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Part 1: Writing and tone 
Plain language 

Use everyday words and grammatical structures that are widely recognised and understood. You 

may need to use technical language occasionally, but avoid jargon. Write for your average reader, 

not for yourself. Wherever possible: 

► use everyday words

► avoid using agency jargon or obscure words and phrases

► keep abbreviations, acronyms and legal or technical terminology to a minimum

► vary sentence length and avoid long, complex sentences

► be precise

► use personal pronouns such as ‘we’ and ‘you’ to engage the audience (except in formal writing)

► choose words that respect all people, including their rights and their heritage

► choose simple words, not complicated expressions

► keep words and phrases with special meaning to a minimum.

Plain language uses familiar words and expressions but is not simplistic or childish. If your reader 
needs technical or legal details, include them, but remember, even if your audience is made up of 
lawyers, management or technical people, you should write clearly and simply. Complex technical 
and legal documents can be written in plain language while maintaining legal accuracy. Good official 
writing can be both accurate and clear. 

Plain language is effective because it focuses on the message, uses only as many words as necessary 
and avoids jargon and complex language. A plain language document is logically organised and can 
be understood on first reading. 

Sentences 

► Vary your sentence structure to suit the content.

► Construct positive, unambiguous sentences.

► Use fewer than 3 adjectives or nouns at a time.

See also Appendix A: Preferred words and phrases on page 43. 
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Active voice 

Our agency prefers the active voice to the passive voice. In an active construction, the doer goes 
first: 

► Active: The delegate signed the contract this morning.

► Passive: The contract was signed this morning by the delegate.

Active voice puts the doer at the start and what was done at the end of the sentence. 

To write in active voice, find the doer and start your sentence there: 

► The apple was eaten by John.

In this passive construction, John is the doer. To make the sentence active, start with John: 

► John ate the apple.

Active voice encourages the use of stronger verbs. It is clearer, more direct and requires fewer 
words. It can be easier to read than passive voice and is less open to misinterpretation. 

Acronyms 

Avoid acronyms unless they improve the clarity of your writing. Use an acronym only when: 

► you are going to use it more than twice in your document – otherwise, it is simpler to write the

term out in full or use another word

► there is no chance the acronym could be confused with another acronym used in the document.

Beware of overusing acronyms and abbreviations unless they are very widely known; they can 
clutter your text and confuse the average reader. 

If you need to use an acronym, spell out the term in full the first time it appears in the text (not the 
heading), followed by the acronym in brackets: 

► Australian Criminal Intelligence Commission (ACIC)

Easily confused words 

Affect/effect 

Affect is a verb meaning ‘to cause change’. 

► The decision affected the investigation.

Less commonly, ‘affect’ can be a verb meaning ‘to move emotionally’. 

► It was a profoundly affecting moment.

Affect can also be a noun meaning ‘mood’ or ‘emotion’, as in ‘affective disorder’ (mood disorder). 

Effect is usually a noun meaning ‘a change caused’, ‘a result’ or ‘a consequence’. 

► What effect will the changes to the National Firearms Agreement have on gun ownership?

However, effect can also be a verb meaning ‘to bring about’. 

► This effected a new direction in the investigation.
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Alternate/alternative 

Alternative and alternate are not the same. The adjective alternate means every second thing in a 
series. The noun alternative means one of a number of possibilities. 

► We had to take an alternative route. 

► I visit on alternate days. 

Confirm/affirm 

Affirm means to assert, insist or avow. Confirm means to verify, substantiate or prove. You do not 

affirm that you received an email, you confirm it. Affirm is often used in legal proceedings. 

► I confirm that I received your email. 

► I took an affirmation. 

Compared to/with 

Use compare with when you are highlighting differences or contrasts: 

► Compared with last year’s figures … 

Use compare to for likenesses: 

► She compared her maths teacher to her English teacher. 

Continual/continuous 

Continual means ‘recurring often’: 

► The dog barked continually. 

Continuous means ‘non-stop, without interruption’: 

► The tap dripped continuously. 

Discreet/discrete 

Discreet means wise, restrained or cautious. Discrete means separate or distinct. 

Enquiry/inquiry 

Use enquiry for informal queries. Use inquiry when referring to formal investigations: 

► He had an enquiry about the parliamentary inquiry. 

Forward/foreword 

The introductory material sometimes written by a minister or CEO for a publication is a foreword. 
Forward is the opposite of backwards. 

However (but)/however (in whatever way) 

The word however is commonly misused. It can be an adverb meaning ‘but’ or ‘despite that’ or a 
conjunction meaning ‘in whatever way’, but each must be punctuated differently. 

Where it means ‘but’ or ‘despite that’, it should follow either a semicolon or a full stop and it should 
also have a comma after it: 

► The figures are interesting; however, they are not from a reputable source. 
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► The figures are interesting. However, they are not from a reputable source. 

Where the word means ‘in whatever way’, it should have a comma before it but not after: 

► The figures are interesting, however they were arrived at. 

Its/it’s 

Do not confuse its and it’s. Use it’s only when it means ‘it is’ or ‘it has’. Its means ‘belonging to it’. 

Licence/license 

Licence is a noun, but license is a verb. It may help to know that words with an ‘ed’ or ‘ing’ ending 
are usually verbs. 

► He is licensed to drive a truck 

► She has a firearm licence. 

► We discussed firearm licensing. 

Practice/practise 

Use practice as a noun and practise as a verb:  

► Doctors have a medical practice, but they practise medicine. 

► This is our usual practice. 

Principal/principle 

Principal means foremost, first in importance, or the head of a school. It can also mean a capital sum, 

as distinct from interest or profit. 

A principle is a general truth or doctrine or a rule of conduct. 

► the principle of natural justice 

► the principal reason for delay. 

Rollout/roll out 

Use rollout as a noun and roll out as a verb: 

► We will roll out the next stage of the program, because the first part of the rollout is complete. 

Task force/taskforce 

The agency’s preference is to write task force as 2 words, to align with the Macquarie Dictionary 
spelling. For example: 

► National Task Force Morpheus. 

However, some of our law enforcement partners write it as one word. For example: 

► Serious Financial Crime Taskforce (AFP). 

When referring to task forces led by our partner agencies, follow their style preference when listing 
the full name. Any task force led by the ACIC should be referred to as a task force. 

► The agency is part of the Serious Financial Crime Taskforce. This joint-agency task force identifies 

and addresses the most serious and complex forms of financial crime. 
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That/which 

Use which at the beginning of parenthetical clauses that could be deleted without changing the 
primary meaning of the sentence. These clauses should generally be enclosed in a pair of commas. 

► The policy, which is available on the intranet, must be strictly adhered to at all times.

Here, the point of the sentence is that the policy must be strictly adhered to. The fact that the policy 
is available on the intranet is not essential. 

