report 

on, not into. See INTO.
reportedly. Reportedly is not a real word. Rather than 

The minister is reportedly worried, say The minister is 
reported to be worried, The minister is believed to be wor-
ried, or The minister is said to be worried. 

represents. This has come to be used as an impor-
tant-sounding way of saying is. Always prefer The 
admission is (not represents) an indictment of the Govern-
ment’s economic management.

requiescat in pace (singular: may he/she rest in peace), 
requiescant in pace (plural: may they rest in peace). Pre-
fer the English translation.

rescind, rescission
reside. Use live.
respect. In respect of, not to. Best to avoid it.
restaurant. But restaurateur (not restauranteur).

restructure. Do not use this as a noun. Speak of a 
restructuring. 

reticent. It means taciturn, saying little, holding back 
information or comment. Do not confuse with reluctant.

retire. Prefer go to bed if that’s what you mean.
retrospect. Look back in retrospect but with hindsight. 
return on shareholders’ funds. Abbreviate at ROSF. 

This measure, often employed by IBISWorld, is 
expressed as a percentage.

Returned & Services League. Or RSL. 
Reuters. The agency is Reuters; but a Reuter report, a 

Reuter correspondent, AAP-Reuter.
reveal. For someone to reveal something, they must 

give a genuine revelation.
reveille
revenue. Singular, not revenues.
Reverend. Spell out the Reverend Gary Shearston 

at first reference, thereafter Shearston. See Preface 
(Ranks, Titles and Capitals).

revolver. See FIREARM.
rhinoceros. Plural rhinoceroses.
RGC. Renison Goldfields Consolidated. 
rickshaw
ricochet, ricocheted, ricocheting
riesling. Not reisling as it is often mis-spelt. See 

WINES.
rifle. See FIREARM.
Right (in politics). See LEFT.
rightfully/rightly. Rightfully suggests properly in the 

legal sense. Rightly suggests correctly. 
right of way. You have right of way. A right of way. But 

the right-of-way rule.
ringtone
rip-off
river. Cap when used as part of a river’s name: the 

Fly River, the River Nile, the Murray River, the Barwon 
and Darling Rivers.

Riverina, the. Lower-case the. See THE.
rivet, riveter, riveting
road, street, etc. Willoughby Road, not Willoughby-

road or Willoughby Rd. See NAMES AND ADDRESS-
ES; PLACE NAMES.

roadside
rock’n’roll.
rococo. But Rococo period (18th-century France and 

Italy).
role/roll. Do not confuse.
Rolls-Royce. Note the hyphen.
rollout. Use it only in the literal sense: Telstra’s cable 

rollout will be complete later this year. Not in the sense of 
open, introduce, commission, etc. 

Roman Catholic. For the church and its people 
(Catholic at later references). When quoting Roman 
Catholic spokesmen or spokeswomen do not put the 
term Roman Catholic in their mouths, in either direct 
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or indirect speech, unless they have used it themselves 
(as some will); allow them to say Catholic. The abbre-
viation RC should not be used. 

roman numerals. See FIGURES 5 in Style Pointers.
Romania. Not Rumania.
romantic. Lower-case in romantic art, poetry etc. But 

the Romantic period. See HISTORIC.
roof. Plural roofs. (But hoof, plural hooves.)
rooms. Bedroom, bathroom, ballroom, boardroom, 

classroom, clubroom(s), courtroom one word. Lounge 
room, dining room, living room two words. 

Rosebery (Victoria, New South Wales and Tasmania)
Rothmans. No apostrophe.
Rothmans Holdings. Its cigarette arm is Rothmans of 

Pall Mall.
rouseabout for the Australian farm worker, odd job-

ber etc. Not the American roustabout. 
Royal/royal. Cap only in names of institutions, build-

ings, established events etc (Royal Melbourne Hospital, 
Royal Show but royal wedding), in specific royal com-
missions (the New South Wales Royal Commission on 
Drugs) and in specific titles such as the Princess Royal.

Use lower-case in such terms as royal family, royal 
tour, royal commissions generally (calling for a royal com-
mission etc), royal assent, royalty, the royals. 

See Preface (Ranks, Titles and Capitals).
royal commission. Never say a royal commission into. 

A royal commission of inquiry into a matter is a royal 
commission on that matter. In general, royal commis-
sions are lower-case: He called for a royal commission; 
There have been three royal commissions on the drug trade. 
But cap specific royal commissions: the Royal Commis-
sion on Espionage (or the Petrov Royal Commission); the 
New South Wales Royal Commission on Drugs; the Royal 
Commission on the Painters and Dockers Union. At a fur-
ther reference to a specific inquiry: the Royal Commis-
sion. Lower-case royal commissioner. 

rubella. Also known as German measles. 
rugby, rugby league, rugby union. Lower-case the 

games but cap their organisations, e.g. the National 
Rugby League, the Australian Rugby Union. By itself, 
rugby means rugby union, but rugby football covers both 
rugby codes.

rumba. The dance.
Rushcutters Bay

S
S&P. Short form for Standard & Poor’s, as used 

in the ASX/S&P 200 index on the Australian Stock 
Exchange and the S&P 500 index in the US.

sacraments. Cap the names of the Roman Catholic 
and other Christian sacraments: Baptism; Penance (or 
Confession or Reconciliation) but for your penance (lower-
case) say three Hail Marys; Eucharist (Blessed Eucharist, 
Communion, Holy Communion); Confirmation; Matri-
mony (but marriage, and the state of matrimony); Holy 
Orders (but in holy orders, and ordination); Extreme Unc-
tion (but last rites).

Saddam Hussein. Former President of Iraq. Neither 
Saddam nor Hussein is his given name, so call him 
Saddam Hussein at each mention.

safe haven. A tautology. Haven is sufficient.
Sailors Creek, Sailors Falls, Sailor Gully 
St (for Saint). Use the abbreviation (no full points) 

for saints’ names, and for churches, places, etc named 
after them. Note that our style for street is to spell it out. 
So: St Francis’ church is in Lonsdale Street. Where two 
streets are mentioned, streets takes a cap S: The corner 
of King and George Streets.

St Andrew’s Hospital (Melbourne)
St Andrews (Scotland). No apostrophe.
St Helens (Victoria, Tasmania, Lancashire). No apos-

trophe.
St Ives (England and Sydney). No apostrophe.
St James’s Old Cathedral (Melbourne), St James’s 

Palace (London)
St John Ambulance. Not St John’s.
St John’s (Newfoundland), St John (New Brunswick)
St Marys (New South Wales, Tasmania). No apostro-

phe.
St Vincent’s Hospital (Sydney and Melbourne)
SALT (for the Strategic Arms Limitation Treaty). Not 

SALT (See ABBREVIATIONS in Style Pointers). Spell 
it out at first reference; it may be referred to thereafter 
as SALT. Also: SALT I, SALT II. Do not say SALT treaty 
(this doubles the word treaty). 

salt water (noun), salt-water (adjective) 
salvo. It means the firing of guns simultaneously. 

Plural salvos. And Salvo (Salvation Army member), plu-
ral Salvos.

sanatorium, sanatoriums
sanctions. A word that can carry implications  

of approval or disapproval. If you sanction something, 
you approve or ratify it. But applying sanctions usually 
refers to coercive economic, political or military measures.

say. A perfectly good English word, so there is no 
need to replace it with opine, aver, suggest, ejaculate, etc. 

scald/scold. The difference of meaning between 
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these words hardly needs to be pointed out, but they 
are occasionally confused, so look out for them. 

scenario. Away from the stage, it means an imagined 
sequence of future events. It does not mean a situation, a 
state of affairs. In this figurative use, a set of proposals 
for future economic policy would be a scenario but the 
present economic state of affairs would not. 

sceptic, sceptical, scepticism. But Australian Skeptics 
Association. A sceptic is a doubter. A cycnic is a person 
with little faith in human goodness and sincerity.

Schanck, Cape, Victoria.
schizophrenic. The common misuse of this word 

distorts the real nature of the disorder. People who suf-
fer schizophrenia do not have split personality, or more 
than one personality. It is a mental disease marked by 
a breakdown in the relation between thoughts, feelings 
and actions. Jekyll and Hyde and other foolish terms 
based on ignorance of the disease should be struck out. 

school. Use schoolboy, schoolgirl, schoolbook, 
schoolchild, schoolchildren, schoolmaster, schoolteach-
er. But school-leaver. Also see HEADMASTER. 

schools. Do not use an apostrophe in names of 
schools such as MacRobertson Girls High School, Meth-
odist Ladies College etc. 

Schroders
scientific names. Italicise. Cap the first word, lower-

case the second: Homo sapiens, Homo erectus, Macropus 
rufus (red kangaroo), Acacia elata, Eucalyptus macu-
lata (spotted gum). This applies even when the spe-
cies name is adapted from a proper name: Eucalyptus  
harrisonii.

Scot/Scottish/Scotch. A Scot, a Scotswoman (not 
Scotchwoman); Scottish (not Scotch) people; Scotch 
whisky; Scotch College (Melbourne and Adelaide), Scots 
College (Sydney); Scots Church (Melbourne).

Scotch tape. Trade name.
Scripture (biblical). Also Holy Scripture, the Scrip-

tures. But scriptural. 
sculptor. Use for men and women. The past partici-

ple of the verb to sculpt is sculptured.
seachange
seasickness
seasons. Lower-case summer, autumn, winter, spring.
SEATO (for the South-East Asia Treaty Organisation). 

Not SEATO (See ABBREVIATIONS in Style Pointers).
SEATS. The Stock Exchange Automated Trading System. 
second biggest, third biggest, fourth biggest, etc. No 

hyphen.
see. As in The corporatisation of Parliament will see a 

more competitive style of politics. A limp and lazy way to 
connect ideas. Anyway, inanimate objects cannot see. 
Better to say what is meant: will lead to, will foster, will 
nurture etc. Also: The weekend saw West Coast recover 
from its disastrous start to the season; Hawke’s downfall 
saw Keating elevated to the position he had coveted. 

seesaw
seize. But siege. This mnemonic might help: use the 

American pronunciation of the letter z and remember 
that the e comes first in the word with a zee.

semi-final. Lower-case. Similarly with all grand 
finals.

semillon (grape and wine)
Semitic. Although anti-Semite, anti-Semitic have 

come to refer to anti-Jewish feeling, Semite and Semitic 
refer not only to Jews but to many Arabs as well. 

senator. A senator, the senator but Senator Smith. 
senior, junior. When distinguishing between, say, 

father and son use this form: Brian Sherman senior 
(lower-case, spelt out, no commas). Do not abbreviate.

Serapax (trade name). 
serjeant-at-arms. The parliamentary officer. Lower-

case.
serviceman, servicewoman 
services (armed). Lower-case the services, serviceman, 

servicewoman (but service men and women). The army, 
the navy, the air force are lower-case except as part of 
title: the Australian Army, the Royal Australian Navy, the 
Royal Australian Air Force. The three services make up 
the Australian Defence Force (not Forces).

sesquicentenary. 150th anniversary. 
set up (verb), set-up (noun, adjective)
Seventh Day Adventist
sewage (waste matter), sewerage (the system that 

carries it away in sewers, sewer pipes). 
Seychelles islands, the. Or the Seychelles.
shadow cabinet, shadow minister. Lower-case. See 

SPOKESMAN; also Preface (Ranks, Titles and Capi-
tals). 

Shakespearean. Not Shakesperian.
shake out (verb), shake-out (noun)
shake up (verb), shake-up (noun)
sharebroker, shareholder, sharemarket. Also see 

BROKERS. 
she. Do not use for ships or countries. Use it. 
sheaf, sheaves. Of flowers, wheat etc. Not sheath, 

sheaths. A sheath holds a blade.
sheepdog. Also watchdog, lapdog etc.
sheepskin
sheik
shiftwork
shire councils. See COUNCILS.
shit (and other obscene words). Not to be used except 

in quotes, where it is essential to the quote and where 
the quote is essential to the story. The editor’s approval 
must be obtained. Where it is necessary to indicate that 
an obscenity was used, use the initial letter and a long 
dash: s—

shoot. A firearm may be fired but an arrow is shot, 
not fired. 

shops. Use butcher’s shop (not butcher shop),  
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grocer’s shop, baker’s shop etc. Men’s wear shop, women’s 
wear shop, not menswear, womenswear.

short-list (noun and verb). With a hyphen. 
short-term. A short-term (shorter-term) solution, but in 

the short term.
shortly. Prefer soon.
shotgun. See FIREARM.
shot in the arm. A cliche for minds that need a shot 

in the arm.
shotput. And put the shot; but putt in golf.
Show. The Royal Melbourne Show; the Show. Also: the 

Showgrounds not Showground. 
Shultz, George. Former US Secretary of State.
sidewalks. American references only. Australians call 

them footpaths.
Sidney Myer Music Bowl, Melbourne
siege. But seize. This mnemonic might help: use the 

American pronunciation of the letter z and remember 
that the e comes first in the word with a zee.

★ significant. An adjective loved by lazy writers. Do 
not use for big, important, substantial.

silvan, silviculture. It refers to growing trees.
SingTel Optus
siphon
sir, madam and similar respectful forms. Lower-case 

as in Yes, sir. But cap as honorifics: Sir Lancelot, Madam 
Lash. Also see HER MAJESTY. 

sissy. Not cissy.
sizeable. Not sizable.
ski, skis, skier, skied, skiing, skiable. Also ski-fields, 

ski-jump (noun and verb), ski- lift, ski-plane, ski-run. 
skilful. Not skillful.
skills-set
skindiver. Prefer aqualung diver, scuba diver or simply 

diver (police diver, navy diver etc). 
skulduggery
slaughterhouse
slowdown. One word as a noun.
small arms. See FIREARM.
small business. Small-business man, woman, people 

etc, but businessman, businesswoman, business people.
smallgoods
smallholder, smallholding
smartcard. One word. Avoid silly constructions such 

as smartcard players.
SME. Not to be used. Say small and medium-size 

(businesses).
smelt. Not smelled.
snapper (fish). But Schnapper Point.
so-and-so’s. An apostrophe is not normally used to 

form a plural, but an exception must be made here for 
clarity. Also: do’s and don’ts; and plurals of letters of the 
alphabet (see separate entry, under PLURALS).

