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Introduction 

 

Typography used in this Style Guide 

The following fonts and colors have special meaning in this document: 

1. Blue text with dotted underline indicates a defined term in an ISAP.  (In the ISAP it is a 

hyperlink to the definition.) 

2. Green text indicates an example; 

3. Black italics are instructions that should be in the ISAP but are intended to be removed 

from any adopted version of the ISAP. 

4. Purple italics are instructions to the drafter of an ISAP and should not appear in the ISAP. 

International Standards of Actuarial Practice (ISAPs) are designed to be documents that: 

   Enable actuaries in widely varied jurisdictions to work to similar standards; 

   Can be easily understood, as far as is practical, by actuaries in many different 

countries; and 

   Set out, clearly and succinctly, guidelines for actuaries to follow in situations that 

may be both unusual and problematic. 

Given that goal, ISAPs are necessarily detailed and their creation can create difficulties for those 

unused to such writing. This style guide aims to support any actuary tasked with drafting an 

ISAP. 

It includes: 

   A guide to the format and expected content of an ISAP; 

   The template for ISAPs; and 

   A writing guide, containing more specific information on issues that might 

occasionally arise. This guide cannot be comprehensive, but might answer an 

actuary’s questions concerning conventional approaches to typography, punctuation, 

and more. 
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I. Format and Expected Content 

A. Content of an ISAP 

A1. An ISAP should cover only one topic. For example, an ISAP relating to International 

Financial Reporting Standards (IFRS) should address only matters directly relevant to an 

actuary doing work under IFRS. In particular, guidance on general topics, such as data 

quality or communications, should be strictly limited to matters directly relevant to IFRS, 

rather than matters that would be covered under a general data quality or communications 

standard such as ISAP 1. 

A2. An ISAP should articulate principles rather than rules. The principles articulated should be 

globally applicable. 

B. Format of an ISAP 

B1. Preliminary sections: 

   Cover page; 

   Table of contents; 

   Preface (to be discarded when the ISAP is adopted by a standard-setting body); and 

   Introduction (to be retained when the ISAP is adopted by a standard-setting body) 

(optional). 

B2. The standard itself: 

   Section 1—General. This section defines when, to whom, and to what work the 

standard applies, and contains general items of guidance. 

   Section 2—Appropriate Practices.  

   Section 3—Communication. 

Each section begins on a new page.  

B3. Appendices as needed (explanatory or other useful material; these appendices are not part 

of the standard, and are not binding on the practitioner). 

C. Defined Terms 

C1. Terms are not defined locally in each ISAP, but defined in the Glossary, a separate global 

document which applies to all ISAPs.  The Glossary indicates which ISAPs use each 

defined term. 

C2. Every occurrence of a defined term should be a hyperlink to the definition. Hyperlinks 

should be obvious to a reader of a black-and-white paper copy, by identifying them with a 

dotted blue underline (R=0 G=0 B=255) which will show equally well in black-and-white 

print (e.g., sample).  

D. Layout and Typography  

Layout 

D1. A4 paper (21cm by 29.7 cm or 8.26” by 11.69”) with margins of 2cm (0.78”) at the top, 

left, and right and 3cm (1.18”) at the bottom. 
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D2. Headers 

 Each page of the exposure draft should have the following header: 

Exposure Draft [nn] ISAP [number] [Title of ISAP]  [Month Year] 

 Each page of the standard should have the following header:  

  ISAP [number] [Title of ISAP]  [Month Year] 

D3. Each page should be numbered in the centre of the footer. The page starting with “Section 

1. General” is page 1. 

Text 

D4. Times New Roman 12 pt, left justified only (i.e., with a ragged right margin as used in this 

document). 

D5. Sentences should be separated by a single space. Rarely, sentences to be emphasized 

should be in bold. 

D6. Space 6 pt before and after each paragraph, single spaced. 

Headings and Numbering 

D7. The style of headings should be as follows: 

Section [n]. Heading  

(i.e., bold, with “title capitalization”
1
, and centred on the page). 

D8. Legal-style paragraph numbering will go three deep (e.g., 3.2.1). Lists below that will be 

lower case letters (a., b., c., etc.), and below that romanette (i., ii., iii., etc.). 

D9. Paragraph titles (i.e., x.y) will be shown in bold type with “title capitalization”
1
 set off 

from the paragraph by an en dash
2
, not a hyphen (but no line break). Numbering is in bold. 

For example: 

1.1  Purpose – Paragraph starts here . . . 

D10. Subparagraph titles (i.e., x.y.z), if present, will be underlined with title capitalization, set 

off from the subparagraph by a hyphen (but no line break). Numbering is in roman. 

Subparagraphs are not required to have titles, but there should not be a mix of titled and 

untitled subparagraphs under one paragraph. For example: 

1.2.3  Definition - Paragraph starts here . . . 

Text continues in a second paragraph here . . . 

If the subsequent subparagraph is dealing with the same subject as the numbered 

subparagraph, then it should not be numbered and essentially forms part of the numbered 

subparagraph even though a new line was commenced. On the other hand, if that next 

subparagraph is really introducing a new subject, it requires a new number. 