► The statistics that were published were surprising.

In the example above, the clause that were published is essential to the meaning. The sentence 
suggests that not all the statistics were published, only the surprising ones. Commas should 
generally not be used in this situation. 

Compare the above example with the following: 

► The statistics, which were published, were surprising.

This sentence implies that all the statistics were published and all were surprising. 

Who/whom 

Who is used for the person acting, while whom is used for the person acted upon. To figure out 
which word to use, isolate the clause in question and make it into a separate sentence using either 
he or him. If the new sentence uses he, use who. If the new sentence uses him, use whom. 

► The person who is responsible will be prosecuted. (He is responsible.)

► The person whom the police arrested has a criminal history. (The police arrested him.)

Whose/who’s 

Whose means ‘belonging to whom’ or ‘relating to whom’. Who’s is a contraction of ‘who is’ or ‘who 
has’. 

► Whose car is that?

► Who’s driving?

Spelling 

The agency uses the Macquarie Dictionary. If you are unsure which spelling of a word is preferable, 
check the Macquarie Dictionary. If the dictionary gives more than one spelling, use the first. 

When writing Word documents or using the spellcheck function, check the language settings to make 
sure Australian English is selected. 

Also, be aware of the spellchecker’s shortcomings. Some spellcheckers recommend US spellings or 
others that are not agency style. A spellchecker will not pick up words that, although correctly spelt, 
are incorrect in the context, such as: 

► principle/principal

► elicit/illicit

► effect/affect

► practice/practise
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► licence/license. 

For further guidance on preferred spelling, see Appendix A: Preferred words and phrases on page 43. 

Proofreading 

Proofreading is a final check of a document prior to publication. When proofreading, check for: 

► errors in spelling, capitalisation, shortened forms, numbers, dates and percentages 

► consistent style for headings, footnotes and headers, spacing and alignment 

► accurate references, cross-references and page numbers 

► accurate table and figure captions 

► words, sentences or paragraphs split across pages 

► double spaces (a common error). 
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Part 2: our agency, portfolio and partners 
Our agency 

The first reference to our agency in any document should be the full name, followed by the acronym 

in brackets: the Australian Criminal Intelligence Commission (ACIC). 

After this initial use of the agency’s full title, if other department or agency names are referred to in 

the document, use ACIC. For example: 

► The Australian Criminal Intelligence Commission (ACIC) and the Department of Home Affairs are

working closely together to deliver the biometrics at the border solution. The ACIC is delivering

this project on behalf of Home Affairs.

If there are no references to other agencies or departments, the ACIC can be referred to as the 
agency or our agency. For example: 

► The Australian Criminal Intelligence Commission’s vision is an Australia hostile to criminal

exploitation. The agency works with its partners to enhance the national picture across the

spectrum of crime.

Certain legal documents such as summonses, notices and dissemination approvals must state that 
ACIC is the name by which the Australian Crime Commission is known. Contact the Legal Services 
Branch for advice on wording. 

Our portfolio 

The agency operates within the Attorney-General’s portfolio and is accountable to the Attorney 
General.  

Use capitals for proper nouns – names of people, places and organisations. But when organisations’ 
names have been reduced to a generic element, use lower case. 

► the Attorney-General’s Portfolio, the portfolio

Our board 

Capitalise the word ‘board’ only when it’s accompanied by ‘ACIC’: 

► The ACIC Board recommended …

► The Board of the ACIC noted …

► The board met 4 times this year.

Chair 

Capitalise ‘chair’ only when it’s accompanied by ‘ACIC Board’ or ‘Board of the ACIC’: referring to the 
Board of the ACIC and Chair for specific references to the Chair of our Board. 

► The Chair of the ACIC Board is the Australian Federal Police Commissioner.

► The chair of the board said … 

Use the term chair rather than chairman, chairwoman or chairperson. 

Use lower case in generic instances. 
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► There have been 6 chairs of the board.

► Six people have chaired the ACIC Board.

Members of the board 

► Commissioner, Australian Federal Police (chair)

► Secretary, Attorney-General’s Department

► Commissioner, Australian Border Force

► Chairperson, Australian Securities and Investments Commission

► Director-General of Security, Australian Security Intelligence Organisation

► Commissioner of Taxation, Australian Taxation Office

► Commissioner, New South Wales Police Force

► Chief Commissioner, Victoria Police

► Commissioner, Queensland Police Service

► Commissioner, South Australia Police

► Commissioner, Western Australia Police Force

► Commissioner, Tasmania Police

► Commissioner, Northern Territory Police Force

► Chief Police Officer, Australian Capital Territory Policing

► Chief Executive Officer, Australian Criminal Intelligence Commission (non-voting member)

► Chief Executive Officer, AUSTRAC (non-voting observer)

Our structure 

The Chief Executive Officer is supported by the executive team, or national managers (generic). 

Capitalise the names of divisions, branches, sections and teams only when the full title is used: 

► the Intelligence Operations Division, the intelligence division, the division

► Finance, Property and Procurement Branch, finance branch, the branch

► the Communication and Media Section, the section

► the Internal Communication Team, the team.

Our programs and publications 

Capitalise the names of our programs and documents when using the full title. If using a shortened, 
generic name, do not use capitals. For example: 

► National Criminal Intelligence System Program, the program

► ACIC 2022–23 Corporate Plan, the corporate plan

► Illicit Drug Data Report 2019–20.
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Our website and email addresses 

Our web address is www.acic.gov.au. 

When referring readers to our website, use the expression go to rather than visit. 

Direct your readers to our homepage (preferred) or a next level page. Unless the web address is 
hyperlinked, avoid multilevel web addresses. Shortened URLs can be created for highly publicised 
initiatives. 

Hyperlinks 

(see Part 5: Intelligence products on page 27). 

In other documents, it is generally better to use a hyperlink than to spell out a web address. For 
email addresses, include the full address: @acic.gov.au rather then linking the name Joe 
Smith. 

Use full stops at the end of sentences with link text, but don’t include the full stop in the link itself. 

For the benefit of people who use screen readers, the linked text should clearly describe where the 
link will go. Do not use click here. For example: 

► For more information, go to the Australian Criminal Intelligence Commission’s website.

Web or email addresses 

Write full stops in email and web addresses when you use the full form.  
 

begin with www: 

► For more information, go to www.acic.gov.au.

► Email @acic.gov.au to report misconduct.

Do not use a full stop after a web or email address if it’s part of a sentence fragment or on a line by 
itself. 

► Website: www.acic.gov.au

 
 See Part 5: Intelligence products on page 27 for more 

information. 

Our phone numbers 

phone numbers should be written as follows: 

► Phone: 1800 XXX XXX

► Phone: 02 XXXX XXXX

► Phone: +61 2 XXXX XXXX

► Phone: 134 XXX

► Phone: 0400 000 000.