Social Service, Australian, NSW and Victorian Coun-
cil of. In each case the correct word is Service. 

Socialist/socialist. Cap when used of a member of 
a Socialist Party (that is, a party bearing that name but 
not, say, Hitler’s National Socialist Party). Otherwise 
lower-case. Also see COMMUNIST; CONSERVATIVE; 
FASCIST; LIBERAL; NAZI; TORY.

Socialist Left. The Labor Party faction. Also Centre 
Unity.

softdrink
soft line (noun), soft-line (adjective). Take a soft line, 

but a soft-line advocate.
Somali. The adjective from Somalia. Not Somalian.
some. Do not use for about, as in Some 100 people died. 
somebody, someone
some time/sometime. Usually two words: I’ll do it 

some time. As one word it means former, erstwhile: a 
sometime friend.

somewhat. Put it in the bin with indeed.
Sotheby’s. And Christie’s.
South Asia, and North Asia.
Southbank. Cap the (Melbourne and Brisbane) South-

bank precinct etc. 
South-East Asia
South-West Pacific
space. Lower-case in shot into space etc. Outer space is 

meaningless, and do not talk of empty space. 
Speaker, Deputy Speaker (of Parliament). See Pref-

ace (Ranks, Titles and Capitals).
spearfisherman, spearfishing
special Premiers’ Conference. 
species (singular and plural)
spelt. And mis-spell, mis-spelt.
spend. Not to be used as a noun.
spendthrift. A rash spender, not someone who is 

thrifty.
sphinx, sphinxes. But the Sphinx for the famous one.
spick and span. Do not use this cliche except in 

reported speech.
spilt
split infinitives. Generally to be avoided, though not 

at the cost of clarity, readability or brevity. 
And for those who do not understand the concept, 

the infinitive is the basic form of the verb: to go, to 
want, to buy, to read, to suffer. You split an infinitive by 
placing another word between the to and the verb: to 
gladly go, to always buy, to loudly read, to greatly suffer. 
Placing a word between other forms of verbs, as in she 
would quickly go, he badly wants, I will gladly read, they 
brightly paint, is not splitting an infinitive. 

spokesman, spokeswoman. Not spokesperson. See 
SEX.

spokesman on. Use Opposition spokesman (or spokes-
woman) on health, not for health. Someone holding 
such a position speaks for the Opposition on health. 
Also, do not say shadow spokesman, but shadow minister 
is permissible. 
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spreadsheet
spree. Expressions such as shooting spree or killing 

spree are not to be used. Save spree for spending up big.
staffer. A slavish copy of the term used by US news 

media. Prefer words such as aide, assistant, staff mem-
ber, worker, employee. 

stanchion. Not staunchion.
stand out (verb) standout (adjective)
Standard & Poor’s. Abbreviate as S&P, as in the S&P/

ASX 200 index, the S&P 500 index in the US.
state schools are government schools. Lower-case, as 

with non-government schools. 
state-enrolled nurses 
state-of-origin football
states. When speaking of states in general, a state, the 

state, use lower-case. But cap State where there is a pos-
sibility of confusion between a city and a state of the 
same name, for example New York State. We normally 
spell out the name of a state at first reference. The 
acceptable abbreviations of Australian states for tables, 
etc are NSW, SA, WA, Qld, Tas and Vic). Also territories 
(non-specific, lower-case): the abbreviations ACT, NT 
are acceptable after first reference. Also the Territory 
(capped) after first reference. Also see FEDERAL AND 
STATE; and the Preface (Ranks, Titles and Capitals). 

statewide. Lower-case. Also nationwide, worldwide. 
But Victoria-wide, Australia-wide etc. 

stationary, stationery. Stationary is not moving. Sta-
tionery is writing paper, etc. 

station master
stations. Cap as proper nouns: Central Railway Sta-

tion (or Central Station), Southern Cross Station; but 
Fitzroy police station. 

steamship. But sailing ship, motor ship.
stockbroker, stockholder, stockmarket. Also see BRO-

KERS. 
stockmarket. One word. Not sharemarket.
stopgap
stop work (verb), stopwork (adjective and noun)
storey, storeys. Say two-storey rather than double-storey 

house (not two-storeyed or two-storied). 
storm water (noun), stormwater (adjective) 
Story Bridge (Brisbane)
straitjacket, straitlaced
Stratford on Avon. No hyphens.
street, road etc. Pitt Street, not Pitt-street or Pitt St. In 

the plural, La Trobe and William Streets. 
strikes. They are called or held, not staged.
structure (as a verb). Although it means give structure 

to, organise, do not use it as an all-purpose substitute 
for organise, set up, prepare (a course etc), construct.

Strzelecki. The explorer and places named after him.
studmaster
sty (for pigs). Plural sties.
stye (on the eyelid). Plural styes.

★ sub-/sub (in compounds). We omit the hyphen 
from most sub words: subagent, subaltern, subdeacon, 
subdivision, subeditor, subhuman, sublet, submachine-gun, 
suborbital, subordinate, subsection, substandard, subterra-
nean and subway. But use the hyphen in the rare cases 
when the second part of the compound begins with 
b: sub-base. And in titles where the second part of the 
compound would normally be capped: Sub-Lieutenant.

subjunctive and conditional. See IF IT WERE/IF IT 
WAS in Style Pointers.

sub-machinegun. See FIREARM. 
subpoenaed
subsequently. Prefer later.
such as. This phrase works well when not inter-

rupted by other words. So, companies such as, not such 
companies as. But do not fall into the trap of substitut-
ing such as for including.

suffer (an injury). Prefer sustain.
suggest. Do not use as an alternative for say.
Suharto, former President of Indonesia. Not Soe-

harto.
Sukarno, former President of Indonesia. Not Soekar-

no.
suit, suite. A suit of clothes, a suit of cards, a lawsuit. A 

suite of music, of rooms, of furniture.
summer time (noun), summertime (adjective). Pre-

fer summer time to daylight saving time.
summit. Do not use this word for meetings, confer-

ences, talks etc except those between heads of state. 
summon, summons. One is summonsed when one 

gets a court summons. Otherwise one is summoned to 
the editor's office etc.

sun. Lower-case under the sun, a place in the sun etc. 
Cap only in astronomical references when it is neces-
sary to give it a name among those of other heavenly 
bodies; such occasions are rare.

sunblock, sunscreen, sunburn, sunbake, suntan, 
sunstroke, sunspot, sunroom. 

supine. It means lying face up (which is better). Prone 
means lying face down (which is better).

supply (parliamentary). Lower-case. But the Supply 
Bills. Also see BILL.

Surfers Paradise. No apostrophe.
Surrey Hills (Melbourne), Surry Hills (Sydney)
surveillance. Not surveilance.
SUV. Abbreviation for sports utility vehicle.
Swinburne University, Melbourne
Swanston Street, Melbourne. But Swanson Dock.
swap. Look out for the blunder swop. 
swat a fly, swot for an exam.
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T
T. Use a hyphen in T-shirt, T-bone, T-junction etc.
-t-, -tt-. See -T-, -TT- in Style Pointers..
TAB. See TOTALISATOR.
Tabcorp formerly the Victorian TAB. 
Tabilk (the town), Tahbilk (the vineyard, the winery 

and the wines). Formerly Chateau Tahbilk.
Taiwan. Not Formosa. Its capital is Taipei. 
take-away, take-off (as nouns) 
takeover (as a noun and adjective); take over as a 

verb. 
take issue. Not take issues.
take place. See OCCUR.
talisman, talismans 
tape recording. Two words as noun. But tape-record 

as a verb. 
target (as a verb). A lazy writer’s verb. Rather than 

targeting groups, objectives etc, prefer to aim at, aim 
for, choose, go for, direct, select them. 

taskforce. And workforce.
Tattersall’s. With an apostrophe. 
tattoos
Tchaikovsky
teapot. But tea leaf
tea-tree
Tea Tree Gully. South Australia.
technology. Singular, except in company names.
teenage, teenager, in their teens. No hyphen and no 

apostrophe (’teen).
Teheran
Telecom Australia. The old incarnation of Telstra. 
telecommunications industry deregulation: July 1, 

1997
telegram. Noun only. The verb is telegraphed not tel-

egrammed.
telephone numbers. See TELEPHONE NUMBERS 

in Style Pointers.
television and radio stations. See TELEVISION AND 

RADIO STATIONS in Style Pointers.
Telstra. Not Telstra Corporation. 
temperature. See DEGREES; WEATHER in Style 

Pointers.
tending. Say tending the bar, the sick etc, not tending 

to. But attending to.
Ten Commandments. Do not use figures. 
tenpin
tense. See TENSE in Style Pointers. 
terms, as in the often wasteful phrases in … terms 

and in terms of … This can usually be broken down to 
the core word. In seasonally adjusted terms means sea-
sonally adjusted. In terms of health spending means health 
spending.

territories. See STATES.
textbook 
thalidomide. Lower-case
that. A much maligned word that serves a useful 

purpose in preventing ambiguity. For example: He said 
that yesterday he was robbed in Melbourne. To remove 
that is to change the meaning of the sentence. Another 
example where the reader is in doubt about the mean-
ing of the sentence until it almost ended: The tables 
show the value of investment projects in active planning 
has jumped by 88%. Inserting that after shows removes 
all ambiguity early on.

that/which. See WHICH/THAT.
the. Lower-case in most cases (the Met etc), names 

of restaurants (the Lobby), hotels (the Graham), street 
names (the Corso, the Mall), theatres (the Princess); 
in geographical names such as the United States, the 
Netherlands, the Argentine Republic, the Rock (meaning 
Uluru). gangland names such as the Mob, the Mafia, 
the Cosa Nostra, the Black Hand; and nicknames such 
as Jimmy “the Weasel” Fratianno, Bert “the Wombat” 
Smith; band names such as the Beatles, the The.

 The can be capped when used in a company name 
(The Really Useful Opera Company, The Extension Fac-
tory) and, occasionally, in business names (The Cam-
paign Palace, The Gap, The Chocolate Box) and animal 
names (The Phantom Chance). 

the. Also see ARTICLES in Style Pointers. 
the Hague
the Netherlands. The country that includes Holland. 

People from the Netherlands are Dutch.
the Oval
Thebarton (Adelaide suburb)
their, there, they’re. Their is a possessive pronoun: 

their house. There is an adverb indicating direction or 
place: we went there for lunch. There is also used for 
impersonal constructions in which the real subject fol-
lows the verb: There is no food on the table. They’re is a 
contraction of they are.

think tank. A lively phrase when it was coined, now 
done to death. Use advisers, experts, panel of advisers 
(experts etc); economists (instead of economic think tank) 
etc.

though. Prefer although. 
threepence. 
threshold but withhold
Tigray. Formerly Tigre. 
Tiananmen Square (Beijing). But the Tiananmen 

massacre, the atrocity of June 4, 1989. 
till (meaning until). Use ’til only in quotations from  

literature where it is rendered thus. 
time, times. See TIME in Style Pointers.
time will tell. Place this nonsense in the bin with 

needless to say.
timetable
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titbit. Not tidbit.
titles (books, plays, works of art, TV shows, com-

puter games, exhibitions, music, newspapers, etc). 
Most titles are rendered in italics. for more detail, see 
TITLES in Style Pointers.

titles and names. The basic rule is to use the per-
son's title, followed by their name. See TITLES and 
names in Style Pointers.

to date. Prefer so far, until now.
Tolstoy, Leo
tomcat
tommygun
tonsil, tonsillitis, tonsillectomy 
Tooheys
tortuous/torturous. The first means tricky, winding, 

twisted, crooked; the second means causing torture.
Tory, Tories. For members of the British (or Cana-

dian) Conservative Party. It is considered derogatory of 
the Australian conservative parties and should not be 
used of Liberals and Nationals except in direct quotes. 
See CONSERVATIVE.

totalisator. The Totalisator (use this spelling) Agency 
Board runs legal off-course betting and is commonly 
called the TAB. 

totally. Usually unnecessary.
towards. Not toward.
town halls. Cap the Sydney (and any other) Town Hall 

and the Town Hall (or City Hall). 
Toys “R’’ Us
★ track record. It refers to a horse's/dog's/hamster's 

performace on a particular track . It does NOT refer to 
someone's performance in business, politics, etc.

trademark 
TRADE NAMES (and idiosyncratic capitalisation). 

Do not allow such pretensions as adidas shoes or the 
band silverchair. Where a trade name uses capitals 
sensibly, such as in BankWest, EquitiLink, NatWest or 
RetireInvest, follow that style.