                                                 

 
1
 All words other than articles, conjunctions, and prepositions should start with a capital letter. 

2
 See Dashes, page 21. 
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Lists 

D11. Letter lists are preceded by a colon, would usually, but not always, be sentences, and are 

terminated with semi-colons. Each line should begin with a capital letter. For example: 

a.   The actuary might consider the expectations of the principal; or 

b. If the actuary believes circumstances are such that including certain 

content is not necessary or appropriate, the actuary should be prepared 

to describe them. 

D12. Romanette lists are preceded by a colon, would usually, but not always, be words or 

phrases, and are terminated with semi-colons. Each line should begin with a capital letter. 

For example: 

i.   ISAP 17; 

ii.   The introduction of ISAP 3; and 

iii.   Development of ISAP 12. 

D13. Lists, other than those with lines consisting of full sentences that can stand alone, normally 

have one conjunction before the last entry. The conjunction is “and” for a list where all 

items apply and for sets of items (e.g., following “such as”). The conjunction is “or” where 

one item should be selected from a complete list. 

D14. Bulleted lists may appear under paragraphs that are not subparagraphs. They should not be 

used if elements of the list might need to be cross-referenced. They are preceded by a 

colon. For instance: 

1.1. Purpose – This ISAP provides guidance to actuaries when performing actuarial 

services to give intended users confidence in particular that:  

   Actuarial services are carried out professionally and with due care;  

   The results are relevant to their needs, are presented clearly and 

understandably, and are complete; and 

   The assumptions and methodology (including, but not limited to, models and 

modelling techniques) used are disclosed appropriately. 

Tabs/Indents 

D15. Paragraphs, sub-paragraphs, and lists are aligned as follows (all measurements in cm): 
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When using the command “format/paragraph” 

Level label indent tab hanging 

1 Section n. Centred 

2 x.y 0 1 1 

3 x.y.z 1 1.5 1.5 

4 a 2.5 3.5 1 

5 i 3.5 4.5 1 

Bullet points   

Indent 1 

cm from 

preceding 

text 

1 1 

When using the command “Format/Bullets and Numbering” 

Level label align tab indent 

1 Section n. Centred 

2 x.y 0 1 1 

3 x.y.z 1 2.5 2.5 

4 a 2.5 3.5 3.5 

5 i 3.5 4.5 4.5 

Bullet points   

Indent 1 

cm from 

preceding 

text 

1 1 

Therefore, text would appear as follows: 

Section 1. Head 

1.1 Paragraph – Text here. 

1.1.1  Sub paragraph – Text here. 

a.  Letter list. Text here. 

b.  Text here: 

i.  Romanette list. Text here; and 

ii.  Text here. 

 Further information on layout and typography is included in the attached writing guide. 

E. Wording 

E1. Use directive language (active voice rather than passive voice). For example: 
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“A team of actuaries can complete an assignment” rather than “An assignment could be 

completed by a team of actuaries.” 

E2. Direct the actuary, not the report or the activity (i.e., try to avoid wording like “The report 

should contain . . .”). The ISAPs are guidelines, not rules. 

E3. As much as is practical start paragraphs with “The actuary should . . .” 

E4. It is neither practical nor necessary for standards to cater to every possible case. 

E5. Standards can ask actuaries to make difficult judgments; this is acceptable if the guidance 

in the standards is detailed enough to make peer review of his or her work practical. 

E6. As the laws in drafting jurisdictions will vary, ignore legal requirements when drafting 

standards. 

E7. Be wary of the temptation to extend the scope of standards. 

E8. As much as possible, write standards in everyday language. 

E9. Keep sentences brief and to the point. 

E10. Use specific, definite language, not general or vague language. 

E11. When in doubt concerning the correct wording, err on the side of caution and ensure that 

every point is explained in sufficient detail to leave little room for misunderstanding. 

E12. Avoid synonyms like the plague. Always use the same word or expression to refer to the 

same meaning. 

E13. Avoid gender-specific wording (like he, his, him) when referring to the actuary.  It is 

undesirable, but permissible, to misuse “they”, “their” and “them” as singular to achieve 

this objective. 

E14. Place educational or elaborative language in an appendix. 

E15. Follow III. Writing Guide. The editor will also use the Chicago Manual of Style as a 

reference. 

E16. Where there are regional differences in spelling or word usage, Canadian English will be 

used. 

http://www.chicagomanualofstyle.org/home.html
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II. Template 

A.  Cover Page 

The transmittal memo is not part of the ISAP, but a separate document in the ISAP package. It is 

described in the ISAP Procedural Guide. 

The following two pages illustrate the layout of the cover page for an exposure draft of an ISAP 

and a final ISAP respectively. 
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International Actuarial Association 
 

 

 

 

Exposure Draft of Proposed  

 

International Standard of Actuarial Practice [number] 

 

 

[Title of ISAP] 
 

(ISAP [number]) 

 

 

 

 

 

 

 

 

 

 

Developed by the 

[name of task force] of the 

Actuarial Standards Committee 

 

 

 

 

 

 

[Date] 
 

 

 



  ISAP Style Guide and Template (revised on 26 March 2014)  

 

 
Actuarial Standards Committee  

 

9 
  

ISAP [nn] 

 

 

 

 

International Standard of  

Actuarial Practice [nn] 

 

[Title of ISAP] 

 
 

 

 

 

 

 

 
Approved by the Council of the IAA 

 [DD Month YYYY] 
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B.  Table of Contents 

Any preambles and/or introductions will be numbered sequentially in lower case roman 

numerals. The page starting with “Section 1. General” will be numbered 1. 