Always prefix the number with the word phone to ensure screen readers refer to the number 
correctly.  

s 47E(d)

s 47E(d)

s 47E(d)

s 47E(d)

s 47E(d)
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Governments and parliament 

Government 

Capitalise the full official name of Australian government bodies, but use lowercase when referring 
to more than one body or when referring to government in a general sense: 

► Liverpool City Council, Liverpool council, the council, the local government

► the Queensland Government, the state government

► the Australian Government

► The Australian Government and the Victorian Government will meet … 

► The Australian and New Zealand governments agreed … 

► state governments

► state and territory governments

► The states and territories were asked … 

Commonwealth 

Commonwealth should only be used when referring to the legal entity of the Commonwealth of 

Australia, as in Commonwealth, state and territory governments. 

You can refer to federal elections, federal responsibility and the Federal Budget, but do not use 
‘Federal Government’. The preferred term is Australian Government. 

Parliament 

Capitalise Parliament when referring to the specific entity (the Australian Parliament), but use 
federal parliament, parliamentary and parliamentary inquiries for non-specific references. 

Refer to the Australian Government Style Manual for more details. 

Ministers 

Capitalise the word minister only when it’s used as part of a full, correct title or as a form of address:

► the Minister for Home Affairs, the home affairs minister

► Minister Clare O’Neil, Minister O’Neil, the Hon Clare O’Neil MP

► the Minister for Immigration, Citizenship and Multicultural Affairs, the Hon Andrew Giles MP

► the minister’s office

► the ministers for home affairs and finance

► The Minister for Home Affairs and the Attorney-General made a statement. Both ministers

emphasised …

► I spoke to the minister.
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Part 3: style and formatting 
Font and font sizes 

To ensure consistency and professionalism, all documents should use Calibri, our preferred typeface. 

Where Calibri is not available, use Arial, which is a standard system font. 

► Body text should be 11 point Calibri.

► Footnotes should be in 9 point Calibri.

► Table heading text should be 11 point Calibri.

► Table body text should be 11 point Calibri.

► Footnotes should have 0 point spacing before and after.

► The last footnote on any page should have 6 point spacing afterwards,

Capital letters 

Capital letters should be used for proper nouns, names of people and places and the full names of 

organisations. 

The following should also be capitalised where the full title is used: 

► names of government programs (National Wastewater Drug Monitoring Program, the wastewater

program)

► position titles (Attorney-General, Chief Executive Officer, State Director Queensland, Executive

Director Intelligence Operations)

► legislation - acts, bills, ordinances and regulations (Australian Crime Commission Act 2002)

► distinct groups of people - names that identify people of a particular nationality, ethnicity,

religion, language or region (Chinese, Aboriginal, Muslim, West African)

► distinct periods of time - days, months, historical events and holidays (Battle of Long Tan, the

Depression, Good Friday, Ramadan, Wednesday, April) brand names and trademarks (Harley

Davidson, Android).

When a title is truncated, it should be written in lower case. 

Italics 

Titles of published works should be italicised. Titles of unpublished works and of articles or chapters 

within a published work are distinguished by single quotation marks. 

► Illicit Drug Data Report 2019–20

► ‘A study of drug use in detainees’.

Legislation– should also be italicised: 

► Australian Crime Commission Act 2002 (Cth)

Bills, ordinances and regulations are not italicised. 

s 47E(d)
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► Australian Crime Commission Amendment (National Policing Information) Regulation 2016. 

Headings 

Capitalise only the first word in a heading, unless a component word is capitalised in its own right: 

► Methylamphetamine use in Australia 2022 

Because headings help readers find their way around a document, they should be clear and concise. 
Avoid using acronyms. Do not underline headings or use a full stop. Headings should be left-justified, 
not centred. 

Use the heading styles available in the ACIC template for the document you are producing. 

Headings must: 

► state the main point 

► not use an underline 

► use fewer than 70 characters 

► avoid questions as headings 

► not use a full stop in the heading 

► use keywords to start headings 

► only use numbered headings for steps. 

Numbers 

The numbers zero and one should be written as words, while numbers 2 and up should be written as 

numerals. There are 2 exceptions to this rule: percentages and decimals should be written as 

numerals, and numbers at the beginning of a sentence must be written in words. 

► 3 months 

► 6.8 tonnes 

► 11 targets 

► Twenty-four agencies were involved. 

Percentages 

Percentages should be written in numerals followed by a percentage sign: 

► 15% 

Avoid starting a sentence with the percentage. Reword the sentence if possible, or write the 

percentage out in words.  

► Fifty-five per cent of the council’s revenue came from rates. 

Where possible, round percentages to one decimal place; you can round to 2 decimal places if you 

need to be precise. 
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Fractions 

Use a hyphen when writing fractions in words, except where preceded by ‘a’ or ‘an’: 

► one-third

► three-quarters

► an eighth.

Thousands 

Use a comma to separate thousands. For example: 

► 1,000

► 10,000

► 100,000.

Millions and billions 

Spell out million and billion in text. If you need to be precise, use numerals: 

► 2 million people

► 14 million

► In 2014–15, the National Firearms Licensing and Registration System recorded a total of

5,087,765 firearms.

In tables, large numbers can be abbreviated as follows: 

► $1.5m

► $36b.

Ordinal numbers 

For ordinals from first to ninth, use words. For higher ordinals, use a numeral with the appropriate 

suffix. Do not use superscript. For example: 

► fifth report

► 23rd seizure (not 23rd)

► 20th century (not 20th).

Times 

When writing time, use lower case for am and pm and include a space after the number. Use a colon 

to separate the hours from the minutes. 

► 9 am to 5:30 pm.

► Open 2–5 pm, 7 days a week.

Use noon and midnight rather than 12 am or 12 pm, to avoid confusion. 

Australian time zones can be indicated using the appropriate abbreviation. 

► 11 am Australian Eastern Standard Time (AEST).
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 see Part 5: Intelligence products (page 27). 

Days and years 

Do not abbreviate days of the week or months in text; always use the full name. 

Days and dates should be written in full, without punctuation. 

► 22 July 2010

► Thursday 22 July 2010

► July 2010.

Currency 

Express currency using numerals and symbols: 

► $150

► 10c

► 3.5 million or $3,500,000 (in tables: $3.5m).

Where currencies other than Australian dollars are mentioned, clarify each figure with the 

appropriate abbreviation or symbol, without spaces. 

► A$10,000

► NZ$100,000

► US$50m

► Rp650

► €10,000.

For unspecific amounts, use words rather than numerals: 

► thousands of dollars

► a few hundred euros.
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Bullet points that form full sentences 

If all bullet points in a list are full sentences, the normal rules for sentences apply. Each sentence in 

the list should start with a capital letter and finish with a full stop. For example: 

The committee came to 2 important conclusions: 

► Officers from the agency should investigate the matter. 

