Style guide

Introduction

When you receive a copy-edited version of your article or book from the Institute, it will typically have
been edited for spelling, grammar, punctuation, clarity, consistency and house style.

The Institute has set down its house style to ensure consistency across its book list and publications.
Delivering your work in accordance with house style will help speed up the process of getting your
book to print. Here are some guidelines we recommend you use.

1. Headings
The system you use for headings should be consistent as regards numbering, formatting
(italics/bold/underline) and capitalisation.

2. Paragraphs & Line Spacing
Use the standard Word page setup, with double line spacing for ease of reading.

3. Spacing
Set one space after all punctuation marks including the full stop. Do not put a space before a
punctuation mark (except for an ellipsis). Do not use spaces either side of a slash: he/she.

4. Apostrophes

Form the possessive of singular nouns by adding an apostrophe and an s, even if the word ends in an
s: The boss’s office. Form the possessive of proper nouns that end in s or z by adding an apostrophe
and an s, unless the proper noun has more than one syllable: Mr Jones’s car but
PricewaterhouseCoopers’ employees. Form the possessive of plural nouns by adding an apostrophe
only: Salomon Brothers’ clients.

5. Capital Letters
Capital letters should be used for proper names and titles, and for registered trademarks like Coca-
Cola. Be consistent in your usage and consult a dictionary for guidance.

6. Commas

In general, do not use a comma before and in a series (unless one of the other items includes an
and): One boy, three girls and their father ... Commas should be used to clarify sense and where
required by grammar: The computer, the printer and the scanner, which are all in my office, are
broken.

7. Hyphens

Hyphens should be unspaced: a twenty-year lease. Consult a good dictionary or a writer’s dictionary if
you are not sure when to hyphenate. Use hyphens to avoid a phrase being misread: my little-used
car. Some house-style hyphenations are: first-time buyer, benefit-in-kind, self-assessment, non-
resident.

8. Spelling

Use British rather than American English spelling: organisation not organization.

Corporate, legislative and other such bodies should always be referred to in the singular:
The Government/State/Revenue is ... (but: The Revenue Commissioners are ...).

Check the spelling of Irish/foreign-language words/names:

. Dail Eireann

. An Garda Siochana

. Confédération Fiscale Européenne
. Iris Oifigidil (italics)



9. Numbers
General: Spell out numbers one through nine. Numbers from 10 upwards should be written as
numerals.

Dates: 11 April 1993 (no punctuation). If listing dates, it's OK to use just numerals, but be sure to
include full year details: 15/1/1999. Spreads of numbers or dates should be separated by a spaced
hyphen: Companies Acts 1963 - 2003. When referring to decades, use the following formats: nineties
(lower case)/1990s (no apostrophe)/’90s (not 90's).

10. Abbreviations

General: Do not use full stops in upper-case abbreviations: UK/USA/RTE/TCA 1997. Use a full stop
after words/phrases that are abbreviated and remain in lower or mixed case: Ltd./plc./co./ etc.

Note: Commas should be used either side of i.e. and e.g. in running text.

Titles: Do not use a full stop after abbreviated titles: Mr Chips/Dr Jones. When naming a judge, follow
this format: Finlay CJ/Harman LJ/McWilliam J, etc.

11. Legal & Legislative References

Cases:

. Kramer v Kramer [1960] 2 ITR 419

. Re Courthope 8 [1928] 7 ATC 538

. Oriental Inland Steam Co., ex parte Schinde Railway Co. [1874] 9 Ch App 557

. Securities Trust Ltd. v Associated Properties Ltd. (unreported, HC 19 November 1980)
Note:

. Only the name of the case is italicised
. Lower case v — no full stop after it
. Square brackets [ ] if there is a date

Sections: Use s instead of Section, except at the beginning of a sentence: Section 9 of the Act does
not define the conditions but s104(1)(ab) does. Note: When referring to sub-sections, you should not
place spaces between different sets of parentheses.

Acts: Do not use a comma to separate the name of the Act from the year of its enactment: Road
Traffic Act 2003.

12. Book/Journal/Article References

Text: When referring to or quoting from a book or article within the main text, use the author's name
and the year of publishing: The argument Cooney (1989) put forward was refuted by Dean (1990) but
supported by both Murphy (1995) and O’Connor (2000).

Bibliographies: Be sure to give full references in bibliographies (where they exist) for all books,
articles, etc. referred to or quoted from in text. Follow this format:

. Gaffney, M., Taxation of Property Transactions (Dublin: Irish Taxation Institute, 4th ed., 2003)

. Martyn, J. and Reck, P., Taxation Summary, ed. Cooney J. (Dublin: Irish Taxation Institute,
29th ed., 2005)

. McCallion, E., “European Convention in Human Rights: Act 2003", Irish Tax Review, 17/1
(2004): 62 - 65

. Tax Briefing, Issue 57, October 2004

13. Iltalics

Apart from the names of books, cases, etc. italics can be used for emphasis (rather than an
underline). All non-English words/phrases should be put in italics (unless they have been assimilated
into the English language, e.g., laissez faire, pro bono).



14. Quotations

General: It is the responsibility of the author to ensure that all quotes are accurate — both in wording
and punctuation. Please note that house style should not be followed in quotations or extracts from
other texts. In such cases, the original version stands.

Double/Single quotation marks: Double quotation marks are standard. Single quotation marks can
be used inside double: The Minister said, “We must clarify what is meant by so-called ‘tax havens’
immediately.”

Format: All quotations should be placed inside double quotation marks. Short quotations should be
placed within a line of text. Longer quotations (generally, four typed lines or more) should be placed in
a paragraph of their own, indented and italicised.

Punctuation: Punctuation (including footnote markers) should be placed outside quotation marks,
unless it is necessary to the quote:

. “Where do you live?” the man asked.

. Do you know what he means by “now"?

Omissions/Additions: Indicate any omission of a word/phrase/line/paragraph from quoted material
by ellipsis points. Anything added into the quotation should be placed in square brackets:

The judge remarked, “... If counsel for the defence wishes [to pursue this line of questioning], he
should try his luck in another courtroom.”

15. Footnotes

Footnotes can be used for legal or legislative references, and so on. They should be used sparingly
otherwise. Consider whether the information you're putting in a footnote would not be more
worthwhile in the main text.

16. Diagrams/Tables/Charts
You should supply these separately in an electronic format. Remember that the quality of anything to
be scanned depends on the quality of the original.