TRADE NAMES (and their alternatives). Use only 
for the specific product, not generically or loosely. Add 
others that you find to this list:

TRADE NAME  ALTERNATIVE 
Aspro  aspirin 
Band-Aid  sticking plaster, adhesive plaster 
Biro  ballpoint pen 
Cellophane  (transparent) wrapping 
CinemaScope  wide screen 
Coca-Cola, Coke  softdrink, cola drink 
Cyclone  steel or wire gate/fence 
Dictaphone  dictation machine 
Diesoline diesel fuel 
Discman personal CD player
Duco enamel 
Esky  portable cooler 
Fibrolite  cement board 

TRADE NAME  ALTERNATIVE 
Laminex  laminated benchtop, table etc 
Masonite  hardboard 
Pressure Pak  spray can, pressure spray, aerosol 
Scotch tape  adhesive tape, sticky tape
Terylene  synthetic fabric 
Texta  felt pen
Thermos  vacuum flask 
Vaseline  petroleum jelly 
Walkman  personal stereo 
trade unions. Not trades unions.
★ traditional. Use it sensibly. Nothing sounds as 

silly as to talk about traditional e-commerce retailers 
or traditional computer systems.

tranquil, tranquillity, tranquillise 
transpire. It means to become known, in effect to leak 

out; it does not mean to occur, happen, come about.
transport. Preferred to transportation. As verb, prefer 

take, truck, freight, carry, ship etc.
trans-sexual
trans-ship, trans-shipment
treasury benches
trial. Not to be used as a verb. Ideas can be tried, 

drugs and other products tested. 
trillion. Means a thousand billion. See FIGURES in 

Style Pointers.
trolley, trolleys
troops. In the plural it is correct to say that troops 

attacked, invaded, etc. But a troop is a military unit or 
formation, so do not use it in the singular to mean a 
soldier; and do not stipulate a number of troops (96 
troops) as though each were a troop. 

troupe. An ensemble of actors, dancers, singers etc. 
try to (do). Not try and (do).
Tsar, Tsarina
T-shirt. Not tee-shirt.
tug of war 
Tajikistan. The former Soviet republic. 
Turkmen (the people), Turkmenistan (the country)
Twentieth Century-Fox
twin-engine plane. Not twin-engined. See -ED in 

Style Pointers.
typist (of either sex)
tyre (of wheel)
tyro 
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U
U. Burmese honorific: U Nu.
Ukraine. Not the Ukraine. The adjective is Ukrainian.
ultimatum, ultimatums
ultraviolet. But infra-red.
Uluru. This is how we refer to Ayers Rock.
unattributed quotes. Should be avoided. If you can-

not source the quote, do not use it.
Uncle Tobys
under. Do not use for fewer than, less than, except 

with height (under 190 centimetres tall).
★ under-/under (in compounds). Most under 

words read easily without the hyphen:  underact, 
underarm, underbid, undercarriage, underclad,  
underdone, undeFrestimate, underfed, undergarment, 
underhung, underline, undermanned, underplay,  
underrate, underrun, undersize, undertone, undervalue, 
underweight and underwrite. 

But under-age, under-officer, under-secretary and under-
treasurer.

under-age
underclass 
underestimate
underprivileged. See DISADVANTAGED.
understand. As with believe, a prime example of 

old-fashioned journalese. It usually indicates sloppy, 
unsourced comment and should be avoided. If some-
thing is only rumoured, we should not be reporting it; 
if it is fact, we should not hedge.

undertake. Do not use for do.
underwater (adjective). But The field lay under water.
under way. Two words.
unequivocal. Not unequivocable.
UNESCO (for the United Nations Educational, Scien-

tific and Cultural Organisation). Not UNESCO (See 
ABBREVIATIONS in Style Pointers).

UNICEF (for the United Nations Children’s Fund. It 
started life as the United Nations International Children’s 
Fund). Not UNICEF (See ABBREVIATIONS in Style 
Pointers). Subs note the small caps in UNICEF.

unilateral. Vogue word. Do not use for independent, 
one-sided etc. It has a historical usage in Rhodesia’s 
Unilateral Declaration of Independence (UDI), though 
even then it was superfluous; America’s Declaration 
of Independence, which has not gone down in history 
as a set of initials, could have been called unilateral if 
anyone had thought it necessary. Also see BILATERAL; 
BIPARTISAN.

uninterested. It means indifferent. Do not confuse it 
with disinterested, which means unbiased, impartial.

unions and other organisations. Style for apostro-
phes (if any) in their names. See APOSTROPHE in 
Style Pointers.

unique. A unique thing is one of its kind; the word 
cannot be qualified by quite, rather, somewhat, more, less, 
very etc. Anything that is almost unique should be called 
rare, unusual. Unique may be qualified in this way: 
unique among sea creatures; unique in Australia.

United Nations, the. Thereafter, the UN, not UNO.
unit-holder 
university. Beware of describing anyone as the profes-

sor of education or the senior lecturer in English history at 
a university. Universities have such large staffs that the 
definite article will almost certainly be wrong. 

University titles are lower-case: chancellor, vice-chan-
cellor, dean of medicine (not dean of the faculty of), regis-
trar, professor, reader, lecturer etc. Honorifics are capped, 
e.g. Professor Damien Smith. 

University governing bodies and campus organi-
sations are up: the Melbourne University Council, the 
Monash Association of Students. A university’s subsidi-
ary bodies are down: the arts faculty, the department of 
history. 

See Preface (Ranks, Titles and Capitals). 
University of New South Wales. Not NSW.
unlikeable. Not unlikable.
unshakeable. Not unshakable.
until. Do not use till or ’til except in quotations.
up until. Do not use.
-up words. All nouns ending in up, such as hold-up, 

flare-up, build-up, break-up, mark-up, check-up, should 
be hyphenated. 

update. Avoid it. Prefer modernise, renovate, replace, 
improve. 

upfront. Avoid if possible. Prefer initial or in advance.
upon. Do not use where on will suffice.
upgrade. Avoid it. Prefer improve, lift, try harder and 

others.
upper house (of Parliament). And lower house. But 

prefer the name of the house: the Legislative Council, 
the Senate, the House of Lords. See LOWER HOUSE. 
Also see the Preface (Ranks, Titles and Capitals).

upstairs
upskill. Use only in direct quotes.
up-to-date (adjective). An up-to-date dictionary, but the 

records are up to date.
Uruguay round of trade negotiations
US (United States at first mention). No full points. 

The US Government. He returned to the US.
usable. Not useable.
usage. It has correct uses, but do not use it instead of 

use.
utilise, utilisation. Do not use; use use, use.
Uzbekistan. The former Soviet republic.
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V
V6, V8. Not vee 6, vee 8, vee six or vee eight.
V/Line. The name of Victoria’s country rail service 

carries an oblique stroke. 
Valium (trade name)
Van Diemens Land 
Van Gogh
vast majority. Not to be used.
VCOSS. Victorian Council of Social Service, not Serv-

ices. Also ACOSS. Australian Council of Social Service; 
NCOSS. NSW Council of Social Service. 

venture-capital. Hyphenate when used adjectivally.
veranda. Not verandah.
vermilion
versus. It means against. The contraction is v. with a 

full point, not v or vs.
very. Every time you use this word you should read 

back and consider whether it is very justifiable, very 
essential or very indispensable. Even in less extreme 
cases, it would not be very extravagant to say that 63.7 
per cent of verys are very superfluous.

Veterans Affairs, Department of. No apostrophe. 
viable. Not to be used for workable, economic, usable, 

practical, promising, profitable and many others. Restrict 
viable to its meanings of: economically feasible, practi-
cable; and (concerning a plant, animal, newborn child 
etc) capable of surviving. 

vice (carpenter’s, engineer’s)
vice-admiral, vice-chairman, vice-president (the US 

Vice-President) 
vice-chancellor. And pro-vice-chancellor. 
vice-regal. Lower-case. Also see ROYAL.
vice versa 
vie, vying
Vietnam, Vietnamese. The nationalist movements 

were the Vietminh and, later, the Vietcong. It was the 
Vietnam War, not the Vietnamese War; Australia’s Viet-
nam (not Vietnamese) veterans. Also see WARS.

vigneron. One who grows grapes for wine.
vilify
vineyard
vintner. A wine merchant.
virtual reality. Try to avoid this tired phrase.
virtually. Do not use for almost. It means practically, 

in effect, to all intents and purposes, as good as.
visa, visas
visit. Do not use visit with as a verb.
Visy Industries, Board, Visy Paper, Visy Recycling
Vodafone. Not Vodaphone.
voice over internet protocol. Abbreviate as VoIP.
vulcanology, vulcanologist. These words refer to vol-

canoes.

W
wacky. Use only in reported speech,
wagon 
wait. Wait for a result, not wait on.
Wall, the Berlin. Also the Wall. 
Wal-Mart
want out. This expression is slang. Avoid. 
wars. Cap the Punic Wars, the Hundred Years War, 

the Wars of the Roses, the Thirty Years War, the American 
Civil War, World War I (see WORLD WARS), the Kore-
an War, the Vietnam War, the Six Day War, the Falklands 
War, the Gulf War and so on. Also see HISTORIC.

warships. See SHIPS.
wartime
war-torn
was/were. How to handle the subjunctive and the 

conditional. See IF IT WERE. 
wash-house
watchdog
watch-house
watercolour
waterside, watersider, waterside worker
water-ski, -skis, -skied, -skier, -skiing 
waterworks
Wattletree Road tram. A very ordinary conveyance.
wavelength
we. Do not use to mean Australians, humans etc. See 

YOU.
wear. Men’s wear (not menswear). Women’s, girls’, boys’ 

wear. 
wearing apparel. Use clothes, clothing etc.
weather. Use the Celsius (metric) scale of tempera-

tures. Use numerals: 2 degrees, not 2 degrees Celsius or 
2 degrees C (and not deg.). Spell out minus 3 degrees, not 
–3 degrees. 

Temperatures are high or low, not hot or cold. Days 
are hot, cold etc. 

weather bureau. The proper name is the Bureau of 
Meteorology, but the weather bureau (lower-case) will do 
for routine references.

web. Short for world wide web.
web site
weekend
Weisener, Richard
welcome to. Say goodbye to such nonsenses as Wel-

come to the real world.
wellbeing
well-known (adverb and adjective), well known 

(adverb and participle). A well-known story; this story is 
well known. Do not use the contortions most well-known 
and least well-known. Say: well-known, better-known, 
best-known; little-known, lesser-known, least-known. See 



62 BRW STYLE BOOK

LEXICON

ADVERBS AND ADJECTIVES in Style Pointers.
were/was. How to handle the subjunctive and the 

conditional: see IF IT WERE. 
Wesfarmers
West, Western. Cap the Western world, Western civili-

sation, the West (in this sense); similarly, Eastern civilisa-
tion, Eastern philosophies, the East, etc.

Western Australia. But West Australian adjectivally. 
And the newspaper published by WA Newspapers is 
the West Australian.

Western Port, Victoria. Two words. 
West Gate Bridge, Melbourne
Wets. And Dries. The unofficial but accepted names 

of Liberal Party (and other conservative party) factions 
espousing soft-line (Wet) and hard-line (Dry) economic 
policies respectively. Cap, no quotes.

wharf. Plural wharves. And, when used in reported 
speech, wharfie.

whereabouts. Singular. Their whereabouts is unknown. 
wherefore. Not a happy word. In the literary sense, it 

means why, not where. The noun form, as in whys and 
wherefores, is a cliche.

whether/if. If can be used with the effect of whether: 
He asked if he could go. But beware of ambiguity, e.g. Let 
me know if you want it. This could mean: 

Let me know whether you want it. Or: 
If you want it, let me know (otherwise don’t bother). 
whether or not. The or not is sometimes superfluous. 

These are correct: 
It’s yours, whether you want it or not. 
But: 
Let me know whether you want it. 
Whether you want it is up to you. 
which (and which). A common error: A car belong-

ing to a federal MP and which was in a fatal collision 
on Saturday was found in the harbour yesterday. The 
conjunctions and, but, or must connect like forms of 
words; here, and has been used to connect the partici-
ple belonging and the relative pronoun which, to ugly 
effect. The sentence is made grammatically correct by 
substituting which belongs (but obviously it would be 
better recast entirely). Be alert for this error when con-
junctions are used with the other relative pronouns, 
that, who, whom. 

which/that. As relative pronouns introducing claus-
es. The difference is essentially this: 

THAT introduces a defining clause, identifying the 
thing you are talking about: The gun that fired the 
fatal shot was found in the butler’s pantry. Not just any 
gun, but that particular one; and not one of the guns 
that (defining them) were found in other rooms of the 
manor. 

WHICH introduces a non-defining clause, saying 
something further about the thing you are talking 
about: The butler’s gun, which was found in his pantry, 

was the murder weapon. The clause does not define the 
gun (we have said it was the butler’s); rather, it tells us 
something more about the gun. 

NOTE that the defining (that) clause does not take 
commas; the non-defining (which) clause does take 
commas.

If all of the above is of no help, try this test: If you 
can remove the words beginning with that or which 
and the sentence still makes sense, which is the word 
you want. If not, that is the one.

while. Not whilst. Too often used in the sense of 
although: While I want to believe you, I cannot. Remem-
ber that there are other, usually better ways: Though I 
want to stay, I must not; or I want to stay but I must not. 
There is also a serious risk of ambiguity and absurdity: 
While Toyota won the medium-car segment in 2000, Ford 
was the market leader in big cars in 2001. 

whisky for all whiskies except Irish and American 
whiskey, whiskeys.

white, whites (racial). Lower-case. See RACE.
Whiteley, Brett
who/whom (as interrogative pronouns). Who has 

largely supplanted whom in questions: Who did you see? 
is now more common than, and usually as acceptable 
as, Whom did you see? Similarly,

Who are we working for? is more usual than
Whom are we working for? OR
For whom (never for who) are we working?
This is not to say that every interrogative whom must 

be changed to who. Where a writer uses a strictly cor-
rect whom and the effect is not stilted, leave it. And 
a direct quotation must not be interfered with. As 
Thurber says: “Whom are you, anyways?”

who/whom (as relative pronouns). As in a man whom 
police are seeking. Here, the distinction is essential. The 
relative pronoun (who subjective, whom objective) takes 
its case from the verb of the clause it introduces.

Opposition senators, WHO ARE THREATENING the 
Government with a refusal of supply, are expected to hold 
their ground.

Opposition senators, WHO ARE BEING THREAT-
ENED by the Government with a double dissolution, are 
expected to hold their ground.

Opposition senators, WHOM the Government IS 
THREATENING with a double dissolution, are expected 
to hold their ground.

This holds true even when the clause includes words 
in quasi-parenthesis (that is, parenthesis not indicated 
by punctuation):

Opposition senators, WHO the Government knows ARE 
THREATENING a refusal of supply, are expected to hold 
their ground.

In this sentence, who is the subject of are threat-
ening and its case is not affected by the intervening 
words. But it is just the sort of sentence in which whom 



BRW STYLE BOOK 63

LEXICON

is sometimes wrongly substituted, as though it were 
the object of the verb knows. The who/whom problem 
in a case like this is simplified by mentally bracketing 
the parenthesis as you read the sentence:

Opposition senators, WHO (the Government knows) 
ARE THREATENING a refusal of supply, are expected to 
hold their ground.