► Research should be directed into new growth areas. 

Menu-style bullets 

If the bullet points are not full sentences, begin each point with lower case and use a full stop for the 

final point only. For example: 

Help is available in several forms: 

► monetary assistance 

► equipment or environmental modifications 

► advisory services. 

Use the bullet style available in the template you are using. 

Tables 

Tables can be used to present related items of information in a clear and compact way. They are 

commonly used to present statistical and financial data too complex to describe in words. 

Number tables and figures by chapter. 

► The first table in chapter 4 will be Table 4.1. 

► The first table in Appendix A will be Table A1. 

Use initial capitals when referring to tables and figures in the text. 

► See Table 4.1, which shows … 

Table headings should have the following format:                                                                                    

Table 1 [tab] Title with first word capitalised 

Note: 

► na means ‘not available’ 

► – means ‘not applicable’ 

► np means ‘not published’. 

Measurements used in a table should be identified using the appropriate symbol (%, $) in the table or 
figure title or the column or row headings, not in the body of the table. 

All notes or sources should be one font size smaller than the body text in the publication. If longer 

than one line, they should be aligned with the start of the note or source rather than the margin and 

finish with a full stop. Use the appropriate template source style. 
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Footnotes 

Footnotes make reading a document difficult, so use them only where absolutely necessary. It is 

better to include the information in the text if possible. 

Footnotes can be used where a fact is likely to be questioned or disputed, where a term requires 

clarification, or where the author wishes to direct the reader to additional contextual information. 

Referencing is also required where the information or fact noted is not the author’s work. 

The footnote should direct your reader to a document, electronic material or source material 
supporting or relating to the fact or assessment. Footnotes should include reference to the 
classification of the information, either with the reference or as a bracketed classification at the end 
of the footnote. 

All footnotes should, if possible, appear after end-of-sentence punctuation. It is preferable to avoid 

using footnotes mid-sentence; however, if there is no alternative, mid-sentence footnotes should 

follow any mid-sentence punctuation. 

Please note, footnotes are only to be used in ACIC publications. 

Ampersands 

Avoid using ampersands in general text, unless they form part of a proper name (for example, Marble 

& Grain) or an acronym (PM&C). 
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Part 4: punctuation 
Commas 

Too many commas could slow the reader; too few can lead to confusion. Use commas to clarify your 

meaning, not to indicate a pause in the sentence. 

Some of the most common uses of commas are described below. 

Separating clauses 

A comma can break up a long sentence which is made up of 2 or more clauses joined with a 

conjunction (for example: ‘and’, ‘but’, ‘not’, ‘or’, ‘so’ or ‘yet’) if each clause could stand as a sentence 

on its own: 

► The operators declined to participate, and this impeded our analysis of drug trends.

► The operators declined to participate and impeded our analysis of drug trends.

Commas can also separate an introductory clause from the rest of the sentence: 

► Although results varied, there was a slight reduction in the level of methylamphetamine used

nationally.

► If there is no substance to the rumour, you should say so.

A pair of commas can also be used to separate a phrase that clarifies or adds extra information to a 
sentence but is not essential to meaning of the sentence. The sentence should still make sense if the 
phrase between the commas is deleted. For example: 

► Two synthetic cannabinoids, JWH-073 and JWH-018, were included in the study.

► Ponzi schemes, which attract victims with promises of high financial returns, can cost victims

their life savings.

Separating items in a list 

Use commas between items in a simple list within a sentence: 

► High-value commodities include real estate, precious gems and metals, art and antiquities, luxury

vehicles and gold bullion.

Separating adjectives 

Use commas between adjectives describing the same noun if you could insert ‘and’ in between: 

► Cybercrime actors are adaptable, resilient and sophisticated.

Semicolons 

Semicolons have 2 functions. First, they link 2 grammatically complete sentences that are closely 

related in meaning: 

► These providers and the activities they undertake can be legal; however, their services can also

allow criminals to conceal the beneficial ownership of assets.
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Second, semicolons can separate the items in a list containing one or more commas: 

► The meeting was attended by the Attorney-General, The Hon Mark Dreyfus KC MP and the

Minister for Home Affairs, The Hon Clare O’Neil MP.

► Samples were collected in Logan, Queensland; Esperance, Western Australia; and Nowra, New

South Wales.

Full stops 

Use only one space after a full stop. Full stops should be used at the end of footnotes but not 

headings. 

Hyphens 

Hyphens (-) are used to connect parts of a compound word or phrase. 

► ACIC-led investigations

► Twenty-one (if used at the beginning of a sentence)

► amphetamine-type stimulants

► Australia-based

► drug-related.

Use hyphens in phrases describing a person’s age. 

► 16-year-old

► 40-year-old male

► a 5-year-old.

Dashes 

Use hyphens (-) for compound words and to attach some prefixes – for example, Attorney-General’s 

Department, law-abiding citizen.  

Use a spaced en dash (–) 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. 

► Most departments – particularly the latter group – will need to bear this in mind.

► Yes, I agree with you – but that is not what we came here to discuss.

The en dash is also used as a minus sign. 

► –5 (without a space when it indicates a negative number)

► 28 – 5 = 23 (with a space on each side when it indicates subtraction).

Avoid using en dashes for spans or ranges of numbers. Instead, use the phrases: 

► ‘from’ paired with ‘to’ – for example, ‘from 57 to 65 years’

► ‘between’ paired with ‘and’ – for example, ‘between Monday and Friday’.
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The exceptions to this general rule are date ranges for: 

► financial years

► terms of office

► lifespan (birth and death).

Apostrophes 

Use apostrophes to show possession: 

► Beatrice’s telephone

► the boss’s office

► Emma Thomas’s birthday

► the children’s behaviour.

However, apostrophes are not used for possessive pronouns, because the pronoun already indicates 
possession: 

► theirs (not their’s)

► hers (not her’s).

► a driver licence (a licence for driving, not a licence belonging to a driver).

Do not use an apostrophe where the idea of possession is vague or the word is used as an adjective: 

► a boys high school (a school for boys, not belonging to them)

Do not use apostrophes to make something plural: 

► They took their HSCs (not HSC’s)

► the 1960s (not 1960’s)

► The MPs (not MP’s) took their seats quickly.

Do not use an apostrophe for expressions of time, except where the unit of time is singular: 

► 6 weeks effort

► 2 hours work

► a day’s travel.

Quotation marks 

Use single quotation marks first and double quotation marks for quotes within quotes. 

► ‘The program will benefit all Australians,’ the speaker said.

Note the use of a comma before the closing quotation mark. 

► The reporter said, ‘The Prime Minister stated, “We are planning to give drought relief”.’

