a manual of style for contract
drafting

A manual of style for contract drafting is an essential resource for legal
professionals, ensuring clarity, consistency, and precision in the creation
of contractual agreements. Contracts are legally binding documents that can
have significant implications for all parties involved. Therefore, adhering
to a manual of style can prevent misunderstandings, reduce the likelihood of
disputes, and streamline the drafting process. In this article, we will
explore the key components of a manual of style for contract drafting,
including guidelines for language, structure, formatting, and common pitfalls
to avoid.

Understanding the Importance of a Manual of
Style

A manual of style serves several crucial purposes in contract drafting:
e Consistency: A uniform approach helps maintain a coherent voice and
style throughout the document.
e Clarity: Clear language and structure reduce the risk of ambiguity,
making it easier for all parties to understand their rights and

obligations.

e Efficiency: Established guidelines speed up the drafting process by
providing a framework to follow.

e Professionalism: A well-drafted contract reflects the professionalism of
the parties involved and can enhance their reputation.

Key Components of a Manual of Style for
Contract Drafting

When creating a manual of style for contract drafting, legal professionals
should consider the following components:

1. Language Guidelines

The language used in contracts should be precise and straightforward. Here
are some key language guidelines:

e Avoid Ambiguity: Use clear terms and definitions. Avoid wvague language
that could lead to multiple interpretations.



2.

Use Active Voice: Favor the active voice over the passive voice to
enhance clarity and directness.

Define Terms: Include a definitions section at the beginning of the
contract to clarify specific terminology used throughout the document.

Limit Legal Jargon: While legal terms may be necessary, excessive jargon
can confuse parties unfamiliar with legal language.

Be Concise: Aim for brevity while ensuring all necessary information is
included. Avoid unnecessary repetition.

Structure and Organization

A well-organized contract is crucial for ease of understanding and
navigation. Consider the following structural elements:

Title: Clearly indicate the nature of the agreement in the title.

Introduction: Provide a brief overview of the parties involved and the
purpose of the contract.

Recitals: Include background information and context for the agreement,
often presented as "whereas" clauses.

Definitions Section: Clearly define key terms used throughout the
contract.

Main Body: Organize the main provisions logically, typically in numbered
sections or articles.

Signatures: Include a signature block for all parties involved, along
with the date of signing.

3. Formatting Standards

Formatting plays a crucial role in enhancing readability and professionalism.
Adhere to the following formatting standards:

Font and Size: Use a standard font such as Times New Roman or Arial in
12-point size for the body text.

Line Spacing: Use 1.5 or double spacing to improve readability.

Margins: Maintain consistent margins (typically 1 inch on all sides)
throughout the document.

Section Numbers: Number sections and subsections clearly to facilitate
easy reference.



e Headers and Footers: Include relevant information such as the document
title or page numbers in the headers or footers.

4. Common Pitfalls to Avoid

Even experienced drafters can fall into common traps. Here are some pitfalls
to watch out for:

e Overcomplicating Language: Strive for simplicity. Complex sentence
structures can confuse readers.

e Inconsistent Terminology: Use consistent terminology throughout the
document. Changing terms can lead to misunderstandings.

e Neglecting to Proofread: Always proofread contracts for typographical
errors and inconsistencies before finalizing.

e Ignoring Compliance: Ensure the contract complies with relevant laws and
regulations to avoid enforceability issues.

e Failing to Update: Regularly review and update your manual of style to
reflect changes in laws, industry standards, or best practices.

Implementing the Manual of Style

Once the manual of style for contract drafting is established, it is crucial
to implement and adhere to it consistently across all contract drafting
activities. Here are some steps to facilitate implementation:

1. Training and Education

Provide training sessions for all team members involved in contract drafting.
This ensures that everyone understands the guidelines and the importance of
consistency.

2. Accessibility

Make the manual of style easily accessible, whether through a shared drive,
intranet, or printed copies. Ensure that all team members can refer to it as
needed.

3. Review and Feedback

Encourage regular reviews of drafted contracts against the manual of style.



Provide constructive feedback to promote adherence and continuous
improvement.

4. Regular Updates

Periodically review the manual of style to ensure it remains relevant and
effective. Update it to reflect any changes in legal standards, terminology,
or organizational preferences.

Conclusion

A well-prepared manual of style for contract drafting is invaluable for legal
professionals aiming to create clear, concise, and enforceable contracts. By
following established guidelines for language, structure, formatting, and
avoiding common pitfalls, drafters can enhance the quality of their contracts
and reduce the risk of disputes. Ultimately, a commitment to maintaining a
manual of style will contribute to the professionalism and effectiveness of
the legal drafting process, benefiting all parties involved.

Frequently Asked Questions

What is the primary purpose of a manual of style for
contract drafting?

The primary purpose is to provide standardized guidelines and best practices
for drafting contracts to ensure clarity, consistency, and enforceability.

How does a manual of style improve contract
interpretation?

By promoting clear language and consistent terminology, a manual of style
helps reduce ambiguity, making contracts easier to interpret and enforce.

What key elements should be included in a manual of
style for contract drafting?

Key elements should include language guidelines, formatting standards, common
terms and definitions, as well as examples of both good and bad practices.

Why is it important to address common pitfalls in
contract drafting within a manual of style?

Addressing common pitfalls helps drafters avoid frequent mistakes that can
lead to disputes or invalid contracts, ultimately saving time and resources.

Can a manual of style for contract drafting be



adapted for different legal jurisdictions?

Yes, a manual of style can be tailored to accommodate the specific legal
requirements and practices of different jurisdictions while maintaining core
principles.
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