The text of the table of contents should follow the formatting of the headings of the individual 

sections (but without bold text), i.e., section and paragraph headings should be in title 

capitalization. For example: 

Section 1. General ........................................................................................................................... 1 

1.1 Purpose ...................................................................................................................................... 1 

1.2 Scope ......................................................................................................................................... 1 

. . . 

Section 2. Appropriate Practices ..................................................................................................... 5 

C. Body of ISAP  

The following pages set out the text that should be included in the ISAP. Text in black roman 

type is boilerplate that should be included verbatim. Text in black italics is to be included 

verbatim; it is instructions to the adopting body. Text in purple italics should be omitted from the 

ISAP; it is extra information or advice concerning the intent and preparation of the text. 
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Preface  

[Drafting Notes - When an actuarial standard-setting organization adopts this standard it should: 

1. Replace “ISAP” throughout the document with the local standard name; 

2. Choose the appropriate phrase and date in the Effective date paragraph at the end of 

Section 1; 

3. Review for, and resolve, any conflicts with the local law and code of professional conduct; 

4. Consider how to address the fact that ISAP [nn]assumes the existence of ISAP 1 or local 

requirements that are substantially consistent with ISAP 1;  and 

5. Delete this preface (including these drafting notes).] 

This International Standard of Actuarial Practice (ISAP) is a model for actuarial standard 

setting bodies to consider. The International Actuarial Association (IAA) encourages relevant 

actuarial standard-setting bodies to consider taking one of the following courses of action, if it has been 

determined that this ISAP is relevant for actuaries in their jurisdiction: 

 Adopting this ISAP as a standard with appropriate modification, where items covered in 

this ISAP are not currently contained in existing actuarial standards, or where such portions 

of existing actuarial standards are to be withdrawn; 

 Endorsing this ISAP as a standard as an alternative to existing standards;  

 Modifying existing standards to obtain substantial consistency with this ISAP; or 

 Confirming that existing standards are already substantially consistent with this ISAP.  

Such an adopted standard (rather than this ISAP) applies to those actuaries who are subject to such 

body’s standards, except as otherwise directed by such body (for example with respect to cross-border 

work). 

When this ISAP is translated, the adopting body should select three verbs that embody the concepts of 

“must”, “should”, and “may”, as described in Language, even if such verbs are not the literal 

translation of “must”, “should”, and “may”. 

This ISAP is not binding upon an actuary unless the actuary states that some or all of the work 

has been performed in compliance with this ISAP. 

ISAP [nn] depends on ISAP 1.  Therefore an actuary should not assert compliance with ISAP [nn] 
unless the actuary also complies with ISAP 1, or local requirements which have been declared 
substantially consistent with  ISAP 1. 

This ISAP was adopted by the IAA Council in [month year]. 
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Introduction 

[An introduction is optional and may be modified by an adopting standard-setting body to suit local 

needs as long as it retains the description of the verbs “must”, “should”, and “may”. Such 

modification does not constitute modification of the standard. The introduction usually also discusses 

the history of the development of the standard, and issues that have been crucial during this 

development.  

When a local standard-setting body adopts this ISAP, it might consider keeping the ISAP number, 

name, and date together with a local modifier (such as “France”). If, however, it uses its own 

numbering system it should cross-reference the ISAP identification in the introduction. 

If this is a proposed revision of an existing ISAP, or a second or subsequent exposure draft, highlight 

the key changes made to the original ISAP, or previous exposure draft.]
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International Standard of Actuarial Practice [nn] 

[Title of Standard] 

 

Section 1. General 

1.1. Purpose – [Discussion of the purpose of the standard should include the reasons why the 

standard is necessary and how it will serve actuarial practice.] This ISAP provides guidance to 

actuaries when performing actuarial services to give intended users confidence in particular that:  

   Actuarial services are carried out professionally and with due care; 

   The results are relevant to their needs, are presented clearly and understandably, and are 

complete; and 

   The assumptions and methodology (including, but not limited to, models and modelling 

techniques) used are disclosed appropriately. 

1.2. Scope  – [This section should state to which actuaries practising in which field the standard 

applies. The scope should define a specific area with definite boundaries.] 

1.3. Compliance – There are situations where an actuary may deviate from the guidance of this ISAP 

but still comply with the ISAP: 

1.3.1. Law may impose obligations upon an actuary. Compliance with requirements of law that 

conflict with this ISAP is not a deviation from the ISAP. 

1.3.2. The actuarial code of professional conduct applicable to the work may conflict with this 

ISAP. Compliance with requirements of the code that conflict with this ISAP is not a 

deviation from the ISAP. 

1.3.3. The actuary may depart from the guidance in this ISAP while still complying with the 

ISAP if the actuary provides, in any report, an appropriate statement with respect to the 

nature, rationale, and effect of any such departure. 

1.4. Relationship to ISAP 1 – Any actuary who asserts compliance with this ISAP (as a model 

standard) must also comply with ISAP 1, except where ISAP 1 is overridden by this ISAP. 

Whenever guidance in this ISAP overrides the guidance in ISAP 1 the caption [This paragraph 

replaces paragraph x.y [title of paragraph x.y] in ISAP 1] will be shown at the start of the 

paragraph. References in ISAP 1 to “this ISAP” should be interpreted as applying equally to this 

ISAP, where appropriate. 