Note the placement of the final full stop in this example of a quote within a quote. However, double 
quotation marks are used first in media releases. See Appendix D: Media materials on page 59 for 
details. 
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Brackets 

Parentheses 

Try to avoid using parentheses in text; use commas instead. Parentheses can be used (sparingly) to 

enclose information that clarifies, but is not essential to, a sentence. 

A comma should only follow parentheses if one would be necessary in that spot without the 

brackets. 

Slashes 

Use a slash (/) when you want to show alternatives in tables, but use them sparingly in text. 

► yes/no

► male/female.

Avoid using and/or in text; instead use or. 

Rele
as

ed
 un

de
r th

e F
ree

do
m of

 In
for

mati
on

 Act 
19

82
 (C

th)



OFFICIAL 

OFFICIAL 
Australian Criminal Intelligence Commission 

Page 27 of 65 

Part 5: Intelligence products 
s 47E(d)

Rele
as

ed
 un

de
r th

e F
ree

do
m of

 In
for

mati
on

 Act 
19

82
 (C

th)



OFFICIAL 

OFFICIAL 
Australian Criminal Intelligence Commission 

Page 28 of 65 

s 47E(d)

Rele
as

ed
 un

de
r th

e F
ree

do
m of

 In
for

mati
on

 Act 
19

82
 (C

th)



OFFICIAL 

OFFICIAL 
Australian Criminal Intelligence Commission 

Page 29 of 65 

s 47E(d)

Rele
as

ed
 un

de
r th

e F
ree

do
m of

 In
for

mati
on

 Act 
19

82
 (C

th)



Rele
as

ed
 un

de
r th

e F
ree

do
m of

 In
for

mati
on

 Act 
19

82
 (C

th)



OFFICIAL 

OFFICIAL 
Australian Criminal Intelligence Commission 

Page 31 of 65 

s 47E(d)

Rele
as

ed
 un

de
r th

e F
ree

do
m of

 In
for

mati
on

 Act 
19

82
 (C

th)



OFFICIAL 

OFFICIAL 
Australian Criminal Intelligence Commission 

Page 32 of 65 

s 47E(d)

Rele
as

ed
 un

de
r th

e F
ree

do
m of

 In
for

mati
on

 Act 
19

82
 (C

th)



OFFICIAL 

OFFICIAL 
Australian Criminal Intelligence Commission 

Page 33 of 65 

s 47E(d)

Rele
as

ed
 un

de
r th

e F
ree

do
m of

 In
for

mati
on

 Act 
19

82
 (C

th)



OFFICIAL 

OFFICIAL 
Australian Criminal Intelligence Commission 

Page 34 of 65 

s 47E(d)

Rele
as

ed
 un

de
r th

e F
ree

do
m of

 In
for

mati
on

 Act 
19

82
 (C

th)



OFFICIAL 

OFFICIAL 
Australian Criminal Intelligence Commission 

Page 35 of 65 

s 47E(d)

Rele
as

ed
 un

de
r th

e F
ree

do
m of

 In
for

mati
on

 Act 
19

82
 (C

th)



OFFICIAL 

OFFICIAL 
Australian Criminal Intelligence Commission 

Page 36 of 65 

s 47E(d)

Rele
as

ed
 un

de
r th

e F
ree

do
m of

 In
for

mati
on

 Act 
19

82
 (C

th)



OFFICIAL 

OFFICIAL 
Australian Criminal Intelligence Commission 

Page 37 of 65 

s 47E(d)

s 47E(d)

Rele
as

ed
 un

de
r th

e F
ree

do
m of

 In
for

mati
on

 Act 
19

82
 (C

th)



OFFICIAL 

OFFICIAL 
Australian Criminal Intelligence Commission 

Page 38 of 65 

Part 6: Referencing 
Legislation 

When you reference an Act of Parliament for the first time, use its full title (including the year it was 

enacted) and italics. Include the Act’s jurisdiction in brackets after the reference (but do not italicise). 

For subsequent references of an Act, if you do not wish to reference the Act in full you must set out 

the intended abbreviation in brackets after the first reference. 

► Australian Crime Commission Act 2002 (Cth) (ACC Act), or (the Act).

Use italics for acts but not regulations or bills: 

► the Australian Crime Commission Amendment (National Policing Information) Regulation 2016

► the Anti-Money Laundering and Counter-Terrorism Financing Amendment Bill 2017.

Where referencing a section of an Act, list the section referred to, with the Act’s full title (including 

the year) in italics, followed by the jurisdiction in brackets: 

► Section 7A, Australian Crime Commission Act 2002 (Cth).

When citing divisions of regulations, list the relevant division, with the regulation’s full title and year, 

and the jurisdiction in brackets: 

► Regulation 7 of the Australian Crime Commission Regulations 2002 (Cth).

For abbreviated references to sections of an Act or divisions of regulations, use s or reg respectively, 
followed by a space before the number. Do not use abbreviations at the beginning of a sentence. 
For example: 

► The Australian Crime Commission Regulations 2002 (Cth), reg 7 

► Section 7A of the Australian Crime Commission Act 2002 (Cth).

To reference multiple sections of an Act or divisions of regulations, use ss or regs respectively, followed 

by a space before the section or division numbers. The correct usage is: 

► The Australian Crime Commission Act 2002 (Cth), ss 47–48

► The Australian Crime Commission Regulations 2002 (Cth), regs 4–5.

Sections and regulations can be subdivided into subsections and sub regulations, paragraphs and 

subparagraphs: 

► The Australian Crime Commission Act 2002 (Cth), s 59(7)(c)

► The Australian Crime Commission Regulations 2002 (Cth), reg 7(1)(a).

Legal cases 

Cases are cited as follows (case name in italics, and the rest of the citation in roman type): 

► James v Cowan (1932) 47 CLR 386.

Note that the parties are separated by v (in italics) for versus. 
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Recent cases are often reported electronically in medium neutral citation, in which case it is 

customary to include the date of judgement. In this format, the date of the case is given in square 

brackets. For example: 

► Griffith University v Tang [2005] HCA 7 (3 March 2005).

After the first reference to a case in text, a short version may be used: 

► The High Court held in James v Cowan … 

Documents 

Monographs (books and reports) 

Generally, when referencing a monograph, the author’s surname comes first, followed by their 

initials. This is followed by the year of publication and the title, which is italicised. The elements are 

separated by commas, and minimal capitalisation is recommended. A book with a single author 

would be referenced as follows: 

► Comfort, A 1997, A good age, John Wiley & Sons, Melbourne.

For a monograph with multiple authors, use this style: 

► Topp, L & Dillon, P 1996, Looking to the future: A second generation of drug research, monograph

no. 29, National Drug and Alcohol Research Centre, University of New South Wales, Sydney, pp.

29–45.

