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A Manual of Style for Contract Drafting: Your Guide to Clear,
Concise, and Enforceable Agreements

Are you tired of wading through ambiguous, poorly written contracts? Do you dream of crafting
agreements that are not only legally sound but also easy to understand? This comprehensive manual of
style for contract drafting will equip you with the essential tools and techniques to write contracts that are
clear, concise, and, most importantly, enforceable. We'll delve into the nuances of language, structure,
and formatting to help you create legally robust documents that protect your interests. This guide offers a

practical, step-by-step approach, going beyond legal jargon to provide actionable advice for drafting
contracts with confidence.

Why a Consistent Style Matters in Contract Drafting

Before diving into the specifics, let's understand the crucial role of a consistent style in contract drafting.

Inconsistent style not only hinders readability but can also lead to ambiguity and potential legal disputes.
A well-defined style guide ensures:
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Clarity: Reduces the chance of misinterpretations.

Consistency: Creates a professional and trustworthy image.
Enforceability: Minimizes loopholes and ambiguities exploited in litigation.
Efficiency: Streamlines the review and negotiation process.

Ignoring stylistic consistency can have serious repercussions, costing time, money, and potentially
jeopardizing the entire agreement.

Essential Elements of a Contract Drafting Style Guide

Creating your own internal style guide is highly recommended. While many resources offer guidance,
tailoring your style guide to your specific organization’s needs ensures consistent practice across all
contracts. Here are essential elements to consider:

1. Language and Tone

Clarity is paramount. Avoid legalese whenever possible. Use plain English and define any technical terms.
Maintain a formal and objective tone throughout the document.

Active Voice: Prefer active voice constructions ("The buyer agrees...") over passive voice ("Agreement is
made by the buyer..."). Active voice is clearer and more direct.
Precise Language: Choose words carefully to avoid ambiguity. Avoid vague terms like "reasonable" or
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"substantial" without clear definitions within the context of the contract.
Conciseness: Strive for brevity and avoid unnecessary words or phrases. Each sentence should convey a
single, clear idea.

2. Structure and Formatting

A well-structured contract is easier to read and understand. Use clear headings, subheadings, and
numbering to organize the information logically.

Headings and Subheadings: Use a consistent hierarchy of headings (H1, H2, H3, etc.) to create a clear
structure.

Numbering and Bullet Points: Use numbered lists for sequential steps or items and bullet points for
unordered lists. Maintain consistent numbering styles throughout the document.

Font and Spacing: Choose a professional, legible font (e.g., Times New Roman, Arial) and use consistent
spacing throughout the document (e.g., 1.5 line spacing).

Definitions Section: Define all key terms upfront in a dedicated "Definitions" section to avoid ambiguity.

3. Grammar and Punctuation

Grammatical accuracy is crucial for a professional and legally sound contract. Pay close attention to
details like:
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Subject-Verb Agreement: Ensure that your verbs agree with their subjects in number.

Pronoun Agreement: Ensure that pronouns agree with their antecedents in number and gender.
Comma Usage: Use commas correctly to avoid ambiguity and improve clarity.

Sentence Structure: Avoid overly long and complex sentences. Keep sentences concise and easy to
understand.

4. Handling Dates and Numbers

Consistency in formatting dates and numbers is critical to avoid confusion:

Dates: Use a consistent date format (e.g., MM/DD/YYYY or DD/MM/YYYY).
Numbers: Spell out numbers under ten and use numerals for numbers ten and above, unless they begin a
sentence. Maintain consistency in using numerals for measurements and monetary values.

5. Clauses and Sections

Each clause should address a specific aspect of the agreement. Group related clauses into logical sections
with clear headings. Common sections include:

Definitions: As mentioned above, define all key terms used in the contract.
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Parties: Clearly identify the parties involved in the agreement.

Term and Termination: Specify the duration of the agreement and the conditions under which it can be
terminated.

Payment Terms: Clearly outline the payment schedule and methods.

Confidentiality: Include clauses protecting confidential information.

Dispute Resolution: Specify the mechanism for resolving disputes (e.g., arbitration, mediation, litigation).
Governing Law: Indicate the jurisdiction whose laws govern the contract.

6. Review and Revision

After drafting the contract, always review and revise it thoroughly. Have someone else review it for clarity
and accuracy before finalizing it.

Multiple Reviews: Obtain reviews from multiple individuals, ideally someone with legal expertise.
Proofreading: Thoroughly proofread the contract for grammatical errors, typos, and inconsistencies.

Common Mistakes to Avoid

Several common mistakes can weaken your contract and lead to disputes:

Vague Language: Avoid ambiguous terms like "reasonable" or "substantial" without clear definitions.
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Unclear Obligations: Ensure that all parties’ obligations are clearly defined and easily understood.
Missing Clauses: Omitting crucial clauses can leave gaps in the agreement.

Grammatical Errors: Grammatical errors can create ambiguity and weaken the legal enforceability of the
contract.

Inconsistent Formatting: Inconsistent formatting makes the document difficult to read and understand.

Conclusion

Creating a comprehensive manual of style and adhering to its guidelines are vital for drafting effective
and enforceable contracts. By following the principles outlined in this manual, you can significantly
improve the clarity, consistency, and overall quality of your legal documents. Remember that clear,
concise, and well-structured contracts minimize the risk of disputes and ensure that the agreement
accurately reflects the intentions of all parties involved. Investing time in perfecting your contract drafting
skills is an investment in protecting your business interests. Regularly review and update your internal
style guide to reflect best practices and evolving legal standards.
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