1.5. Defined Terms – This ISAP uses various terms whose precise meanings are defined in the 

Glossary. These terms are highlighted in the text with a dashed underscore and in blue, which is a 

hyperlink to the definition (e.g., actuary). 

1.6. Cross-References – [Include this section only if the ISAP explicitly refers to another document.] 

When this ISAP refers to the content of another document, the reference relates to the referenced 

document as it is effective on the adoption date as shown on the cover page of this ISAP. The 

referenced document may be amended, restated, revoked, or replaced after the adoption date. In 

such a case, the actuary should consider the extent the modification is applicable and appropriate 

to the guidance in this ISAP. 
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1.7. Effective Date – This ISAP is effective for {actuarial services performed/actuarial services 

commenced/actuarial services performed relevant to an event}
3
 on or after [Date].  

 [Note – since this is a model which is only binding on an actuary who asserts work complies with this 

ISAP, no effective date is needed. When a standard-setting body adopts or endorses this ISAP it will 

need to set an effective date.] 

                                                 

 
3
 [Phrase to be selected and date to be inserted by standard setter adopting or endorsing this ISAP.] 
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Section 2. Appropriate Practices 

[This section is the heart of the standard. It should be organized by major topics or issues in a logical 

order. Frequently, the most important topics are addressed first. There is not an introduction or 

overview section unless adding one would help clarify the following sections.  

This section should indicate how fundamental concepts and methodological principles should be 

applied in a variety of circumstances and should take into account problems arising from limited 

information, time constraints, and other practical difficulties, as well as conflicts with regulations or 

other restrictions.  

Recommended practices should be straightforward, clear, and terse statements of actuarial guidance. 

Each item in the section offers direct guidance to the actuary. Guidance of an educational nature is 

inappropriate in the body of the standard and, if included, is placed in an appendix (which is non-

binding).] 

2.1 Paragraph Title – Text. 

2.1.1 Sub Paragraph Title - Text: 

a. Sentence text; and 

b. Text: 

i.   Word or phrase text; and 

ii. Word or phrase text. 

 [The ISAP drafters should consider which, if any, of the following paragraphs should be included.] 

2.w Basis for Conclusions 

2.x Application Guidance 

2.y Reliance on Data or Other Information Supplied by Others – Guidance when relying on data or 

other information supplied by others. 

2.z Documentation – Guidance with respect to retention of documentation that is disclosed only to 

specific users (such as auditors or regulators). 
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Section 3. Communication 

[If this standard includes any specific disclosures or communications that are, or are recommended, to 

be performed by the actuary they should also be listed here as a convenient reference. Otherwise this 

section should be omitted.] 

4.1 [List the specific disclosure requirements for this particular subject matter, if any.]  
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Appendix: Background and Current Practices 

Note: this appendix is provided for informational purposes but is not part of the standard of practice.  If 

the material considered for inclusion in an appendix would fit as well in an International Actuarial Note 

(IAN), a suitable IAN should be developed rather than placing the material in the appendix.  In no 

event should the appendix be longer than the ISAP itself. 

Background 

[Historical facts that will help the reader understand the context within which the standard was 

created are included here. The transmittal memorandum provides background about the development 

of this standard, while the appendix provides background about actuarial practice itself. ISAPs will not 

necessarily have an appendix. 

Text can be placed in paragraph form or with section titles as shown below.] 

Section Title 

Paragraph starts here . . . 

Section Title 

Paragraph starts here . . . 
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III. Writing Guide 

Never us a long word where a short one will do. If it is possible to cut a word out, always cut it 

out. Never use the passive where you can use the active. Never use a foreign phrase, a scientific 

word, or a jargon word if you can think of an everyday equivalent. 

—George Orwell, Politics and the English Language 

The guiding rule should be: is this information as clear as possible? If not, how can I make it 

clearer? 

 

A 

a; an Use a before words beginning with a consonant sound (e.g., a universal 

standard). Use an before words beginning with vowel sounds (an official 

standard). 

Abbreviations; 

Acronyms 

Acronyms do not require periods. Abbreviations form a plural by adding 

s (e.g., URLs, vols). 

Acronyms that can be pronounced as a word are upper- and lower-case. 

Those that must be spelt out are uppercase. For example, after its first 

use Canadian Union of Public Employees (the acronym is pronounced 

kew-pee), could be abbreviated to Cupe, but Organisation for Economic 

Co-operation and Development would be abbreviated to OECD. 

However, there are exceptions (e.g., AIDS, mpg). In case of doubt, to 

avoid confusion use all upper-case.  

When the abbreviation follows an indefinite article, the choice of a or an 

is determined by the way the abbreviation would be read aloud (a UK 

company, an HIV test).  

No space is left on either side on an ampersand: e.g., R&D. 

act, bill (of governments 

or Parliaments) 

These are capitalized only if the exact name is given (e.g., UK Energy 

Act 2010; an act concerning elections; Bill 18 of the Municipal 

Amendment Act; a Parliamentary bill). 

Ages Follow the rules for Numbers and use hyphens: 40-year-olds, nine-year-

olds. But he is 40 years old. 

among; between Among indicates undefined or collective relationships (honour among 

thieves). Between indicates one-to-one relationships (between you and 

me) but is appropriate for more than two objects if multiple one-to-one 

relationships are understood from the context (trade between European 

Union members). 

amount; number Amount refers to a general quantity, number to a thing that can be 

counted: a large amount of work was completed by a small number of 
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actuaries. 

appendix When used in text, this is lower-cased. See Publications. 