► Goldsmid, S, Johnston, I, Kapira, M, Claydon, C, Petricevic, M & Webber, K 2017. Australian

methamphetamine user outcomes, Statistical Bulletin No. 3, Australian Institute of Criminology,

Canberra.

For publications produced by government agencies or other organisations, the agency or 

organisation may be treated as the author. In the case of government reports, the same agency may 

also be the publisher. In this case, use an abbreviated form in the second instance. 

To reference documents produced by government agencies where the agency is the publisher, use 

the following style: 

► Australian Sports Drug Agency 2000, Testing for EPO, ASDA, Canberra.

► Attorney-General’s Department 2016, Report on the statutory review of the Anti- Money

Laundering and Counter-Terrorism Financing Act 2006 and associated rules and regulations, AGD,

Canberra.

To reference documents produced by government agencies where the agency is not the publisher, 

use this format: 

► Department of Administrative Services (Awards and National Symbols Branch) 1995, Australian

flags, Australian Government Publishing Service, Canberra.

Journal articles 

When referencing a journal article, the title of the article takes minimal capitalisation and is enclosed 

in single quotation marks, while the title of the journal takes italics and every significant word is 

capitalised: 
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► Marchelier, PM & Hughes, RF 1997, ‘New problems with foodborne diseases’, Medical Journal of 

Australia, vol. 275, pp. 771–775. 

News articles 

News articles are referenced much like journal articles: 

► Towers, K 2000, ‘Doctor not at fault: coroner’, The Australian, 18 January, p. 3. 

► Griffin, M 2017, ‘Australia cracks down on gold industry tax fraud’, Sydney Morning Herald, 2 

April, viewed 18 April 2017, <http://_www.smh.com.au/business/australia- cracks-down-on-gold-

industry-tax-fraud-20170402-gvbvbq.html?deviceType=text>. 

If the author of the article is not named, start with the title: 

► Doctor not at fault: coroner’, The Australian, 18 January 2000, p. 3. 

Media releases 

To reference a media release, refer to the following examples: 

► Australian Taxation Office 2016, ‘Phoenix Taskforce swoops on pre-insolvency industry’, Media 

release, 12 August, viewed 18 July 2017, <https://_www.ato.gov.au/media- 

centre/articles/media-releases/phoenix-taskforce-swoops-on-pre-insolvency-industry/>. 

► Byrne, B 2016. ‘State-wide roll out of body worn cameras starts for Queensland Police’. Media 

release (Queensland Minister for Police, Fire and Emergency Services), 21 July, viewed 3 August 

2016, <http://statements.qld.gov.au/Statement/2016/7/21/statewide- roll-out-of-body-worn-

cameras-starts-for-queensland-police> 

Online materials 

When referencing online materials, the web address and date of access should be included, inside 

angle brackets. For example: 

► Weibel, S 1995, ‘Metadata: The foundations of resource description’, D-lib Magazine [Online], 

viewed 25 May 2010, <http://_www.dlib.org/dlib/July95/07weibel>. 

► Department of Finance and Administration 2001, DoFA, Canberra, viewed 7 August 2001, 

<http://_www.finance.gov.au>. 

► Australian Taxation Office 2017, Illegal phoenix activity, viewed 19 September 2017, 

<https://_www.ato.gov.au/General/The-fight-against-tax-crime/Our-focus/Illegal- phoenix-

activity/>. 

 

. For more information, see Part 5: 

Intelligence products on page 27. 
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Appendix C: Writing letters 
When writing a letter, use the relevant template available on the intranet to ensure consistency of 

style and formatting. 

Our agency uses ‘open punctuation’, which means there is no comma after the salutation (‘Dear Dr 

Gregson’) or the complimentary closing (‘Yours sincerely’). 

Writing to parliamentarians 

A letter to the Attorney-General should be addressed in the following manner: 

CM: XXXXXXX 

The Hon Mark Dreyfus KC MP 
Attorney-General 
PO Box 6022 
House of Representatives  
Parliament House CANBERRA ACT 2600 

Dear Attorney-General 

[Title or subject heading if appropriate] 

[Insert text here] 

Yours faithfully 

[Signature and name of sender] 

The Parliament House website has more information on addressing ministers and other 

parliamentarians. For more information, go to Contacting Senators and Members – Parliament of 

Australia (aph.gov.au). 
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Appendix D: Media materials 
Punctuating quotes 

In media materials, use double quotation marks first, and single quotation marks for a quote within a 

quote. 

► “The Australian Cybercrime Online Reporting Network led to the arrest of 2 people suspected of 

operating ‘fake trader’ websites,” Deputy CEO Intelligence John Smith said. 

Use a capital letter for the first word of direct speech and a suitable punctuation mark before the 

closing quote mark: 

► “We arrested 283 people, leading to the successful conviction of 69 criminals,” Chief Executive 

Officer Jane Citizen said. 

► Chief Executive Officer Jane Citizen said, “The fourth report of the National Wastewater Drug 

Monitoring Program will be released in March.” 

For quotations of multiple paragraphs, use opening quotation marks at the beginning of each 

paragraph but closing quotes only at the end of the last paragraph: 

► Ms Citizen said: “Serious and organised crime touches the lives of Australians in unprecedented 

ways – it is destructive, pervasive and sophisticated. 

“Global trends have been replicated in Australia with increasing speed over the past few years, 

with physical geographic boundaries no longer containing criminal networks. 

“As the reach of organised criminals expands to exploit markets offshore, law enforcement has 

also become more connected through the development of information sharing platforms and 

enhanced partnerships.” 

Attributing quotes 

Always make it clear who is speaking. Where there are quotes from more than one person, put the 

second attribution before the second quote: 

Unclear: 

► Australian Federal Police State Manager South Australia, Commander Chris Farrell, emphasised 

that parcel post interceptions could add up to significant drug seizures. 

“Though the packages being intercepted may appear to be only small amounts of illicit 

substances, in totality these can equate to large quantities of drugs being seized and a significant 

disruption to criminal networks,” Commander Farrell said. 

“We know that serious and organised criminals, as well as other motivated individuals, use 

various importation streams to circulate illicit drugs,” Australian Criminal Intelligence 

Commission representative Rowena Powell said. 

In the example above, the last paragraph reads like a continuation of Commander Farrell’s words, 

forcing the reader to backtrack. 
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Clear: 

► Australian Federal Police State Manager South Australia, Commander Chris Farrell, emphasised

that parcel post interceptions could add up to significant drug seizures.

“Though the packages being intercepted may appear to be only small amounts of illicit

substances, in totality these can equate to large quantities of drugs being seized and a significant

disruption to criminal networks,” Commander Farrell said.

Australian Criminal Intelligence Commission representative Rowena Powell said these results

show the threat and harm posed by illicit drugs to the Australian community is ever-growing.

