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WRITING INSTURCTIONS FOR 
POLICY DOCUMENTS

These instructions only apply to the drafting of Policy Documents. They are not meant to replace any other existing writing/editorial/style guides prepared by the University in respect of other publications or for other purposes. 


1 Writing Style	

1.1 In order to be effective, a Policy Document must be easily understood by the target audience (i.e.  individuals required to comply with/execute the Policy Document or who are otherwise affected by its contents) so that the affected individuals can fully comprehend and comply with the requirements of the Policy Documents.


1.2 To accomplish this, keep the audience in mind when drafting and consider these points

(i) Use Plain English (clear, precise, simple and generally understood language) and avoid the use of jargon, technical or specialist terminology

(ii) Use consistent terminology (i.e. uniform throughout the document)

(iii) Specify clearly what is mandatory (e.g. use the term “must” and avoid ambiguous terms such as “should” or “shall”) and what is discretionary (e.g. use the terms “may” or “should” which imply a choice)

(iv) Avoid convoluted drafting

(v) Use the active voice


2 Avoid details/information that may date quickly

(i) Use designations and organisational units instead of identifying specific individuals by their name

(ii) Use generic contact details (e.g. department email)


3 Organisation/Layout/Presentation

3.1 To assist readers in locating and comprehending information from a Policy Document:

(i) Arrange topics logically and sequentially

(ii) Group common/related topics together under relevant headings

(iii) Use succinct headings and sub-headings that best reflect the respective issues covered

3.2 Hyperlinks:

(i) To facilitate navigation between the Policy Document and other relevant documents/references, hyperlinks can be provided

(ii) However, to minimise technical issues with a Policy Document and ease updating:

(a) Avoid internal hyperlinks (i.e. links to other paragraphs within the same document) unless absolutely necessary (e.g. in extremely long or content-heavy documents); and
(b) Minimise the use of hyperlinks within the main body of the Policy Document and instead consolidate and insert the hyperlinks in Paragraph 11 – “Related Documents”


3.3 Visual Representation

When explaining complex concepts, consider presenting information visually and use tables or other graphic aids such as diagrams or flowcharts to facilitate understanding. 


4 Format and Layout Specifications

To create a consistent look across NUS Policy Documents, adhere to the following formatting specifications when preparing Policy Documents.

4.1 Numbering paragraphs/lists

(i) When numbering paragraph/lists, use the style set out below for each level to format text:
(a) 1st Level – 1, 2, 3…
(b) 2nd Level – 1.1, 1.2, 1.3…
(c) 3rd Level – (i), (ii), (iii)…
(d) 4th Level – (a), (b), (c)…
(e) 5th Level – use bulleted list

(ii) As far as possible, keep numbering simple and only use numbering beyond the third level if absolutely necessary

(iii) To facilitate referencing, limit the use of bulleted items to points which do not require sequential processing/organisation

(iv) Use the customised multilevel list under the list library (shown below)	
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4.2 Typeface/Font

(i) Use font type Verdana (or such other font as may be prescribed by UCO) in all Policy Documents

(ii) Font size for name of the Policy Document: Font size pt 18

(iii) Font size to be used throughout the Policy Document (including all headings): Font size pt 10


4.3 Other formatting considerations – recommended best practices

(i) Use Justified Text for paragraphs
[bookmark: _GoBack]
(ii) Spacing recommendations for paragraphs

(a) 2 Line spaces between 1st levels (e.g. 1 and 2) and between 2nd levels (e.g. 1.1 and 1.2)
(b) 1 Line space between 2 different levels (e.g. 1 and 1.1 or 1.1 and 1.1(i))
(c) 1 Line space between 3rd levels (e.g. 1.1(i) and 1.1(ii))
(d) No line space between 4th levels (e.g. 1.1(i)(a) and 1.1(i)(b)) or bulleted lists

(iii) Moderate Margins for page setup


5 Appendices

5.1 If supplementary documents/information is required, they may be inserted as appendices. Any number of appendices as required may be included.


5.2 Formatting matters

(i) Appendix name (s)	

(a) If the Policy Document has only one appendix, title it “Appendix”
(b) If there are more than one appendices, title the appendices sequentially (i.e. Appendix 1, Appendix 2, Appendix 3 etc.)

(ii) Order of appendices	

List appendices in the order in which they are introduced in the main text of the Policy Document

(iii) Others

(a) Each appendix should deal with a separate topic
(b) Begin each appendix on a separate page
(c) Place the name of each appendix at the top of the page, centered, capitalised
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