Apostrophes Possessive words ending in s use s’s, e.g., Mr Jones’s company. Plurals 

use s’, e.g., the Smiths’ relationship. 

as far as Use as for instead: compare as far as we are concerned, it’s good news 

with as for us, it’s good news. 

B 

banknote One word. 

basically An unnecessary word; it can usually be deleted. 

begs the question This phrase is best avoided as it is commonly misused. It is a logical 

term, and does not mean raises the question, which should be used 

instead.  

believe; think Phrases such as I think and We believe are generally unnecessary in any 

document that is clearly expressing an author’s (or authors’) opinion(s), 

such as a task force report or submission. Once it is established that the 

text represents an opinion or conclusion, it should be clear to the reader 

that what follows are the author’s beliefs. 

between See among. 

biannual; semiannual; 

biennial 

Biannual and semiannual both mean “twice a year”. Biennial means 

“once every two years” or “every other year”. To avoid confusion, use 

semiannual instead of biannual, and once every two years instead of 

biennial. 

Brackets/ 

Parentheses 

In a sentence that is grammatically complete without the information 

contained in the brackets, the punctuation stays outside them: This 

standard is complete (no further work is needed). However: (A sentence 

that starts and ends in brackets has the punctuation inside them.) 
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C 

Capitalization Our style is the so-called “down” style—limited use of capitals. 

Although proper names are capitalized, words derived from them (e.g., 

board of trustees) and the names of significant offices (presidency), may 

be lower-cased with no loss of clarity or respect. 

Words derived from proper names are lower-cased when used in a 

nonliteral meaning (e.g., roman numerals). 

Do not capitalize an entire word or phrase for emphasis. If capitals are 

essential—representing a newspaper headline, for example—SMALL 

CAPITALS should be used. 

Hyphenated titles: 

Both words should be capitalized or lower-case (e.g. Vice-Chair or vice-

chair but not vice-Chair or Vice-chair). 

There are some exceptions to these rules, but common sense should be 

an effective guide. 

Centuries Lower-case and written in full: the twenty-first century. 

chair; vice-chair 

Not chairperson or  

vice-chairperson 

Chair is the correct non-sexist term for a committee leader. It has been 

acceptable since the 1600s, and should be used (with a capital C) instead 

of Chairperson when referring to a specific, named person who is chair 

of a named committee (John Smith, Chair of the Standards Committee, is 

one of our chairs). When referring to the position in general, chair should 

be in lower-case. The same principles apply to Vice-Chair, i.e., Jane 

Jones, Vice-Chair of the Standards Committee, is a former vice-chair of 

the ASC. 

chapter (of a document) When used in text, this is lower-cased. The same is true of section, part, 

etc. For example: chapter 2 includes sections 1 and 2; part 3 is in book 4. 

Collective nouns Collective nouns are singular, e.g. The committee gave its approval or 

the IAA is working on international standards. 

Comma Lists in running text should be separated by a comma after each item in 

order to minimize ambiguity (the so-called “Oxford comma”) and 

contain a conjunction (and or or) before the last element, e.g., There are 

two commas in first, second, and third. 

committee Capitalized only when giving the full name of a specific committee: the 

Executive Committee is one of many IAA committees. 

Company and 

organization names 

Retain the format and style used by the company (e.g., sweetriot, eBay). 

But plc, LLC, Inc., Corp., etc., can be omitted in running text unless they 

are strictly relevant to the context. A company name starting with a 
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lower-case letter should not begin a sentence. If it must, it is capitalized. 

Within organizations, sections or departments are not capitalized: he is 

president of Sun Life’s property and casualty department; Mr Smith, 

vice-president, global actuarial, Deutsche Bank. 

Organizations are referred to in the singular: the Institute is; the 

association says. 

D 

Dashes An en dash – used to link two dates, numbers, names etc. (2010–2011, 

89–92, Esso–Shell merger), can be obtained by typing CTRL+minus on 

the numeric keypad. Or type a space after the first date/number/name, 

then a hyphen, then the second date/number/name, and delete the spaces. 

There are no spaces around it. 

An em dash — used for a separate clause (the standards—recently 

written by ASC—are now complete), can be obtained with 

CTRL+ALT+minus on the numeric keypad. Or type two hyphens 

immediately after the first word, then type the second word. There are no 

spaces around it. 

data Although sometimes thought of as a singular collective noun—e.g., the 

data shows—this should be treated as a plural: the data indicate, the data 

are in.  

Dates Years should always be stated in full, with two years separated by a dash 

(CTRL+ minus on the numeric keypad), and not a hyphen, i.e., 2009-

2010. 

Dates should be written as Day Month Year without any 
th

, 
nd

 or 
st
 

abbreviations, i.e., 13 July 2010. They are followed by a comma if 

written in full (it took place on 6 October 2009, and . . .). If just a month 

and year is given, there is no comma (the section was completed in 

March 2003 and . . .). Two dates are divided by a dash: 20–22 July. 

Avoid abbreviated dates with slashes, i.e., 12/11/10, due to possible 

confusion between Canadian/European and American readers.  