“We know that serious and organised criminals, as well as other motivated individuals, use

various importation streams to circulate illicit drugs,” Ms Powell said.

Names and titles 

Use any of the following formats when attributing a quote: 

► [title and name] said

► [name] said

► he/she/they said

Do not use the format ‘said [name]’, as this is more suited to novels than news. 

✓ Chief Executive Officer Gordon Smith said … 

✓ Acting Executive Director Intelligence Rachel Vandenberg said … 

✓ … Mr Chiu said.

✓ … she said.

 … said Ms Karolinski.

In addition, use words for numbers below 10 for government content that follows journalistic 
conventions. 
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Appendix E: Inclusive writing 
Using inclusive language 

The ACIC is committed to recognising and valuing the diversity of our community. The use of 

inclusive language is an important part of creating that environment. Used constructively, language 

can reflect diversity in a positive and accurate way, rather than perpetuating negative stereotypes 

about individuals and groups. 

Regardless of their backgrounds, people are first and foremost individuals. Referring to an individual’s 

attributes is only appropriate if it is relevant in the context. 

Inclusive language guidelines 

Use language that is culturally appropriate and respectful of the diversity of Australia’s peoples. 

Only refer to age when it is relevant and necessary. 

Use gender-neutral language, or find out the reader’s preferred pronouns. 

Focus on the person, not the disability. Mention disability only if it is relevant and necessary. 

Staff should use the links below from the latest version of the Australian Government Style Manual 
when drafting any communication materials: 

► Aboriginal and Torres Strait Islander peoples

► Age diversity

► Cultural and linguistic diversity

► Gender and sexual diversity

► People with disability

We have also included some specific examples of inclusive writing below. 

Indigenous Australians 

An Indigenous Australian is someone of Aboriginal or Torres Strait Islander descent who identifies as 

an Australian Aboriginal or Torres Strait Islander and is accepted as an Aboriginal or Torres Strait 

Islander by the community they live in (or have lived in). 

Collective names 

An Aboriginal and Torres Strait Islander person can be referred to by collective names that are 

commonly used to refer to distinct Indigenous nations and peoples. The preferred term for referring 

collectively to Indigenous Australians is Aboriginal and Torres Strait Islander peoples. 

Capitalise all references to Aboriginal Australians and Indigenous Australians. The use of lower case 

(aboriginal) refers to an indigenous person from any part of the world, not an Aboriginal Australian. 

Ensure any use of the term Australian does not infer exclusion of Aboriginal and Torres Strait Islander 

peoples. 

► The median age of Aboriginal and Torres Strait Islander peoples is 21 years, compared with the

median age of Australians of other descent at 37 years.
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Correct use of Aboriginal 

Do not use the word Aborigine(s), as it has negative connotations. Aboriginal should be used as an 

adjective, not a noun. 

✓ Aboriginal person/peoples

 An Aboriginal/Aboriginals

✓ We recognise that Aboriginal peoples have a history of over 65,000 years on this land.

 We recognise that the Aboriginals have a history of over 65,000 years on this land.

Correct use of Torres Strait Islander 

A Torres Strait Islander person is a descendant from one of the Torres Strait Islands located to the 

north of mainland Queensland. Torres Strait Islander should be used as an adjective, not a noun. 

✓ Torres Strait Islander person/peoples

 A Torres Strait Islander.

The term Torres Strait Islander should never be abbreviated as it may cause offence. 

✓ Torres Strait Islander person/peoples

 Islander(s)

 TSI

Correct use of Indigenous 

Some Aboriginal and Torres Strait Islander peoples feel the term Indigenous diminishes their identity. 

It is better to be more specific. 

✓ Aboriginal and/or Torres Strait Islander persons/peoples (preferable)

✓ Indigenous Australians (acceptable, but not preferable)

 ATSI

The word indigenous is used without capitals when referring to the first human inhabitants of any 

country. If referring to Aboriginal and Torres Strait Islander peoples, capitalise Indigenous. 

Language and culture 

More than 200 different language groups are used in Australia. Migrants are sometimes stereotyped. 

Our agency does not tolerate racially based stereotyping, as it is a form of harassment. 

People may identify with a culturally and linguistically diverse group on the basis of: 

► ethnic and racial background

► country of birth or descent

► language

► ethno-religious and/or cultural background

People born in Australia or who have Australian citizenship are Australians, regardless of their 

cultural background, race, religion or ethnicity. If you need to specify a person’s ethnicity, use a 
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qualifying adjective such as Arabic-speaking Australians, Jewish Australians, or Australians of Irish 

descent. Alternatively, hyphenation can be used, as in Anglo- Australians, Vietnamese-

Australians or Italo-Australians. 

Show respect for the personal preference of people who choose not to be identified by their ethnic 

group. 

The term Asians is often used inappropriately, sometimes in a negative way, to refer to people from 

diverse countries with different cultures such as China, Japan, Vietnam, India, Taiwan and Malaysia. 

Grouping all these cultures under one title is ambiguous and fails to recognise ethnic and cultural 

distinctions. 

Inappropriate generalisations can be made about ethnicity and religion. Not everyone in an ethnic 

group necessarily has the same religion. For example, not all Lebanese or Turkish people are Muslims 

and not all Muslims are Arab or Turkish. 

Similarly, religions such as Judaism, Christianity and Islam are practiced throughout the world, not 

just in particular countries. In addition, within these religions there can be different denominations 

with their own beliefs and practices. For example, Christian denominations include Anglicans and 

Catholics. 

People with disability 

Describing people with disability in a way that emphasises their disability over their individuality has 

the effect of depersonalising them, and presents all people with disability as a homogenous group. If 

it is necessary to draw attention to a person’s disability, then place the person first in a description. 

The focus needs to be on the person, not the disability. 

Focus on the person, not the disability 

Use person with disability or people with disability. Person-first language is the most widely accepted 

terminology. 

✓ people with disability

 the disabled

✓ person who is deaf or hearing impaired

 the deaf

Don’t imply people with disability are victims or sufferers. Just because a person experiences a 

disability does not make them weak, a victim or sufferer. Try not to use emotive language; do not use 

suffering from or struck down by. Instead use: 

► Paul experiences depression

► Ravi developed multiple sclerosis.

Avoid euphemisms and made-up words such as ‘Differently abled’, ‘people of all abilities’, disAbility’, 

diffAbled’, ‘special needs’ as they can be considered patronising. 

People are not bound by their wheelchair 

A person who uses a wheelchair is not bound by the chair – they are enabled and liberated by it, and 
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it becomes an extension of their body. 

✓ wheelchair user

✓ person who uses a wheelchair

 confined to a wheelchair

Where possible, find out how the individual refers to their disability. 