We commonly see who used for whom by people who 
don’t know or don’t care, and whom used for who by 
people who care but don’t know. Those who know the 
difference will understand that it is important to care 
(unless they can stomach Send not to know for who the 
bell tolls). 

whodunit
wholehearted
whose/who’s. Beware of these blunders:
Whose going with you? (Should be who’s.)
The man who’s name was mentioned. (Should be 

whose.)
WHOSE is the possessive of who: Whose story is this? 

The man whose name you were using. Do you know whose 
it is? He was charged with the murder of a man whose 
dismembered body was found at Spencer Street Station. 
Whose shout?

WHO’S is the contraction of who is or who has: Who’s 
with you? Who’s done nothing yet? The boy who’s to be 
king. Who’s in the chair?

Who’s Who (the publication, is italicised). 
wicketkeeper
wide words. Nationwide, statewide, worldwide but 

Australia-wide, Victoria-wide.
wildflower, wildfowl, wildlife. (But playboys live the 

wild life.)
wilful 
Williamtown (New South Wales), Williamstown (Vic-

toria)
wines. Lower-case for all wine types, including those 

with regional names: rhine riesling (not reisling), bur-
gundy, champagne etc. Remember that these regional 
names should not be used when talking about Austral-
ian wines.

wine maker 
Wingti, Paias. Papua New Guinean politician. 
witch-hunt. Not witchhunt. 
with. This perfectly good preposition is being sorely 

misused, particularly by the electronic media, usually 
in an effort to confuse the English language by omit-
ting the verb to be: The children were found in a car, with 
their parents in a nearby house. Prefer: The children were 
found in a car, and their parents were in a nearby house. 
Again: It looks as though 2005 was the trough, with build-
ing approvals now on the rise. Prefer: It looks as though 
2005 was the trough, and building approvals are now on 
the rise. 

Another example, from a recent BRW story:

The chief executive, Bill Smith, will return to Pill Pop-
pers with chief financial officer Jim Jones and general man-
ager of operations Jill Brown transferring to Pontiac Parts 
permanently. 

It seems that Jones and Brown are also going back 
to Pill Poppers, until we get to the end of the sentence 
and realise that the writer did not mean with at all. 
Instead of using with as a conjunction, try breaking the 
sentence into two: 

The chief executive, Bill Smith, will return to Pill Pop-
pers. The chief financial officer, Jim Jones, and the general 
manager of operations, Jill Brown, will transfer to Pontiac 
Parts permanently. 

With is not to be attached to verbs that do not need 
it: met not met with; visit not visit with.

withheld, withhold (hh) but threshold (h)
witness. As a verb: witness a document, signature etc; 

but see an accident etc.
witness box. Not witness stand.
WMC Resources. Formerly Western Mining Corpo-

ration. Now subsumed into BHP Billiton.
Wollongong (New South Wales)
Wollstonecraft (Sydney)
Woods Point (Victoria)
woodwork, woodworker
Woolies. If the people you are quoting use this short 

form of Woolworths, spell it thus.
Woollahra (Sydney)
woollen, woolly
Woolloomooloo (Sydney)
Woolloongabba (Brisbane). The district (and the 

cricket ground) are, colloquially, the Gabba.
Wooloowin (Brisbane)
WorkChoices. The Federal Government's industrial 

relations scheme. 
WorkCover. The workers’ compensation scheme. 
workforce. And salesforce, taskforce.
work-life balance
workman. But working man. Use worker, workers to 

include both sexes. 
workshop. Do not use as a verb, except in direct 

quotes.
world best practice
world wars. World War I or the First World War, World 

War II or the Second World War; the World Wars. See 
HISTORIC; WARS. Also see FIGURES 5 (Roman 
numerals) in Style Pointers.

World Heritage list. Also the National Estate. 
worldwide, nationwide, statewide. But Australia-wide, 

Victoria-wide etc.
worthwhile 
wrack and ruin. But nerve-racking, racked with pain 

etc.
write down (as a verb). Two words.
writedown (as a noun). One word, no hyphen.
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X, Y, Z
Xmas. Not used.
X-ray. See RAYS.
Yahoo. No exclamation point.
year 3, year 12 etc (in schools) 
yearbook 
year end. Say at the end of the year.
years AD, BC. Where these initials are required it is 

customary to say 352 BC but AD 259. Use a fixed space. 
Also see CENTURY; DECADE; HISTORIC; TIME. 

Yemen. Not the Yemen.
Yiddish. One of the two Jewish languages, the other 

being Hebrew. There is no such language as Jewish. 
See JEW.

yoghurt
Yom Kippur. The (Jewish) Day of Atonement. Cap it.
Yorke Peninsula (South Australia), Cape York Penin-

sula (Queensland) 
you and me. Between you and me. The vulgarism 

between you and I stems from sincere efforts to be cor-
rect by people who have learnt that You and I are friends 
is correct for the subjective case but who do not under-
stand that me is still required for the objective case: He 
wants to see you and me. (They would not say He wants 
to see I.)

you, we, our. As in: Professor Smith says our stand-
ard of living is the best in the world; He says we have a 
high standard of living; If you want a high standard of 
living, work hard, says Professor Smith. Except in col-
umns, avoid these efforts at identifying with readers 
by addressing them directly. They are vague (does we 
mean Australians, human beings, or what?). They may 
sometimes be necessary in a headline, but even so are 
to be avoided. 

your/you’re. Do not confuse them: your is the pos-
sessive of you; you’re is the contraction of you are. Thus: 
You’re right, it’s your horse. 

your honour. And similar forms of address. Lower-
case your majesty, your eminence etc. Also his excellency, 
her highness etc. But cap abbreviations such as HM, 
HRH, HE.

youth. Use to apply to people aged from age 13 to 17. 
Those younger than 13 are children, and those 18 or 
older are men or women (not males and females). 

you’ve. Watch (and try to avoid) this contraction. It is 
occasionally mis-spelt. 

Yugoslavia, Yugoslav. Not Yugoslavian.
Zaire. Now the Democratic Republic of Congo. The 

people are Congolese.
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A
a/an. Use a before all words beginning with a conso-

nant sound, including the aspirate h: a hotel, a historic.
Use an before words beginning with a vowel sound: 

an heir, an honour, an hour.
Use a or an before sets of initials according to sound: 

an RAAF aircraft, an ALP member, a THC meeting and 
a VFL game.

Use a or an before figures according to sound: a 
$5000 prize, but an $8000 prize; a two-kilometre stretch, 
but an 1800-kilometre flight.

abbreviations (honorifics). Abbreviate only these: 
Dr, St (for Saint); no full points. Ms is not an abbrevia-
tion and does not take a full point. Spell out Sergeant, 
Lieutenant-General, Alderman and others. See Preface 
(Ranks, Titles and Capitals). Also see SAINT.

abbreviations (initial letters). No full points (in text 
or in headings) in abbreviations like ALP, ACTU, MP, 
MLA, VC, DFC, MBE, BA, LL B (subs use a fixed space 
in this and the following), B Ec, Ph D, D Lit etc. Use 
points for personal initials, e.g. E.B. White, but not for 
companies (JP Morgan),shortened given names and 
nicknames: Reg, Mac, Rob etc. Use points in abbre-
viations such as e.g., i.e. and (in caps headings or any-
where else where it might be ambiguous): CALL TO 
U.S.

abbreviations (commonly pronounced as words) 
Where they are usually pronounced as words, acro-
nyms of organisations and groups should be ren-
dered in caps and small caps (AIDS, ANZAAS, ANZAC, 
ANZUS, APEC, ASIO, ASIC, ATSIC, BASS, GATT, NAFTA, 
NATO, OPEC, SALT, TAFE, UNESCO, UNICEF etc). These 
words do not need the in front of them. In headlines 
the caps and lower-case form can be used. Other acro-
nyms such as laser, scuba and radar have passed into 
the language as words in their own right. 

abbreviations (organisations). An organisation’s 
name should be used in full at first reference and 
shortened later. Initials should be used only where they 
are recognisable. Otherwise use: the association, the 
board, the union, the council, the company, the commis-
sion, the league, the organisation etc (all lower-case).

A few commonly recognised abbreviations (e.g. 
ABC, ACTU, AFL, BHP, CRA, TAB) may be used at 
first reference. Even so, the Labor Party, for instance, is 
preferable to the ALP at first reference. (Take care not 
to confuse stock exchange codes with company abbre-
viations.)

When such words as Australian, Victorian, National, 
Federal, Sydney are omitted from an organisation’s 
name but the name is substantially intact, retain 
caps, e.g. the (Australian) Federal Police, the (Austral-

ian) Broadcasting Tribunal, the (National) Farmers 
Federation, the (Sydney) City Council. But the tribunal, 
the council, the (NSW, Federal etc) police — lower-case, 
when the name is reduced this far. 

abbreviations (states and territories). NSW, SA, WA, 
NT, ACT, (and, in tables or maps,) Vic, Qld, Tas can be 
abbreviated thus. We prefer to spell out the names of 
states where possible.

abbreviations (weights and measures). See 
WEIGHTS AND MEASURES.

accents. Should be used only where there would be 
genuine ambiguity otherwise.

acronyms. Use with care. Stories full of acronyms 
and similar forms of alphabet soup are hard on the 
eyes as well as the brain.

adverbs and adjectives. An adverb ending in -ly 
should not be attached to an adjective by a hyphen: a 
newly wed couple, carefully made beds, badly injured peo-
ple. These are not, as many people think, COMPOUND 
ADJECTIVES (see separate entry). 

Adverbs such as well, ill, hard, rough should be 
attached by a hyphen to adjectives: a well-known fact, an 
ill-timed decision, a hard-won victory, a rough-hewn plank. 
They should not be attached by hyphens to verbs or 
parts of verbs. See WELL-KNOWN.

adverbs and verbs. The belief that it is wrong to 
insert an adverb between the elements of a compound 
verb (The moon can still be seen) leads to stylistic contor-
tions (The moon still can be seen). This practice some-
times turns out to be based on a notion that the adverb 
in the first example splits an infinitive (it does not), 
but there is no grammatical authority for it. Say: He is 
always moaning, not He always is moaning. 

advertising slogans. When referred to in copy, slo-
gans such as ‘Always Coca-Cola’, ‘Seize the day’, and 
‘Only McDonald’s’ should be rendered in Roman with 
single quotes.

ages. If a person’s age is relevant, use it; if not, leave 
it out. See ELDERLY; FIGURES 4 (ages).

ampersand (&). Use only in business names, and 
only if the firm or company itself uses it: Stanley & Co 
See BUSINESS NAMES, R&B, R&D, R&R.

apostrophe. Drop it from the proper names of such 
organisations as Australian Workers Union, Victorian 
Employers Federation, General Practitioners Society; that 
is, treat the key word (Workers, Employers, Practitioners 
— the people forming the organisation) as plural but 
not possessive. But use the apostrophe where a pos-
sessive s is attached to men, women, people and children: 
Seamen’s Union, Country Women’s Association, People’s 
Liberation Army, Children’s Television Workshop.

Where the key word (naming the people who form 
the organisation) is preceded by a possessive noun, 
use the apostrophe in that possessive: Builders’ Laborers 
Federation, Victorian Printers’ Operatives Union, Plumb-
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ers and Gasfitters’ Employees Union. When referring 
to organisations informally — as, say, the plumbers’ 
union — the apostrophe should be used. 

articles. If dropping the article in descriptions of peo-
ple, put their organisation’s name before their position, 
e.g. Prime Minister Bill Cassowary. If you use the article 
(which should be the case most of the time), remem-
ber to use parenthetical commas: The chairman of the 
Chamber of Commerce, Billy Bloggs, has resigned; A Mal-
lee farmer, Joan Seed, is the Countrywoman of the Year; 
Andrew Emu, the playboy entrepreneur, has a new car.

attributions. In most instances, and where there is 
any possibility of confusion over who is talking, nomi-
nate the speaker before opening the quotes.

awkward constructions. Set out the facts clearly, 
and do not try to cram too many of them into one 
long sentence. This example of an awkward construc-
tion is given by the Time style book: “She went to Chi-
cago, where she got a job (and where she met her second 
husband, Harry, 33, a divorced construction worker) as 
a CPA.” This example is from closer to home: “He 
admired his father and as a young boy he took his son to 
Seymour to see his grave.”

B
basis points. A basis point is 0.01%. So, if an inter-

est rate rises from 6.55% to 6.56%, we say it has risen 
one basis point, not one-hundredth of a per cent. Although 
apparently insignificant, the movement of basis points 
can mean the difference between profit and loss. See 
PER CENT.

born in. Used at the start of a sentence, this phrase 
often flags the impending arrival of a dangling participle 
(see separate entry).

breakout quotes take full points.
breeds (of animals). Lower-case all words in 

the names of breeds except those that are proper 
names: fox terrier, mudcrab, red emperor, sugar glider, 
thoroughbred; but Aberdeen Angus, Australian Illawarra 
shorthorn, Balmain bugs, Clydesdale, German short-haired 
pointer, Hereford, Jersey, Murray grey, Pekinese. 

BRW sections. When referring to BRW sections in 
copy, render the names in italics. If the section has a 
two-word name, both words take initial caps: Emerging 
Companies, Managing, Innovation, Leadership, Account-
ancy, Slithershanks, Trends, Cover Story, Rich 200, Fast 
100, BRW1000. 

business names. BRW does not use company type 
signifiers such as Limited, Proprietary Limited, Plc, 
NL or Holdings unless they are essential to identify 
the entity we are talking about (News Corporation as 
opposed to News Limited) or to avoid ambiguity (Alu-
mina Limited is the talk of the town).

Use and/&, Company/Co, according to the style 
the firm or company uses (Stanley & Stanley; Quick 
and Smart; Jones and Company). Company/Co is not 
required unless it is part of the company’s title.