Days and months When the days of the week or months of the year must be abbreviated, 

e.g., in a table, they should be three or four letters followed by a period, 

i.e., Mon., Tues., Jan., Feb.  

Decades Lower-case and written in full: the eighties. Exceptions: 1900s, 1910s, 

2000s. If there is any danger of misunderstanding given the context, 

numerals should be used, without an apostrophe: the 1980s. Avoid 

abbreviations such as ’90s. 
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Designations There are no periods in designations like FIAA, MAAA, etc. 

despite; in spite of Use despite. 

due to the fact that Use because. 

E 

each other;  

one another 

Use each other when two things or people are involved, one another 

when more than two are involved. 

earlier; later Often redundant in phrases such as in a meeting earlier this month—the 

fact that the meeting has taken place this month would be made clear 

from the tense used in the rest of the sentence. The same applies to later. 

e.g., i.e. Should be separated by periods and followed with a comma. A list of 

examples preceded by e.g., must never end in etc. 

Ellipses (. . .) An ellipsis to represent omitted words is three periods separated from the 

text and each other by spaces . . . like this . . .  

et al. This abbreviation (of et al, meaning “and others”) is used to refer to 

people, not things, and must be followed by a period. See etc. 

etc. As this means “and other things”, it should never be used in reference to 

people. It should also never be preceded by and, and never at the end of a 

list preceded by e.g., which properly introduces a short list of examples. 

It is always followed by a period. See et al.  

eventually Often redundant. 

Exclamation marks Do not use them unless they are part of a proper name or direct quote. 

F 

figure (an illustration in 

a document) 

When used in text, this is lower-cased. 

Foreign names Places: use the anglicized form if one exists (e.g., Alençon, Cadiz, 

Munich, Rome, Sao Paulo). 

Organizations/companies: names should be given in their original 

language, retaining their original style, but if necessary (depending on 

the readership) with a translation in brackets, capitalized where 

appropriate: He teaches at Le Centre international de recherches et 

d’études en management (the International Center for Research and 

Studies in Management). 
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Titles: follow the rules set out in Publications. 

See Foreign words, Names. 

Foreign words Wherever possible, foreign words should be avoided if a suitable 

translation can be used instead.  

Isolated words or phrases in a foreign language should be italicized if 

they are likely to be unfamiliar (the grève du zèle is not a true strike). A 

translation following such words is enclosed in parentheses or quotation 

marks.  

If it has to be used, an entire sentence or more of foreign text is usually 

set in roman text and enclosed in quotation marks. 

If a foreign title is included in an English-language context, a period or 

semicolon between title and subtitle may be changed to a colon and 

guillemets («») may be changed to quotation marks. No other 

punctuation should be tampered with and commas must not be inserted 

or deleted. 

See Names. 

Fractions Whenever possible, numbers with fractions should be given as decimals: 

e.g., 4.5 rather than 4½. If they have to be used in running text, fractions 

are hyphenated: four-fifths of actuaries. If a whole number is included, a 

hyphen is used only on the two fractional numbers: one and a half, two 

and three-quarters, 11 and seven-eighths. Do not use fractions and 

percentages in the same text. See Numbers. 

Full stops See Periods. 

 

G 

Google Always capitalized, even when used as a verb: e.g., I Googled the 

company. 

Government Governmental and judicial bodies are capitalized in their full form, and 

often in their short form. Adjectives derived from them are usually 

lower-case: 

Parliament parliamentary  

the Senate the House of  

Commons 

Italy’s Chamber of 

Deputies/the Chamber 

the Department of 

Finance  

the finance  

department 

departmental 
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the Supreme Court of 

the United States 

America’s supreme 

court 

the court 

cabinet the City Hall of 

London 

city hall 

federal federal government  

government (when used in general) but the Government when 

referring to a specific country’s government. 
 

H 

he or she This is preferable to he/she and the use of they as a singular pronoun, but 

should be used sparingly. Ideally, sentences should be written to avoid 

using any such gender-neutral language (e.g., the actuary instead of he). 

Do not use unusual alternatives like s/he and (s)he. 

however Often redundant. Also, avoid writing In contrast, however, which is a 

tautology. 

Hyphens and dashes They can frequently be avoided unless they are required to prevent 

misunderstanding or ambiguity.  

 Do not hyphenate adverb/adjective combinations (e.g., highly 

gifted, wholly owned, politically expedient). 

 Do use them if a noun or adjective is followed by a preposition 

(e.g., the wind-up of the company), or to form a short compound 

adjective (three-year term, long-running agreement). 

 Use them with short and common adverbs to improve clarity 

(e.g., well-established policy, much-needed change). 

Hyphens connect words but not dates or numbers, which should be 

separated with an en dash (CTRL+ minus on the numeric keypad), e.g., 

2010–2011. 

Clauses or expressions that have to be joined should be connected with 

an em dash (CTRL+ALT+minus on the numeric keypad), with no spaces 

between characters, e.g., 

Section 1000—General. 

Pension Seminar—3 November. 

No more than two successive lines should end in hyphens. If necessary, 

hit the Shift+Enter keys or rewrite the sentence to prevent three lines 

ending in hyphens. 
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Hyphen  

- 

en dash 

– 

em dash 

— 
 

I 

i.e., e.g. Should be separated by periods and followed with a comma.  

in actual fact A redundant expression that can be omitted. 

inasmuch as Use because or since. 

in connection with Try using of, about, or for. 