Gender 

Trans and gender diversity 

Trans and gender diversity are umbrella terms for people whose gender identity or gender 

expression is different to the gender assigned to them at birth. Intersex people have innate sex 

characteristics (e.g. physical and/or hormonal) that do not fit medical norms for female or male 

bodies. 

People may identify across a broad spectrum both within and outside of traditional gender 

definitions of the gender binary (male and female). 

Follow people’s cues around how they refer to themselves and their personal pronouns 

(he/she/they). Importantly some people do not identify as Trans or Intersex but simply ‘she’, ‘he’, 

‘they’ or their name. 

✓ They identify as non-binary

✓ They identify as Transgender or Trans

✓ She is a trans woman

✓ He is a trans man

✓ Intersex

 It

 Purposeful use of the wrong pronoun (he/she)

 Transexual

 Hermaphrodite

The APS recognises both LGBTQIA+ and LGBTIQ+, however LGBTQIA+ is preferred as it is more 

inclusive. 

Gender neutral terms 

Man is a generic term that excludes women – for example, chairman. Use gender neutral terms 

where possible. 

✓ chairperson/chair/convener/coordinator.

✓ police officer

 policeman.

Inclusive personal pronouns 

Find ways of using pronouns that are gender-inclusive. It is acceptable to use the pronoun ‘their’ as a 
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non-gender-specific singular pronoun. 

✓ Managers will determine the work priorities.

✓ Each manager will determine their work priorities.

Words of equal status 

Many common terms can demean or patronise women by unnecessarily including their gender in a 

professional context. 

✓ Ask the staff in the office.

 Ask the ladies in the office.

Gender stereotypes 

Avoid terms which stereotype women or men. 

✓ Dr Jane Doe has been appointed

 Mother of 4 appointed Director

✓ Officers and their partners

 Officers and their wives.

Age 

Language should reflect that both young and old people can be independent and contribute to 
society. Terms like kids, pensioners and geriatric can reinforce negative stereotypes. Use more 

suitable terms like youth, young person, older person, seniors and mature-aged. 
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Quick Reference Guide 

OFFICIAL 

ACIC Writing Style 
CM 23/101138 ACIC Writing Style Guide (full document) 

Spelling 

Use the Macquarie Dictionary to check spelling. 

Use plain English 

Use everyday words and grammatical structures that are widely recognised and understood. Keep 

abbreviations, acronyms and legal or technical terminology to a minimum. Avoid jargon. Write for 

your average reader, not for yourself. 

Use active voice 

Active voice is clearer, more direct and requires fewer words. It can be easier to read than passive 
voice and is less open to misinterpretation. 

In an active construction, the doer goes first: 

► Active: The delegate signed the contract this morning.

► Passive: The contract was signed this morning by the delegate.

► Active: John ate the apple.

► Passive: The apple was eaten by John.

Abbreviations and acronyms 

Use them sparingly and consistently. If you are only mentioning an item once or twice, write it out in 
full. Spell out the term in full the first time it appears in the text (not the heading), followed by the 
acronym in brackets. 

► Australian Criminal Intelligence Commission (ACIC).

Bullet lists 

To correctly use a bullet list, remember the following: 

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

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

► For a list of sentence fragments, start each point with lower case and only use a full stop after

the last point.

Document 2
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Capitalisation 

Capital letters should be used for proper nouns, names of people and places and the full names of 
organisations.  

► The Attorney-General’s Department is part of the Australian Public Service. The department

provides legal services to the Australian Government.

Use sentence case for headings. 

► ‘Compliance index’ not ‘Compliance Index’.

Dashes 

Use hyphens (-) for compound words and to attach some prefixes – for example: Attorney-General’s 
Department, law-abiding citizen. Use a spaced en dash (–) 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, I agree with you – but that is not what we came here to discuss.

Avoid using en dashes for spans or ranges of numbers. Instead, use the phrases: 

► ‘from’ paired with ‘to’ – for example, ‘from 57 to 65 years’

► ‘between’ paired with ‘and’ – for example, ‘between Monday and Friday’.

Examples: 

► She worked from 10 to 28 January.

► Annual rainfall between 2017 and 2019 was lower than the long-term average.

Numbers 

The numbers zero and one should be written as words, while numbers 2 and up should be written as 
numerals. There are 2 exceptions to this rule: percentages and decimals should be written as 
numerals, and numbers at the beginning of a sentence must be written in words.  

► One month

► 11 targets

► Twenty-four agencies were involved

► A 4% increase.Rele
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Times and dates 

When writing time, use lower case for am and pm and include a space after the number. Use a colon 
to separate the hours from the minutes.  

► 9 am to 5:30 pm.

► Open 2–5 pm, 7 days a week.

Use noon and midnight rather than 12 am or 12 pm, to avoid confusion. 

Do not abbreviate days of the week or months in text; always use the full name. Days and dates 
should be written in full, without punctuation.  

► 22 July 2010

► Thursday 22 July 2010

► July 2010.

To show a span of time, use an en dash: 

► 10–14 April 2015

► August–October 2016

► the 2016–17 financial year

► 2005–08.

Where the span of years is greater than a decade, the years should be written out in full: 

► 1999–2010.

Use of italics 

Titles of published works should be italicised. Titles of unpublished works and of articles or chapters 
within a published work are distinguished by single quotation marks.  

► Illicit Drug Data Report 2019–20

► ‘A study of drug use in detainees’.

Legislation should also be italicised: 

► Australian Crime Commission Act 2002 (Cth)

Bills, ordinances and regulations are not italicised. 

► Australian Crime Commission Amendment (Special Operations and Special Investigations) Bill
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Common terms 

Department Government 

► Attorney-General’s Department

► AGD (not AGs or A-Gs)

► the department (lower case)

► departmental (lower case)

► Australian Government departments (lower

case)

► Attorneys-General not Attorney-Generals

► Australian Government (not Federal

Government)

► Victorian Government (capital letters)

► states and territories (lower case)

► the government (common noun, so lower

case)

► government agencies (lower case)

Task force/Taskforce: 

The agency’s preference is to write task force as 2 words, to align with the Macquarie Dictionary 
spelling. For example:  

► Vestigo Task Force

However, some of our law enforcement partners write it as one word. For example: 

► Serious Financial Crime Taskforce (AFP).

When referring to task forces led by our partner agencies, follow their style preference when using 
the full title. However, any task force led by the ACIC should be referred to as a task force. 

Our structure 

The Chief Executive Officer is supported by the executive team, or national managers (generic). Each 
national manager oversees a stream of work that cascades into divisions, branches, sections and 
teams.  

Capitalise the names of divisions, branches, sections and teams only when the full title is used: 

► the Intelligence Operations Division, the intelligence division, the division

► Finance, Property and Procurement Branch, finance branch, the branch

► the Communication and Media Section, the section

► the Internal Communication Team, the communication team
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