Spell out and punctuate the core words of company 
names as registered, but follow correct English and 
style when writing about them, e.g. a barbecue from 
Barbeques Galore. 

 business names (verb number). Treat all companies 
as singular: BHP Billiton is likely to make a profit, but  
McPherson’s is not.

bylines/taglines: By Graham Greene is the standard 
form. Breakouts take a tagline, which should be set 
right:

KRISTEN LE MESURIER
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C
Cabinet. Capped in the sense of an inner Ministry of 

a specific government. See MINISTERS; MINISTRY; 
PORTFOLIOS; and the Preface (Ranks, Titles and 
Capitals). 

captions. Where there are two or more people in 
the picture, name them from the left, unless there is a 
compelling reason to do otherwise. There should be no 
need to specify who is on the left or right. 

Do not say John Smith (pictured). Say photographed or 
shown if it is necessary; the best captions work without 
such devices. It is best to couch captions in present 
tense. 

BRW uses Time-line style in captions: NICE AND 
EASY DOES IT: The dome is placed on Commonwealth 
Bank House, or JOHN ANDERSON: “We are not hiring”

Do not end captions with a full point.
centre around. This is a nonsense. Use centred on or 

based on.
church titles. See Preface (Ranks, Titles and Capi-

tals).
clergy. See Preface (Ranks, Titles and Capitals).
cliches. The bottom line is: put the ball park on the 

back burner and put the thinking cap on. Among those 
you should avoid are:

agenda (except in its true sense)
a.k.a.
alive and well
ambience
at the end of the day
awesome
between a rock and a hard place
bicoastal
big break
big end of town
brief stint
bundled out
charisma
chic
close encounters of any kind
deadly or dread, as in killer virus
drivers
escalate
fast lane
fast track
fat lady, who has not begun to sing
firestorm
force to be reckoned with
forgettable
garner
goalposts of the moving kind
going forward

grim harvest
growing a business
harvest, the grim kind
hike
honcho, the head kind
hone, as in skills
icon (except in its true sense)
iconic
incredible as in remarkable
initiative, of the new kind
in the pipeline
leafy suburb
learning curve 
leveraging anything
lifestyle
manicured lawns
megabuck
modest home
most demanding role
moving forward
no easy answers
no laughing matter
not to worry
opt
persona
plaudit
player, lest we refer to smartcard players
playing field, level or otherwise
posh
prestigious
pricey
remains to be seen
ruefully
rumours, of the type that abound, fly or spread 
like wildfire
running on empty
scenario (except in its true sense)
shock and indignation
shocking
spark, as in sales, opposition
spin doctor
splintered, badly
staffer
stay tuned
surfaced, as in surfaced in New Zealand
tad, as in a tad overworked
tarnished, badly
the Big Apple
thumping, when it is a margin, defeat, etc
Tinseltown
trendy
trounced, soundly or otherwise
tune in
underwhelming
untimely death
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up for grabs
wily
world-class
colons. When to cap, and when not to cap, after a 

colon.
Cap when the colon introduces a quotation:
He said: “What are you doing?’’
Question: “What are you doing?’’
Answer: “You tell me.’’

Cap in captions:
BOB HAWKE: Going overseas
JOHN SMITH: “One of the boys, that’s me”
Lower-case when the colon introduces a list:
Those attending were: the mayor of Collingwood, John 

Smith; the president of the Chamber of Commerce, Fred 
Jones; the Imam of Oman …

Lower-case when the colon introduces an elabora-
tion, an explanation, an associated idea:

One thing is plain: we must economise.
This is the position: if we don’t economise, we’re doomed.
companies. A company takes a singular verb: Gar-

gantua Industries is expanding. McPherson’s has recorded 
a big loss. See BUSINESS NAMES. 

compound adjectives. Use hyphens in compound 
adjectives such as battle-hardened, drought-stricken, war-
weary, value-added, hand-held. Do not compound dou-
ble-barrel names with a compound adjective attached. 
Hong Kong-born, not Hong-Kong-born.

 Many adjective-noun combinations require a hyphen 
for clarity when used adjectivally: low-income families, 
second-hand cars, mobile-phone company, no-confidence 
motion, private-hospital wards, high-risk investment. This 
is sometimes true, too, of combinations of nouns used 
adjectivally: market-force economics, time-and-motion 
study, make-or-break effort. 

 But restraint and common sense must be exercised 
if the magazine is not to be full of hyphens. Some com-
binations are clear enough without hyphens. No rule 
will cover all cases, so let clarity be your guide. Also see 
ADVERBS AND ADJECTIVES. 

conditional and subjunctive. See IF IT WERE/IF IT 
WAS. 

contractions. Except in direct quotes, spell out con-
tractions such as can’t, didn’t, couldn’t, isn’t, won’t and 
wouldn’t.

currencies: The primary aim is to make expressions 
of amounts unambiguous. 

The first rule is that amounts should be expressed 
in Australian dollars wherever possible. But don’t go 
overboard. It can be misleading to do a conversion 
at today’s exchange rate of a foreign currency from a 
year or even a few months ago. For this decade at least, 
historical equivalents are available on the Internet at  
www.oanda.com/converter/classic. 

If you want to give an equivalent, say whether it is 
at present rates or at an earlier time. And it is silly to 
convert a figure where a round number is being talked 
about. For example, there would be silly to say, Mur-
doch plans to reduce News Corporation’s debt by $1.666 
billion by the end of the year, when Rupert was clearly 
talking about a round figure of $US1 billion.

The second rule is that any dollar amount is Austral-
ian ($300 million) unless otherwise specified; the cor-
ollary is that every time another currency is used it is 
identified as such. 

The third rule is that an Australian equivalent be 
given at the first mention of a foreign currency, as in: 
Uchida paid the Tokyo Rose Company 150 trillion yen 
($1.71 billion) for the Australian broadcast rights. It is 
optional for reporters to do another conversion, per-
haps later in the story, where amounts of much differ-
ent size are referred to. For example Copies of the book 
retail for ¥100 ($1.14) in Brunswick Street bookshops. 
Note that currency spelt out gives way to the symbol 
at the second mention, as happens with deutschmarks 
(DM), kina (K), rupiah (R), baht (B). There is no need 
to spell out pounds (£) or dollars of other stripes ($NZ, 
$C, $S).

Express money amounts thus:
The bank lost $2 billion ($2bn on charts or tables).
There was a $5-billion payout.
The shares reached a high of 85¢.
There will be trouble if the dollar falls below US58¢.
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D
dangling participles. These monstrosities are much 

beloved of television journalists, who want to cram 
many facts into a sentence without necessarily letting 
syntax get in the way. So we end up with nonsense like 
this:

Born in Scotland, his family moved to Australia in 
1937.

We can deduce that the subject of the sentence was 
born in Scotland, and that his family emigrated before 
the Second World War. But was he with them? The 
problem springs from the participial phrase that does 
not modify the sentence. It would be clearer and kinder 
to the reader to say:

He was born in Scotland, and emigrated to Australia 
with his family in 1937.

dash ( — ). The em-dash is a useful device in two 
ways: for achieving an effect such as contrast or irony; 
and for breaking out especially striking (or long) points 
in the middle of a sentence: 

 The rider took the reins firmly, nudged his mount 
— and fell off. 

 The Prime Minister hopes to bring his unruly party into 
line, outface an Opposition in full cry, and deal with charg-
es of corruption — all this in an election year — and at the 
same time reassure the electorate that all is well. 

 The dash is devalued if it is overused, for any trifling 
effect and for any parenthesis. (An excess can also look 
odd, particularly combined with excessive use of the 
ellipsis — … — ; some people’s copy looks as though 
it is written partly in Morse.) Use commas or brackets 
for routine parenthesis, and reserve the dash for best. 
See ELLIPSIS; also see OBSCENITY.

dates. Follow this style: 
Friday February 27, 1987 
Friday February 27 
February 27, 1987 
February 1987 
Also: 1981-82; 1905-06 (not 1981-2, 1905-6). See AD; 

CENTURY.
decade. For consistency, we accept that the first day 

of the first decade of the 21st century was January 1, 
2000. 

decimals. See FIGURES.
degrees (of temperature). Not deg. Remember they 

are units of temperature, not of heat. Spell out minus 2 
degrees, not —2 degrees. Say celsius, not centigrade. Also 
see WEATHER.

departments and ministries (of government). Use 
Department of and Ministry of (not for) in ALL cases. 
So: Department of Agriculture and Rural Affairs; Ministry 
of the Arts. 

 As with ministers’ titles, short names of depart-
ments and ministries may be inverted: Arts Ministry; 
Health Department. For ease of reading, do this only 
where a single word will appear before Department 
or Ministry; do not invert longer names such as the 
Department of Agriculture and Rural Affairs.

 A department’s name may be shortened in this way 
(provided that in the context it is clear what we are talk-
ing about): Treasury wrote to Foreign Affairs and Trade; 
As a junior public servant, he moved from Agriculture and 
Rural Affairs to Conservation and Environment. Cap the 
short forms. (But note that ministers’ portfolios should 
not be capped if shortened in this way.) 

 See MINISTERS; MINISTRY; PORTFOLIOS. 
diplomatic titles. Lower-case ambassador, first secre-

tary, consul and all others. Also embassy, mission, consu-
late etc. See Preface (Ranks, Titles and Capitals).

dividend cover/dividend yield. See Basic Financial 
Ratios section for definition.

dog breeds. See BREEDS.
dollars and cents. See FIGURES 2.
double entendres. Best avoided. Particularly danger-

ous when presented unwittingly.
double negatives. They are not unirritating, to quote 

the Time Style Book.
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E
earnings per share/earnings yield. See Basic Finan-

cial Ratios section for definition.
-ed. Do not use medium-sized business, two-roomed 

flat, single-engined plane, double-barrelled shotgun, six-
storeyed building, two-tiered wage decision. The adjectives 
are medium-size, two-room, single-engine, double-barrel, 
six-storey, two-tier. Also multi-level, split-level. But two-
pronged, seven-headed, double-breasted; use -ed where 
necessary to make a sensible adjective.

elegant variation. This is Fowler’s term for an “incur-
able vice” practised by minor novelists and reporters. 
The sin, he says, is the awkward lengths to which we go 
to avoid using a word twice in a sentence or paragraph. 
For example: “By tradition, a woman retiring from the 
bench is replaced by another lady.” If there is no easy way 
to write around it, bite the bullet and use the same word 
again.

ellipsis ( … ) To be used only to indicate that words 
have been omitted or that a sentence is incomplete, 
broken off (I was ready to go but …). Ellipsis should not 
be used in place of a dash for an effect such as con-
trast or irony. If misused, the device loses its value as 
a means of shortening a long quote or editing a state-
ment and making it clear that we have done so. See 
DASH. 

e-mail, e-commerce, e-learning.
excess baggage. Words and phrases can usually be 

cut without hurting the story, such as it goes without 
saying, needless to say, completely, moreover, not surpris-
ingly, obviously, currently, recently, very, already and alto-
gether.

 F
fancy words and phrases. As a general rule, plain, 

short words are better than long, fancy words. 
FANCY TERMS  SUITABLE SUBSTITUTES
approximately  about
attempt  try
aver  say
concur  agree
currently  now
difficult  hard
exacerbate  worsen
expenditure spending
finalise  complete
hence  thus
initially  at first
obtain  get
opine  say
outcome result
partially  partly
perceive  see; view
presently  soon
procure  get; buy
purchase  buy
terminate  end
utilise  use

fields. Oil, gold, gas, coal and other fields are written 
as two words.

figures 1 (general). It is important that numerals be 
keyed in correctly: the numeral 1 is not a lower-case let-
ter l (“ELL”) or a capital letter I (“EYE”); the numeral 0 
is not a capital O.

Generally, one to nine are spelt out, 10 and above are 
in numerals: six men, 49 kilometres. But: tens of thou-
sands; hundreds, thousands of people; the Hundred Years 
War; a thousand-to-one chance; I’ve told you a hundred 
times.

By a million, we mean a thousand thousand.
By a billion (see separate entry) we mean a thousand 

million. 
By a trillion we mean a thousand billion.
Do not use fractions of millions, billions or trillions 

beyond TWO decimal places.

Use these forms:
two billion not 2 billion
five million not 5 million or 5,000,000
5.6 million not 5,600,000
5.73 million not 5,730,000
Below one million: 
950,000 not 0.95 million
500,000 not 1⁄2 million
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Below 10,000: 
6439 (Note: no comma in four-digit figures, except in 

tables)
(These rules may vary in tables, charts, diagrams etc, 

where numerals are used for figures that we would 
spell out in text.)

figures 2 (money). In dollars, the above rules apply 
except that the numeral is always used before million 
and billion: $5 million, $100 billion. Dollars and cents: 
$1.76, $8432.09. 

Amounts below a dollar: 79¢, not 79 cents or $0.79; 5¢ 
not five cents. Use the same style in headlines. 

figures 3 (fractions and decimals). Fractions should 
follow the figures style: below 10 we say two-and-a-
half hours, five-and-a-half years; but 11 hours and 30 
minutes. Hyphenate written-out fractions: two-thirds, 
three-eighths, thirteen-sixteenths. Prefer a quarter to one 
quarter. Precise fractions are better expressed in deci-
mals: 2.6, 3.75, 78.903. Percentage amounts should fol-
low normal decimal style: 2%, not two per cent. Figures 
less than one should carry a nought before the decimal 
point for clarity: 0.6, 0.062. But the inch calibre of a 
firearm is .22, .303 etc. And blood-alcohol readings 
are now well understood as more than .05%, .08% etc. 
When using fractions of decimals, stick with one form 
or the other. Also see PER CENT. 

figures 4 (ages). Where ages are given after a name, 
they go between commas, not brackets: John Smith, 39, 
died in France. The figures style is varied for ages below 
10: Robert Smith, 6, (the numeral instead of the word). 
But he is aged six and he is a six-year-old boy. Do not use 
fractions of ages: Harold Smith, 31⁄2, should be Harold 
Smith, 3. Say a man in his 20s, not 20’s or twenties. In 
age spans, subs should use an en dash between the 
ages: many people aged 35–55 (subs note the en dash). In 
this case, use an en dash, then hyphens: most 18–25-
year-olds. 

figures 5 (Roman numerals). When called for, they 
will be found under other entries, e.g. WARS. It is 
essential that they be keyed correctly. The Roman one 
is a capital I (“EYE”), not a lower-case l (“ELL”) or the 
Arabic figure 1 which is now in worldwide use. World 
War II often appears incorrectly as World War 11. A 
cricket XI, but a squad of 12 cricketers. A rugby XV.

figures 6 (starting sentences). At the start of a 
sentence or a paragraph, figures must be spelt out: 
Eighty-four people attended. Frame sentences to avoid 
big figures spelt out at the start, as in: One hundred and 
eighty-four people were killed; Nineteen eighty-six was the 
International Year of Peace. 

figures 7 (literary, legal and parliamentary refer-
ences). Use figures: Julius Caesar, Act 1, Scene 2; Cor-
inthians 3:6–9; section 2 (a) of the Crimes Act; an 11-1 
majority verdict. 

figures. Also see PER CENT; BILLION; WEIGHTS 
AND MEASURES.