Indents/Tabs See D.15 of I. Format and Expected Content 

in order to;  

in order for 
Use to or for. 

in regard to Try using about, regarding, or concerning. In regards to is incorrect. 

in spite of; despite Use despite. 

Institutions See Company and organization names. 

in the event that Use if. 

in the near future Use soon or shortly. 

in the process of This can almost always be omitted. 

J 

Jr.; Sr.; II; III No commas are needed around Jr. or Sr. or around II, III, etc. (George 

Wilson Jr. is designing standards; John Doe III is the son of John Doe 

II.) 

L 

later Often redundant in phrases such as in a meeting later this month—the 

fact that the meeting has not taken place would be made clear from the 

tense used in the rest of the sentence. See earlier. 

M 

many Generally, this is unnecessary as it is most often used with a plural, e.g., 

many policies, many committees. The use of the plural makes it clear 
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you are referring to more than one item so many can be deleted. The 

same advice applies to some. 

Medical terms Diseases, syndromes, etc., are lower-cased except for proper names 

forming part of the term. 

Acquired 

immunodeficiency 

syndrome (AIDS) 

Alzheimer’s disease  

(or Alzheimer’s) 

Down’s syndrome  

non-Hodgkin’s 

lymphoma 

ultrasound ultrasonography 

x-ray   

Note: Down, Alzheimer and non-Hodgkin are preferred in medical 

literature but the possessive ’s form is widely accepted. 

Generic names of drugs, which should be used in preference to brand 

names, are lower-cased. Brand names are often enclosed in parentheses 

after the first use of the generic name, e.g., they take interferon beta-1a 

(Avonex) twice a week. 

memoranda; 

memorandums 

Both are correct but memoranda is more common; the singular is 

memorandum. 

Money 
Follow the rules described in Numbers for large amounts: e.g., $3 

million. When converting foreign currencies to your own currency (e.g., 

Japanese yen), use the following style: NZ$749 (¥46,000), £123,456 

(¥14,976,267). When the value of a currency in a particular year is 

relevant, the date is inserted without spaces: ¥ (2002)10,567. 

Months See Days and months. 

N 

Names Names are capitalized with spaced periods between initials, where 

applicable (P. D. James). If initials are used alone, there are no periods or 

spaces (LBJ, JFK).  

Names with particles (Page duBois, Rickard von Moltke, Julio de la 

Cruz) should retain the owner’s preferred style of use. 

Names must retain the format of their original language, with a 

translation in brackets if necessary (depending on the readership): He is a 

member of the Instituto de Actuarios Españoles (Spanish Institute of 

Actuaries). 

See Foreign words. 
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no; yes; thank you These are lower-cased in running text: he said yes; they voted no; she 

said thank you.  

The plural forms are: yesses, noes, thank-yous. For example: I heard lots 

of yesses; the noes won the vote; a few thank-yous. 

no one; no-one Use nobody. 

notwithstanding One word. 

Numbers Numbers from one to nine are written as words; 10 and over, as digits. 

Digits can never begin sentences and must be spelled out or the sentence 

must be rewritten. Ordinals—ninth, 10th, 21st , etc.—follow the same 

rule. 

Very large amounts use digits followed by the relevant word: $3 million, 

2 billion people.  

A range of numbers is divided by a dash: e.g., 30–35 unless they are 

preceded by from or between: e.g., from 30 to 35 or between 30 and 35. 

Spelled-out numbers form their plurals like other nouns (e.g., actuaries in 

their twenties), but numerals form plurals by adding s. No apostrophe is 

needed: the totals included four 321s and two 42s. 

numerous Use many instead. But see many. 

O 

OK Use OK, not okay. 

Organizations See Company and institution names. 

P 

part (of a document) When used in text, this is lower-cased. See Publications. 

Percentages Usually given in numerals, followed by percent: e.g., 45 percent,  

30–35 percent. However, if the document features charts/tables of 

statistics that include the percentage sign, in order to maintain 

consistency it is preferable to use the percentage sign in the 

accompanying text. 

period of time; 

time period 
Use period or time. 

Periods/Full stops Acronyms: no periods are required in FIA, ASA, PhD, BA, etc.  

See Abbreviations; Acronyms and Punctuation. 
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personally Should not normally be used with I when expressing an opinion. I is 

enough. 

See believe. 

presently To avoid ambiguity, instead use present, now, or soon, whichever you 

really mean. 

preventive; 

preventative 

Although preventative is commonly used, it is wrong. The correct form 

is preventive. 

previous to Use before. 

prior to Use before or until. 

Publications The names of documents, committee reports, etc., should be capitalized 

when the exact title is given (e.g., Exposure Draft to Revise the 

Standards of Practice or Task Force Report: Materiality).  

When referring to them generically (e.g., we published an exposure draft, 

the following educational note, the latest memorandum), do not 

capitalize document titles or types. 

Titles of books, magazines, and pamphlets should be capitalized and 

italicized (e.g., ERM—Who Is Doing It?). 

The names of articles in magazines, journals, or on websites or in 

scholarly papers should be capitalized and surrounded by quotation 

marks (e.g., “Concessions Include Pension Changes”).  

A title takes a singular verb: Reports From the Downturn looks back at 

2008. 

