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Common terms

department:

Attorney-General's Department

AGD (not AGs or A-Gs)

the department (lower case)

departmental (lc]

Australian Government departments (lc)

Attorneys-General not Attorney-Generals

government:

Australian Government (not Federal Government])

Victorian Government (caps)

states and territories (lc)

the government (common noun, so lower case)

government agencies (lc]

Use ‘Australian Government’, rather than
‘Commonwealth Government’ or ‘Federal
Government’. But take care not to replace references
to the ‘Commonwealth of Australia’ or ‘the

Commonwealth” if that term is being used to describe

the entity established by the Constitution orin a
geographic sense.

Bullet lists

To correctly use a bullet list, remember the following:

e Each bullet point must make sense when read
together with the lead in text.

e Fora list of full sentences, each point starts with
a capital and ends in a full stop.

e Fora list of sentence fragments, start each point
with lower case and only use a full stop after the
last point.

QUICK REFERENCE STYLE GUIDE
(CONTINUED]

Dashes

Use hyphens (-] for compound words and to attach
some prefixes - for example, Attorney-General's
Department, law-abiding citizen.

Use a spaced en rule (-] to signify an abrupt change,
or to introduce examples. You can also use it to

set apart text that you might otherwise bracket,
particularly if you want to emphasise it.

Examples:
Most departments - particularly the latter group
- will need to bear this in mind.

Yes | agree with you - but that is not what we came
here to discuss.

Spelling
Use the Macquarie Dictionary
(www.macquariedictionary.com.au) to check spelling.

Find out more

QOur style follows the Australian Government's
Style Manual. Visit www.stylemanual.gov.au for more
detailed writing and editing advice.
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