★ footnotes in tables. Use these symbols, in this 
order:

* 
†
‡
§
**
††
‡‡
§§
***
†††
‡‡‡
§§§
Apart from the asterisk (*), which is Shift 8 on 

all keyboards, reporters can obtain these symols in 
Microsoft Word by going to the Insert menu and 
selecting Symbols.

For subs working in InDesign, use these combina-
tions:

† is Option t
‡ is Shift-Option 7
§ is option 6
foreign honorifics. Where used at all, substitute Eng-

lish ones. 
foreign names. Names that start with an article, such 

as de Klerk, du Chateau, van Wyngen and l’Huillier take 
a cap at the start of a sentence: De Klerk denied that he 
had been slow to abandon apartheid. 

foreign place names. Our guide is the Times Atlas. 
foreign words. Italicise them in text only if necessary 

to avoid ambiguity. Otherwise, use roman. 
four-wheel-drive vehicle. And in four-wheel-drive, it 

has four-wheel-drive. Can be abbreviated as 4WD.
fractions. Hyphenate written-out fractions: one-third, 

five-eighths. See FIGURES 3 (fractions and decimals).
franking. See Basic Financial Ratios section at the 

end of this book.
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G
gearing multiples. See Basic Financial Ratios section 

at the end of this book for definition.
Government is capped as a noun referring to any 

specific Government (the Tasmanian Government), and 
in the specific plural (the Federal and Victorian Govern-
ments); 

government is lower-case as an adjective (a govern-
ment decision) and in the abstract (the art of government; 
when we were in government) and in the negative (non-
government schools). A minor trend has emerged from 
the Public Service towards omitting the definite article: 
We expect Government to do something. We should say 
expect the Government. Also see COALITION; OPPO-
SITION; and Preface (Ranks, Titles and Capitals). 

grow a business. A horrible phrase, invented by illit-
erates. See CLICHES.

growers, miners, makers and other doers. Make two 
words (no hyphen) of all such terms as fruit grower, 
grain grower, wool grower, asparagus grower, gold mine, 
gold miner, uranium miner, film maker, wine maker, 
tool maker, car maker, movie maker, house builder, metal 
worker. (But stockbroker, sharebroker, pawnbroker, power-
broker.) 

growing, mining, making and other doings. As 
NOUNS, no hyphens in fruit growing, gold mining, 
wine making, house building, metal working and all other 
cases that follow from the preceding entry. As ADJEC-
TIVES, use hyphens: fruit-growing district, gold-mining 
shares, wine-making family, house-building statistics, 
metal-working apprenticeships etc. 

H
h (words beginning with, and when to use a or an 

before them). See A/AN.
half a per cent. Stamp out this illiteracy. Properly, 

there is no such thing as a per cent, so there cannot be 
half a per cent. Use half a percentage point, 50 basis points 
or, preferably, 0.5%. See FIGURES 3 (fractions and 
decimals); and PER CENT. 

here. Where? BRW is a national magazine, so make 
sure that when writing about here, you tell the reader 
exactly where you mean. Otherwise, specify: in Sydney, 
in Perth, in Australia, in the Asia-Pacific region.

historic (and prehistoric) ages, events, movements 
etc.

Cap such things as the Jurassic Age, the Stone Age; the 
Middle Kingdom, the Roman Empire; the Middle Ages, 
the Dark Ages, the Modern Age; the Renaissance, the Ref-
ormation (and Counter-Reformation); the Protectorate, 
the Regency; the French, Glorious, American, Industrial, 
Russian (and other important) Revolutions; the (not just 
any) General Strike; the (Great) Depression; World War 
II, the Falklands War, the Gulf War, the Cold War (see 
WARS and WORLD WARS); the Steam Age, the Nuclear 
Age.

Time-spans other than age (e.g. era, epoch, period, 
times, years) should be lower-case: the Roman era (in 
Britain), the Victorian era, the modern era; the Cromwell 
epoch, the Romantic period, the Baroque period; classical 
times, Edwardian times, modern times; the Depression 
years, the war years (but cap such things as the Year of 
the Rat, the UN Year of Peace etc). 

homophones. See HOMOPHONES in the Lexicon.
hyperbole. Beware of making statements such as this 

(from a Channel 9 news reporter): The Boxing Day sales 
are almost as traditional as Christmas itself.

hype words. Give these devils a wide berth:
chaos
fantastic
hefty
incredible
massive
mega
plummeting
plunging
soaring
spiralling
staggering
surging
whopping
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I
if it were/if it was (subjunctive and conditional). Of 

all the subjunctive forms surviving in English the one 
that causes day-to-day wonderment is the subjunctive 
were. 

The SUBJUNCTIVE expresses a hypothesis, a sup-
position for argument’s sake: If it were my car (it’s not, 
but just suppose), it would be red (I’d have it resprayed). 

The CONDITIONAL expresses a definite possibility: 
If it was my car (the one you say you saw), it was red (so 
was it?). 

Subjunctive: She would give you a lift if I were going. 
(Too bad I’m not.) 

Conditional: I’ll will give you a lift if you are going. 
(Are you?) 

infinitives, split and otherwise. Pedants will tell you 
never to split an infinitive. But if you can add emphasis 
or make your point more clearly, go ahead and split. 
The infinitive is the basic form of the verb: to go, to 
want, to buy, to read, to suffer. You split an infinitive by 
placing another word between the to and the verb: to 
gladly go, to always buy, to loudly read, to greatly suffer. 
Placing a word between other forms of verbs, as in she 
would quickly go, he badly wants, I will gladly read, they 
brightly paint, is not splitting an infinitive.

initials. Use points and a space (subs use a fixed 
space) for personal initials, before a name. Use com-
mas, no points for letters after a name: C.L.G. Smith, 
QC, CMG, Ph D, MA, MBA, LL B. 

interest cover. See Basic Financial Ratios section at 
the end of this book for definition.

italics. Use sparingly when seeking emphasis. See 
also FOREIGN 

J
jargon words. There are a million jargon words 

and phrases in the naked city. These are just a few to 
avoid: industryspeak, ball park figure, escalate, grow your 
business, hands-on, off-the-wall, interfacing, implement 
and impact (as verbs), in your face, player, level playing 
fields, strategise, welcome to the world of xyz, fast-track, 
outcomes.

K
kmh (kilometres an hour). No full point, space or 

oblique stroke. Express speeds thus: 290kmh.
knots. Nautical miles an hour; a measure of speed, 

not distance. A ship moves at 25 knots, not 25 knots 
an hour. Knots (which are also used by aircraft) have 
survived metrication; no conversion is required. See 
NAUTICAL MILES.
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L
 Latin words. Do not hyphenate Latinisms when 

used as adjectives. Subs: place a fixed space between 
the words to stop them breaking at the end of a line: in 
vitro, de facto, de jure, pro rata, pro forma.

Beware of Latin plurals made out of words that are 
not necessarily Latin. For instance, discus is a Greek 
work, so the plural would be discoi, not disci. See PLU-
RALS OF WORDS ADOPTED FROM OTHER LAN-
GUAGES.

latitude and longitude. Latitude, the angular distance 
north or south of the Equator, is designated by paral-
lels. Longitude, the angular distance east or west of 
Greenwich, England, is designated by meridians. 

lyrics. Use italics when quoting from songs, poems 
etc and, unless all the lines are short enough to fit eas-
ily in a single column, use an oblique stroke or slash 
(/) to mark line breaks:

Love is in the air,
Every time I look around
But:
When you’re lost in the rain in Juarez and it’s Easter 

time too/And your gravity fails and negativity won’t pull 
you through/Don’t put on any airs when you’re down on 
Rue Morgue Avenue/They’ve got some hungry women 
there, and they’ll really make a mess out of you.

M
market capitalisation. In simple terms, the value of 

all the shares on issue. See Basic Financial Ratios sec-
tion at the end of this book for definition.

medical journals. The most commonly encountered 
titles are: in Australia, The Medical Journal of Australia 
and The Australian Journal of Public Health; in Britain, 
The British Medical Journal and The Lancet; in the US, 
The Journal of the American Medical Association and The 
New England Journal of Medicine. 

metaphors. A simple, evocative image can enrich a 
sentence:

Novels by Dame Iris Murdoch are about as sturdy and 
reliable as a well-made trench coat.

But even a good metaphor loses its effect (and 
becomes laughable) when it is carried too far:

Too few writers seem willing to let their imagination 
take flight. They are reluctant to climb into the cockpit of 
ingenuity, crank up the engine of prose and head down the 
narrative runway …

The mixed metaphor produces even greater absurdi-
ties, such as: Clemenger Melbourne was a steamroller last 
year. Everything it touched turned to gold.

miners. Make two words (no hyphen) of all such 
terms as coal miner, gold miner, uranium miner. Also see 
GROWERS. 

mining. As NOUNS, make two words (no hyphen) 
of coal mining, gold mining, uranium mining and all 
other cases that flow from the preceding entry. As 
ADJECTIVES, use hyphens in coal-mining company, 
gold-mining statistics, uranium-mining policy. Also see 
GROWING. 

ministers. Use Minister for (Health, say) in ALL 
cases, not Minister of. 

Cap a minister’s full title: the Minister for Primary 
Industry. But lower-case the minister, a minister, minis-
ters, ministerial (and prime ministerial).

The less wordy ministerial titles may be inverted at 
first reference: the Minister for Health may be called the 
Health Minister. But do not invert long titles, e.g. do 
not turn the Minister for Commerce and Industry into the 
Commerce and Industry Minister. The Minister for Foreign 
Affairs may be called the Foreign Minister (which is bet-
ter for our purposes). Rule of thumb: invert only when 
a single word describing the portfolio can be placed 
before the word minister. 

A minister with more than one portfolio (say, arts 
and Aboriginal affairs) may be given only one (Arts 
Minister, say) if only that portfolio is concerned in the 
copy. Cap Minister Assisting the Treasurer (say). 

At times, there has been a Special Minister of State 
(not for State). They are all ministers of state for some-
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thing or other. The shorter form Special Minister is still 
formal enough to require capping but, as with others, 
it should be the minister at later reference. 

Note that shadow minister and shadow cabinet are 
always lower-case.

 Also see MINISTRY (below); DEPARTMENTS AND 
MINISTRIES; PORTFOLIOS; and Preface (Ranks, 
Titles and Capitals). 

ministry 1. The Ministry of Conservation (or any 
other), never for (notwithstanding varied usage among 
government departments). At later reference, the minis-
try (lower-case). Also see DEPARTMENTS AND MIN-
ISTRIES. 

Ministry 2. Cap the Ministry (meaning all the minis-
ters in the Government), and the outer Ministry (com-
prising ministers outside the Cabinet). 

money (amounts of). See FIGURES 2 (money).
more than double (as a verb). Do not use this horri-

ble construction. Prefer increase by more than 100%.
more than halve (as a verb). Yuk. Prefer reduce by 

more than 50%.
more than (other ridiculous amounts). Beware of 

people talking of such impossibilities as more than 30 
times less.

N
N/A. Our abbreviation (in tables) for not applicable or 

not available. A footnote should spell out which.
names (foreign). Names that start with an article, 

such as de Klerk, du Chateau, van Wyngen and l’Huillier 
take a cap at the start of a sentence: De Klerk denied that 
he had been slow to abandon apartheid. 

nationality. See RACE AND NATIONALITY.
nautical mile. Still recognised in navigation and in 

international law covering fishing zones and territorial 
limits. Do not convert to metric. A nautical mile (1.85 
kilometres) is different from a land mile (1.6 kilome-
tres). See KNOTS.

naval ranks. See Preface (Ranks, Titles and Capitals).
newspapers. See TITLES (newspapers).
nobility. See Preface (Ranks, Titles and Capitals).
numbers, numerals. See FIGURES.

O
oblique stroke ( / ). The slash, as it is called in news-

paper jargon. It is used in price/earnings (p/e) multiple 
and for presentation of alternatives, e.g. and/or, his/her, 
Paul/Paula. Other cases where the slash is used, apart 
from internet addresses, are betting odds: 10/1 (not 10-
1), 4/6 (odds-on) and cricket scores (9/225). Ratios are 
expressed with a colon: a 50:50 deal. 

obscenity, vulgarity etc. Not to be used except in 
quotes, where it is essential to the quote and where the 
quote is essential to the story. In any case, the editor’s 
approval must be obtained. Where it is necessary to 
indicate that an obscenity was used, use the initial let-
ter and a long dash: s—.
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P
page. In text, roman, all lower-case: 
page 5, page 24.
In spill lines, bold, with an initial cap: 
Continued page 45
Continued from page 42
Do not use spill lines unless the story is jumping a 

spread.
per cent. Use the % symbol. In the rare cases where 

it must be spelt out (as at the start of a sentence), two 
words, no full point. Follow this style: 2%, 2.4%, –9%, 
18%. 