The words page, chapter, part, appendix, table, figure, etc., are lower-

cased and spelled out. In such context, numbers are always given as 

numerals: the matter is discussed in chapters 4 and 5; the text appears in 

appendix B; turn to section 5(a). 

Punctuation All punctuation should appear in the same font—roman or italic—as the 

main or surrounding text (e.g., The manual Online! is here. Is she the 

author of A Guide for Actuaries?). 

Q 

question whether; 

question of whether; 

question as to whether 

The first form is the best, the second is next best. Do not use the third 

form. 

Questions Direct questions within another sentence are usually preceded by a 

comma but need not start with capital letters. But if the question is long 
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or has internal punctuation, an initial capital helps. An indirect question 

has no comma. 

Actuaries will have to ask, Should the standard be introduced now, or 

should it be postponed? 

What to do next is the question. 

Quotations, quotation 

marks 

Every direct quote should be checked against the original. If an error in 

the original text is discovered, the passage should instead be paraphrased 

and the error eliminated. 

Double quotes should be used unless you are quoting something inside 

double quotation marks, in which case single quotes are used.  

Periods or commas in a quotation should follow the original positioning. 

If you quote only a partial sentence, then the comma or period would 

normally go after the quotation mark. For example, the sentence  

Actuaries follow extensive standards governing all practice areas.  

could be quoted as 

He said actuaries were governed by “extensive standards”.  

Question marks, colons, or semi-colons also go inside or outside the 

marks, depending on whether the punctuation belongs to the sentence or 

the quote. 

Single words are not enclosed in quotation marks unless in direct speech: 

The members said yes; there was no need to ask why. 

Quotations of more than eight lines, or two or more paragraphs, or 

around 100 words, should be indented as a block. They always start a 

new line. They do not have quotation marks: 

This is an example of the first two lines of a block quotation. It is 

indented by 1cm to the left. 

S 

Saint; St.; St- When Saint, St. or St- is part of a personal name, follow the bearer’s 

style (e.g., Marc Saint-Jacques, Luc St-Amour, Riley St. Jacques). 

Seasons The four seasons are lower-cased unless used in a title, e.g., the Fall 

Letter. 

section (of a document) When used in text, this is lower-cased. See Publications. 

self-insured Hyphenate all other “selfs” except selfhood, selfless, selfsame. 

Slang Slang terms should be enclosed in quotation marks only if they are likely 
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to be unfamiliar to readers. 

some Generally, this is unnecessary as it is most often used with a plural, e.g., 

some changes, some members. The use of the plural makes it clear you 

are referring to more than one item so some can frequently be deleted. 

Similar advice applies to many. 

Split infinitives These should be avoided unless they improve readability.  

subcommittee One word, no hyphen, and capitalized only when giving the full name of 

a specific subcommittee. 

subsequently Use later. 

subsequent to Use after. 

T 

table (in a document) When used in text, this is lowercased. See Publications. 

Tabs See Indents/Tabs. 

task force Two words, no hyphen, and capitalized only when giving the full name 

of a specific task force. 

thank you See no; yes; thank you. 

that 

 

Can frequently be omitted without altering meaning (e.g., the report that 

we read can become the report we read). Brevity can help strengthen 

your message. 

that/which That is used to narrow a category or identify a particular item being 

talked about. Which is used to add information about something that has 

already been identified, and is usually preceded by a comma, a 

parenthesis/bracket, or a dash. For example:  The report that the 

Appointed Actuary produces is the only one that matters (i.e., that 

identifies the only report that matters). The report, which is 100 pages 

long, is read by the board (which adds a detail about the report we have 

already identified). See also: 

We are very proud of the standards that we produced (i.e., we produced 

only some of the standards). 

We are very proud of the standards, which we produced (i.e., we 

produced all of the standards). 

The standard that we worked on, which involved extensive discussion, 

comes into force next year.  

The board—which meets each month—will read a report that is 100 
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pages long. 

the fact that Can often be shortened to that. 

think See believe. 

Time Use the 24-hour format, e.g., 00:00; 00:01; 09:30; 13:45; 23:59. Time 

zones do not have to be written in full; the abbreviation is acceptable. 

EST, GMT, EDT, etc., is written as follows: See you at 09:30 EST, The 

meeting starts at 15:00 PDT. 

Trademarks Brand names should be capitalized if they must be used. A better choice 

is to substitute a generic term when available. There is no legal 

requirement to use the symbols ©®™ and they should be omitted. 

U 

Underlining Only hyperlinks and subparagraph titles (if present) are underlined. 

unique Should be reserved for the sense “one of a kind”. Avoid using it in the 

sense “special, unusual”. 

US, UK Written without periods. 

utilize; utilization Try use instead. 

V 

Vice-Chair Hyphenated. Case of initial letters should agree. See Chair. 

Vice-President Hyphenated with two capital letters. 

W 

Websites When giving web addresses, http:// is unnecessary. Note: if space is 

short, the meaning of www. is almost universally understood, and many 

browsers can find websites without even the www. being inputted, so 

this can be omitted. For example, actuaries.asn.au will take you to the 

website of the Institute of Actuaries of Australia, and whitehouse.gov to 

the White House site. 

whether Generally, use whether alone—not with or not tacked on. The or not is 

necessary only when you mean to convey the idea of “regardless of 

whether” (we’ll finish on time whether or not the committee meets). 

which See that/which 
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Y 

yes See no; yes; thank you. 

 