In calculating percentage rises, remember that you 
have to compute the difference as a percentage of the 
base figure. It is a common error to calculate the high-
er figure as a percentage of the base and call this the 
percentage rise. So: 

A rise from 20 to 40 is a rise of 100 per cent, not 200 per 
cent. 

A rise from $1 to $3 is a rise of 200 per cent, not 300 per 
cent. 

Fractions should be expressed in decimals: 72.4%, 
9.84%, –0.5%. Do not use the expression half a per cent; 
properly, there is no such thing as a per cent, so there 
cannot be half a per cent, one-eighth of a per cent etc. 

Except in the most obvious cases, give the details of 
any percentage change: The $56 fee was increased 57%, 
to $88, not The $56 fee was increased 57%. But: The $100 
fee was increased 10%.

Important: Take care to avoid ambiguity between per 
cent and percentage point. If the unemployment level 
was 6% last year and is 11% this year, it has risen five 
percentage points, not 5%. If the All Ords rises 10% and 
a fund managed fund gains 11%, the fund has beaten 
the market by one percentage point, not 1%.

Also see FIGURES 3 (fractions and decimals). 
pejoratives and other gratuitously offensive terms: 

Take care to avoid religious or ethnic descriptions that 
might in any way give offence. References to a person’s 
ethnic origin should be used only when they are explic-
itly relevant to the story.

place names. Spell out Avenue, Boulevard, Close, 
Court, Crescent, Drive, Grove, Highway, Island, Lake, 
Lane, Mount, Mountain, Road, Street, Point, Port and 
any others EXCEPT St (for Saint) as in St Kilda. 

 Use lower-case the for such street names as the 
Boulevard, the Corso, the Mall, the Strand. Also in geo-
graphical names such as the United States, the Nether-
lands, the Argentine Republic, the Entrance, the Gap. See 
STREETS; -OR/-OUR (words ending in). 

plurals (of compounds). The principal word takes the 
plural form: attorneys-general, aides-de-camp, command-

ers-in-chief, governors-general, courts martial. But major-
generals, detective sergeants, lord mayors, judge advocates. 
Plurals are capped when referring to specific people or 
organisations.

plurals (of initial abbreviations). Add s (never ’s) to 
form the plural: MPs, BAs, MLCs, QCs.

plurals (of letters of the alphabet). Here is an excep-
tion where ’s is used to form the plural (because there 
would otherwise be a reading difficulty): the A’s in the 
index; dotting the I’s and crossing the T’s; minding one’s 
P’s and Q’s. Two other exceptions for clarity: do’s and 
don’ts; so-and-so’s.

plurals (of numerals). Add s, not ’s: the 1970s, not the 
1970’s, not the ’70s, not the 70’s and not the seventies; a 
man in his 20s, not 20’s or twenties. 

plurals (of proper names ending in -s, -es, -ss). Add 
es (never ’s) to form the plural: Burnses, Joneses, Bayl-
isses, the Belgiorno-Nettises.

plurals (of verbs). See VERB NUMBER.
plurals (of words adopted from other languages). 

With some exceptions, to be found below and in other 
alphabetical entries, prefer the anglicised options listed 
in the dictionary.

appendixes (in books and anatomy, not appendices)
antennas (radio, insects etc, not antennae) 
autobahns (not autobahnen) 
bureaus (not bureaux) 
consortiums (not consortia)
indexes (in books) but indices (statistical) 
mediums (spiritualists) but media (news and other 

media, which are plural) 
octopus (not octopodes, and certainly not octopi)
referendums 
stadiums 
tableaus 
trousseaus 
BUT: data, bacteria, algae, millennia, stimuli, strata.
politicians and their given names. Use given names 

at first mention, then use the surname only (Prime 
Minister Henrietta Lodge, then Lodge). 

portfolios (ministerial). Cap the portfolio in a govern-
ment minister’s title: the Minister for the Environment. 
But do not cap a portfolio standing alone: Her time in 
the environment portfolio; Senator Smith has been moved 
from transport to arts. See MINISTERS; DEPART-
MENTS AND MINISTRIES. 

possessive case. The rules: Add ’s to singular nouns: 
the book’s title. Add an apostrophe to plural nouns end-
ing in s: the books’ titles. 

Plural nouns ending in letters other than s take ’s: 
men’s, children’s, people’s. 

The ’s rule for singular nouns applies also when 
they have s endings: octopus’s legs, boss’s time, lens’s focal 
length. In the plural: octopuses’ legs, the bosses’ offer.

It applies, too, to proper names ending in s: Burns’s 
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poems, Jones’s hat. In the plural: the Burnses’ dinner 
party, the Joneses’ car. There are exceptions where natu-
ral pronunciation would not allow ’s to be sounded, e.g. 
Menzies’ memoirs, Archimedes’ Principle, Jesus’ life, Saint-
Saens’ Third Symphony, for goodness’ sake, for conscience’ 
sake. In such cases, use an apostrophe without s. Be 
guided by the way the word would be pronounced: Col-
lins’s would be pronounced as three syllables, Menzies’ 
as only two. 

 See APOSTROPHE; PLURALS (of proper names 
ending in -s, -es, -ss).

prefixes such as after-, anti-, arch-, inter-, mega-, mid-, 
non-, over-, per-, post-, pre-, pro-, sub-, super-, under-, vice- 
etc must ALWAYS be attached to another word. 

puns. A pun works well only if it is fresh and genu-
inely clever. Most are not. 

Q
quotes. Bear in mind that many quotes these days 

are taken as direct transcription from a tape recording. 
This tends to lead to the overuse of poor-quality direct 
quotes. If reporters do not have a coherent direct quote, 
they should put it into indirect speech. If the reporter 
fails to do it, then the responsibility falls on the sub. 
Either way, it must be done. 

Where the quote requires minor grammatical chang-
es, these may be made, but remember that if you do 
change the grammar in a direct quote, you are on 
dangerous ground. If in doubt, check back with the 
speaker. You may read quotes back to interviewees. Do 
not allow interviewees to vet their copy, unless you can-
not avoid it.

Apart from minor grammatical alterations for the 
sake of correctness, a direct quote should not be altered 
except in these ways: 

BRACKETED INSERTION of words so as to make 
clear whom or what a speaker is talking about: “The 
minister [Mr Smith] has not answered me.” “The impu-
dence of these people [the Radical Conservative Unity 
Group] is astounding.” It must be clear that the words 
inserted are ours, and they must be faithful to the 
speaker’s intention. Use square brackets in such cases.

BRACKETED SUBSTITUTION of words, normally 
done only when quoting passages from documents or 
publications: The historian Smith has written: “It is clear, 
from these newly discovered files and from the memoirs of 
the generals, that [the German High Command] had no 
idea of the extent of Guderian’s advance on May 17.” In 
this case the source has used words that would require 
elaborate explanation if we reproduced them; for sim-
plicity, we have made what is clearly a substitution. 
Use square brackets in such cases.

THREE POINTS (ellipsis) to indicate omission of 
words (to shorten a quotation to its essentials): Smith 
writes: “It is clear … that the Oberkommando der Wer-
macht had no idea of the extent of Guderian’s advance on 
May 17.” This is one of only two purposes for which 
ellipsis (see separate entry) should be used. Where a 
new sentence begins after the ellipsis, begin with a 
cap: “Guderian advanced rapidly on May 17 … The OKW 
clearly had no idea of the extent.’’ 

quotes (attribution of). When introducing a new 
speaker, attribute BEFORE the quote, as in Smith says: 
“It’s a shame.” If it is obvious who is talking, the attri-
bution may appear at the end (“It’s a shame,” Smith 
says.) or the attribution can be dropped (as long as it is 
OBVIOUS who is talking). 
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Smith says is preferable to says Smith.
When one speaker’s quotes continue for consecu-

tive paragraphs, whatever attribution is required must 
be given with the first par, not left until the end. Few 
things look sillier than a passage of quoted paragraphs 
with a limp he says tacked on to the last. 

quotes (from literature, or of epigrams, proverbs 
etc). Be sure you have them right. Many quotations are 
corrupt in popular usage. Consult a dictionary of quo-
tations. 

quotes (of words or phrases). Quoting a word or a 
few words in isolation should be avoided unless the 
effect is worthwhile. 

The Prime Minister accused the Opposition of “a foreign-
inspired subversive assault on our democratic freedoms”. 
This is effective.

The Prime Minister said the Opposition was being 
“obstructive”. The quotation marks serve no purpose 
and should be omitted.

quotes (punctuation of). The chief difficulty people 
have is in deciding whether to place final punctuation 
inside or outside the quotation marks. 

When quoting in full (notwithstanding any words 
omitted or substituted using points or brackets, as 
above), place the final punctuation inside the quotes: 
“We will leave next year,” he says. They told me: “Pull 
over.”

When quoting a word or phrase as part of your own 
sentence, place the punctuation outside the quotes: He 
says they told him to “pull over”. 

Introduce a full quote with a colon: The judge said: 
“You are a menace to society.” When a full quote is used 
in the middle of a sentence and the colon would make 
an unnatural break, use commas: When the judge said, 
“You are a menace to society”, Smith wept. 

When a partial quote is followed immediately by a 
consecutive full quote, punctuate thus: The judge said 
Smith’s crimes were “gross in the extreme. You are a men-
ace to society.” But if the words were not consecutive, 
the punctuation should be “gross in the extreme”. “You 
are etc.”

A full quote should always begin with a capital letter, 
even if it is a short statement: We were parked under a 
“No parking” sign. Cries of “Shame” and “Resign” came 
from the Opposition. 

 quotes within quotes. Use single quotes thus (with 
commas instead of a colon): “They told me, ‘Pull over 
to the side of the road’, and I did,” Smith said. When the 
closing single quote coincides with the closing double 
quote, punctuate thus: “They told me, ‘Pull over to the 
side of the road’,” Smith said. Note these cases: 

quotes (single and double). Apart from slogans, the 
only purpose for which we use single quotes (‘ ’) is for 
quotes within quotes (see previous entry). For all other 
purposes use double quotes (“ ”). See TITLES. For 

those working in Microsoft Word on the Macintosh, 
the key that produces the apostrophe and the double 
quote mark acts as a toggle. So, if you type an apos-
trophe (’), then hit the same key again, the apostrophe 
turns into a single open quote (‘). Similarly, the shift 
quote key gives a double quote (“), and a second strike 
of the same key turns it around (”).

quotes (in headlines). Do not quote in headlines 
words that are not quoted in the article below. Para-
phrase if you wish, but do not then quote the para-
phrasing.

R
race and nationality. Nationalities are capped. Take 

care to avoid gratuitous references to racial and nation-
al origin. Unless there is an overriding justification for 
the identification of nationality it should be omitted. 

radio and television stations. We identify radio sta-
tions by their call signs: 3AW, 2GB, Vega, Nova. FM 
stations: ABC-FM, Triple M, 3RRR.

We identify specific television networks thus: Nine 
Network, Seven Network, Ten Network, WIN, Prime, 
ABC, etc (not the Nine Network). Where there is a need 
to identify TV stations by call signs, use the style ATN-
7.

In copy transcribed from radio and television broad-
casts, ALWAYS credit the station (or network) AND the 
program: The Prime Minister was speaking on the ABC 
program Four Corners; or Nine Network’s Sunday pro-
gram; or the ABC radio program PM. 

ranks. See Preface (Ranks, Titles and Capitals).
reports, courts and conferences. Use past tense for 

reported speech in these cases.
roman numerals. See FIGURES 5.
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S
 sex. When used of the human species, man and 

mankind are common-gender. The pronouns they, 
them, theirs are also common-gender and, although 
strictly plural, can be used in this way: anyone whose 
principles oblige them to disagree with this law. Such an 
approach is preferable to the pedantic constructions he 
or she, him or her, his or her.

Generalisations that count only the males in a group 
(e.g., servicemen for all members of the armed servic-
es) are to be avoided (say service men and women, mem-
bers of the services). Similarly, not the working man but 
the worker or workers. But there is nothing wrong with 
using a description that identifies the sex of an indi-
vidual or group (a spokeswoman for the Women’s Refuge). 

ships. Use HMAS Hobart, the Hobart or the destroyer 
Hobart, not just Hobart (Hobart has sailed for Sydney is 
ludicrous). Also, do not say the HMAS Hobart (if you 
do, you are saying, in effect, THE Her Majesty’s Austral-
ian Ship, which is silly). 

the Arcadia, the Oceanic Grandeur.
Do not call ships boats (submariners call their craft 

boats but as a rule we should not). Naval fighting ves-
sels are warships not battleships. A battleship is a type of 
warship. 

slash/stroke (/). See OBLIQUE STROKE. 
subtlety. Journalism that is too subtle or too satirical 

rarely works. The sophisticated nuance is fine in poetry 
and fiction, but it will only baffle the BRW reader, espe-
cially one who tends to take things literally.

T
-t-, -tt-. Forming present and past participles of verbs 

that end in t after a vowel. Where the final syllable is 
stressed (as in forget, remit), double the t: forgetting, 
remitted. Where the final syllable is unstressed (as in 
benefit, carpet, rocket, rivet) use a single t: benefiting, car-
peted, rocketing, riveted. Note that, although the final syl-
lable of the verb combat is fully voiced, the stress is on 
the first syllable, so the participles are combating and 
combated. 

telephone numbers. They should be spaced as below, 
using fixed spaces to avoid line-breaks. (Sometimes 
subs will have to reword paragraphs containing phone 
numbers to avoid line-breaks and loose lines.) 

Metropolitan numbers:
1234 5678.
With area code:
(03) 1234 5678
Six-digit numbers:
13 2456
1300 numbers:
1300 123 456
1800 numbers: 
1800 123 456. 
 
television and radio stations. We identify radio sta-

tions by their call signs: 3AW, 2GB, Vega, Nova. FM 
stations: ABC-FM, Triple M, 3RRR.

We identify specific television networks thus: Nine 
Network, Seven Network, Ten Network, WIN, Prime, 
ABC, etc. Where there is a need to identify TV stations 
by call signs, use the style ATN-7.

In copy transcribed from radio and television broad-
casts, ALWAYS credit the station (or network) AND the 
program: The Prime Minister was speaking on the ABC 
program Four Corners; or Nine Network’s Sunday pro-
gram; or the ABC radio program PM. 

temperature. See DEGREES; WEATHER.
tense. Use present tense where possible. When 

reporting courts, conferences and past reports, use 
past tense.

that/which. See WHICH/THAT in the Lexicon.
time. Use 6am, 9.57, noon, 4pm, 8.30pm, midnight. 

And: about 7pm, not at about 7pm. No space between 
the figure and am/pm. Do not use the American form 
The President was impeached Monday. Say on Monday. 

times (in athletics etc). At first reference three hours 
three minutes 20 seconds, then 3:3.20. 

titles and names. Normal style is to introduce peo-
ple by title and full name: Industry Minister Jim Sloth. 
Note that the title should precede the name. Generally, 
use an article before the title and then use commas 
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not brackets: the chairman of the Australian Chamber of 
Commerce and Industry, John Smith. Be specific in giv-
ing titles: find out a person’s exact title (chief executive 
officer, managing director, general manager, president, vice-
president, company secretary, production manager etc). 
Also see ARTICLES. 

titles (books, plays, works of art, TV shows, compu-
ter games, etc). Italic. If the title begins with an article, 
cap it: A Town Like Alice; The Taming of the Shrew, The 
Need for Speed. 

In titles, lower-case articles (a, an, the), all preposi-
tions (including of, for, from, with, without, between, 
among, behind, against, under, over, beyond, across) and 
all conjunctions (including and, but, either, neither, or, 
nor, as, since, because) — unless they fall at the begin-
ning of the title. 

Cap all other words: nouns, pronouns, adjectives, 
verbs (including Is and all other parts of the verb To 
Be) and adverbs (including those that are sometimes 
prepositions and appear in the list above, e.g. Some-
where over the Rainbow but The Party’s Over). 

Spell and punctuate titles as the author does (while 
capping or lower-casing according to titles style), but 
maintain style when writing about them, e.g. Some of 
the characters in Neighbours are not in the least neigh-
bourly. 

titles (exhibitions). Use Roman, without quotes: the 
Fauves exhibition, Bush Artists, Scenes of the 60s.

titles (music). Many works of music do not have 
titles but are known by description and nomenclature 
e.g. J. S. Bach’s Prelude and Fugue in A minor (BWV 
551). Many have titles as well, either given by the com-
poser or applied later by others. 

Mozart’s Piano Concerto No. 26 in D: the Coronation.
titles (newspapers, magazines, periodicals). Italic, 

including The, when the publication uses the article in 
its own masthead.

National newspapers: The Australian Financial 
Review, The Australian, The Weekend Australian.

Adelaide: The Advertiser, but the Sunday Mail. 
Brisbane: The Courier Mail, The Sunday Mail.
Canberra: The Canberra Times.
Darwin: The Northern Territory News. 
Hobart: The Mercury, The Sunday Tasmanian.
Melbourne: The Age, The Sunday Age, The Weekly 

Times, but the Herald Sun, the Sunday Herald Sun.
Perth: The West Australian, The Sunday Times.
Sydney: The Sydney Morning Herald, The Sun- 

Herald, The Daily Telegraph, The Sunday Telegraph.
Overseas: The New York Times, The Washington Post, 

The Times, The Guardian, The Observer, The Times of 
India, The Straits Times. Also see MEDICAL JOUR-
NALS. 

titles (of peers, baronets, knights etc). See Preface 
(Ranks, Titles and Capitals).

V
verb number (after collective nouns). The baldly 

stated rule that a collective noun takes a singular verb 
needs to be modified in practice if we are to avoid con-
tortions like this: A newly married couple was killed when 
their car (its car?) went over a cliff last night. 

In these circumstances, the commonsense approach, 
supported by Fowler and other authorities, is to use the 
verb number that fits the context: does the sentence 
treat the collective as a unit (The family is the building 
block of society) or as the sum of its members (My fam-
ily want me to take them mountaineering)? 

Similarly: A team of doctors were operating. The major-
ity of people want us to govern. Of those surveyed, 69% 
favor flogging, 30% are against, and 1% have no opinion. 
And, to rescue the sentence (if not the couple) above: A 
newly married couple were killed when their car went over 
a cliff last night. 

verb number (after one in). As in one in five Austral-
ians. Because the meaning is not literally one (but one-
fifth of Australians) such phrases should be treated as 
plural: One in five Australians have (not has) no health 
insurance. The common sense approach is to treat one 
in five as an adjectival phrase and Australians as the 
subject of the verb. 

verb number (after one of those who and similar 
forms). A common error: I am one of those who believes 
in three square meals a day. The relative pronoun who 
takes its number from the noun or pronoun to which it 
relates, which in this case is not I but those, plural. The 
verb in the clause introduced by who must therefore be 
plural, believe. Similarly for the relative pronoun that. 
These are correct: 

One of the questions that arise is cost. 
I am one who believes in three square meals a day. 
I am one of those who believe in three square meals a 

day. 
verb number. Also see EITHER/NEITHER; NONE.
verbs. An active verb gives vitality to a sentence; a 

passive verb puts a sentence to sleep.
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W
weights and measures. In routine copy, spell out 

metric units: He walked six kilometres; A is 74 kilometres 
from B; a five-metre fence; a six-hectare block; 7.8 centime-
tres; 10 square metres; two million square kilometres; two 
kilograms of sausages. Use kmh (for kilometres an hour) 
at all references, but other metric units may be abbre-
viated only in tables, graphs, lists, etc. The principal 
units and contractions are:

LENGTH: metre (m), millimetre (mm), centimetre 
(cm), kilometre (km). 

AREA: square metre (sq m), hectare (ha), square kilo-
metre (sq km).

WEIGHT: gram (g), milligram (mg), kilogram (kg), 
tonne (t).

VOLUME: cubic metre (cu m), cubic centimetre (cc). 
FLUID volume: litre (lt, not l, too easily confused with 

figure 1), millilitre (ml).
Imperial measures: When used, they should be spelt 

out: 60 feet; six feet two inches; 10 inches; eight square 
miles; 120 square yards; five pounds; four ounces. Avoid 
absurd metric conversions (and these examples are 
absurd, but they make the point): A miss is as good as 
1.6 kilometres; Give him 2.5 centimetres and he’ll take 
0.914 of a metre; He wants his 453.59237 grams of flesh.

Electrical and computer capacity measures: because 
of the possible confusion between words such as milli 
and mega, it makes sense to spell out the measure you 
mean, before switching to the short form.

Other points: The nautical mile and the knot are rec-
ognised in the metric system (see KNOT; NAUTICAL 
MILE). In air navigation, altitude is still measured in 
feet, and distance in nautical miles, conforming with 
international practice.

which/that. See WHICH/THAT in the Lexicon.
women. Women should receive the same treatment 

as men in all areas. Physical descriptions, sexist ref-
erences, demeaning stereotypes and condescending 
phrases should not be used. 

world wide web. Three words, all lower case. And the 
web, a web site, a web address.
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Basic financial ratios
debt-to-equity cover. The ratio is synonymous with 
gearing. It is the ratio of a company’s debt to its share-
holders’ funds. (Shareholders’ funds, equity and net 
assets all mean the same thing.) It is more technically 
correct, but less generally comprehensible and less 
frequently used, to express gearing as a ratio of debt 
to debt plus equity. If someone insists on using this 
formulation it is acceptable, but we must explain what 
they are doing.

dividend cover. This tells us how much greater is earn-
ings per share than dividends per share. Normally 
companies pay out 40–60% of their profits as divi-
dends, but there is a big variation. News Corporation 
pays out only about 5% and re-invests the rest of its 
profits in future growth of the company.

dividend yield. The dividend expressed as a percent-
age of the share price. Dividends may be expressed as 
franked, partly franked or unfranked. Take care with 
companies that have very high yields. Yield may be 
high because the share price has fallen. What matters 
most is prospective yield and the company's ability to 
maintain its dividend.

earnings per share. Net profit divided by the number 
of ordinary shares. Avoid the temptation to abbreviate 
as EPS. Earnings per share is the best way to assess 
company performance because it takes into account 
acquisitions funded by issuing new shares.

earnings yield. Earnings per share as a percentage of 
the share price. This is the inverse of the more com-
monly used and more acceptable price/earnings mul-
tiple. A company with earnings per share of 5¢ and a 
share price of $1 has a yield of 5% but a p/e multiple 
of 20. The stockmarket usually talks about p/e multi-
ples rather that earnings yield, but both are correct.

EBDITA. Earnings before depreciation, interest, tax and 
amortisation. Spell it out at first reference. Subs note 
the small caps.

EBIT. Earnings before interest and tax. Spell it out at 
first reference. It is a measure of cashflow. Subs note 
the small caps.

franking. To the extent that a company has paid tax on 
its profit, the dividends are tax-free in the hands of the 

shareholder. If a company has lots of tax deductions, it 
pays little tax and its dividends are fully taxable in the 
hands of shareholders. If a company pays tax at the full 
company rate, dividends are tax-free.

gearing ratios. The relationship between equity and 
debt. See debt-to-equity ratio.

interest cover. The number of times interest is covered 
by profit before interest and tax (EBIT).

market capitalisation. The value of all the shares on 
issue. There is no clear rule on whether, in the case 
of complicated capital structures, you should include 
convertible notes, pref shares and options. It is best to 
spell it out: the company’s ordinary shares have a mar-
ket value of x, or the total market value of securities on 
issue is y.

net profit. In line with the Australian Stock Exchange, 
we regard net profits as the profit after tax and abnor-
mals but before extraordinary items.

net tangible assets. The value of assets you can touch, 
less the company’s debt. Does not include the value of 
brand names, mastheads, intellectual property or good-
will.

price/earnings (or p/e) multiple. The multiple of share 
price to profit per share. The p/e can be historic — 
relating to the latest full year’s profit — or prospective 
— relating to expected profit in the year ahead and can 
be compared with the p/e of other companies in the 
same industry. The prospective p/e multiple is the only 
figure the broking industry is interested in. Companies 
with good growth prospects trade at high p/e multiples 
(not p/es).

Bonds explained
There is an inverse relationship between the yield of 
a bond and its price: if yields go up, prices will fall. So 
if you are holding a 10-year bond with a 7% yield and 
yields blow out to 8%, the market will price your bond 
at a discount because its yield is lower than the present 
yield.
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WORD OR PHRASE PROBLEM ALTERNATIVE
impact Misused for effect effect, result, 
(as a noun)  consequence
impact Not a verb affect, influence 
(as a verb)
imply Confused with infer 
in the near future Verbose soon
in the wake of Inappropriate in the aftermath of, 
  as a result of
indeed Superfluous —
infamous Misused for famous   famous
 (it means disreputable) 
infer Confused with imply 
interestingly Superfluous —
it’s Misused as possessive its
kids Colloquialism children
labor Spelling labour
last Misused for latest, past latest, past
literally Misused for figuratively;  —
 usually superfluous
loan Misused as a verb lend
major Lazy person’s adjective.  big, important, 
 Do not use prominent etc
meanwhile Usually unnecessary —
monies Wrongly pluralised money
mums and dads Colloquial small investors
myriad Misused as a noun many
no-one Hyphenation no one
offshore Ambiguous overseas
on the back of Misused in the sense of  as a result of
 as a result of
out of Misused for in  in
parameter Misused for limit   limit
 (it means constant)
partially Confused with partly partly
player Frequently misused operator, participant
practice Misused as a verb practise
profits Wrongly pluralised profit
reticent Misused for reluctant 
 (it means taciturn) 
revenues Wrongly pluralised revenue
safe haven Tautology haven
see (1) Misused for be the time of Rewrite
see (2) Misused for lead to lead to
significant Grievously misused important, substantial
 To be significant, it must
 signify something
some Misused as an approximation about
spend Misused as a noun spending
staffer Americanism staff member
target  Imprecise aim for, budget for,  
(as a verb)  focus on, seek out
traditional Grievously misused conventional, 
  established, older 
underway It should be two words under way
unique Misused for unusual unusual
while (1) Misused for although although 
while (2) Misused as limp joining word and, but
with Misused as joining word Rewrite

WORD OR PHRASE PROBLEM ALTERNATIVE
a number of Verbose, vague several, a few, many
address Misused for deal with deal with, tackle
ahead of Misused in the sense of  before, in preparation 
 before for
all-time (record) Superfluous —
anticipate Misused for expect expect
approximately Big word about
around Misused in sense of about about
at about Superfluous at about
Aussie Colloquialism Australian
ball park (figure) Jargon approximate
boss Colloquialism employer, management
both Usually superfluous —
Budget Wrongly capped budget
build Misused create, develop,   
  establish
can’t Ugly abbreviation cannot
colour Spelling color
convince Misused for persuade persuade
criteria Misused for the singular criterion
criterion Misused for the plural criteria
currently Usually superfluous —
deliver  Misused for provide etc achieve, attain, provide,  
 produce, reach
didn’t Ugly abbreviation did not
dilemma Misused for choice, problem choice, problem
don’t Ugly abbreviation do not
driven Misused motivated, pushed, 
  mobilised
effectively Misused for in effect in effect
enormity Misused for size, scale size, scale
escalate Misused for increase,  increase, worsen
 worsen
expenditure Bureaucratic language spending
fast-track Misused for expedite expedite, hasten, push 
  through
flaunt Misused for flout flout
flyer Spelling flier
focussed Spelling focused
for free Illiteracy free
forced Misused persuaded, prompted, 
  tempted
free gift Tautology gift
fulsome Misused for generous generous
generate Misused for achieve,  achieve, create
 create, produce develop, produce
grow Misused for expand expand
harbor Spelling harbour
head up Misused for head, lead head, lead
his or her Pedantry their
high-profile Misused for well-known,  well-known, prominent
 prominent
hike Americanism rise
hone in on Misused for home in on home in on
hopefully Misused for it is hoped it is hoped
identify Misused for discover determine, discover, 
  pinpoint

RIGHT WORDS
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