
Italics should be used for:
•	 titles of books, reports and films;

•	 titles of newspapers, journals and reports, including from FRA, but not the 
defining article ‘the’, i.e. the European Law Review;

•	 case law references, e.g. Kiss v. Hungary;

•	 foreign language words and phrases, unless they are so familiar that they 
have been anglicised: so glasnost and Länder, but ad hoc, elite, role, genre 
and a priori. 

Use double quotation marks to set off a direct quotation only.

Use single quotation marks for an article in a journal (the journal title itself 
italicised), a book chapter, names of campaigns, words used unconventionally 
or short responses to questionnaires, such as ‘Yes’ or ‘No’.

Words to watch out for:
•	 Data are useful, as is information (singular only).

•	 Email (see Section 1.2.6. for e-words) is a useful tool in the EU-28, as is the 
internet.

•	 Also is not a conjunction. Use it sparingly and never at the start of a sentence.

•	 The police make checks, inspections and stops. They don’t make ‘controls’.

•	 Governments may, however, institute immigration-control measures.

•	 The FRA produces reports (not studies). It does projects (not research projects).

•	 Competence is accepted parlance in the EU context, but competency should 
only be used in its original meaning of ‘to be good at’.

•	 Laws stipulate matters or provide for change. Use foresee sparingly. 

Nuts and bolts of  
the FRA style guide



There is no firm rule to help you decide which words are run together, hyphen-
ated or left separate. In most cases, the FRA favours the  non-hyphenated 
style, but please use the table in Section 1.2.4. to check on the specifics of 
in-house style.

Names and acronyms are first handled in the language of the document, 
then translated: Documentation and Advisory Centre on Racial Discrimination 
(DACoRD) (Dokumentations- og Rådgivningscenteret om Racediskrimination, 
DRC). Use the full name or title of an organisation at first mention in the text 
and the acronym in subsequent cases.

Use alphabetical country codes for tables and figures where appropriate.

Adhere rigorously to style for footnotes and references. Details in Chapter 2.

Think before you write: 
clear writing starts with clear thinking. Ask yourself: who will read the document? 
What are you trying to achieve? What points must the document cover?



Focus on the reader: 
try to see things from the point of view of your readers. Involve them. Imagine 
which questions they might ask. Interest them.

Content: 
give accurate, relevant and complete information and explain any technical 
terms.

Structure: 
check that the content is well organised with appropriate use of headings.

Style, punctuation and grammar: 
correct, consistent and conforming with the FRA house style. 

Layout and design: 
documents should conform to the corporate visual identity of the FRA.

Top style-guide hits:  
writing tips



Remember these simple rules:
 Use common, everyday words wherever possible; essential technical 

terms are the only exception.

 Keep the style clear, simple and informal.

 Aim for an average sentence length of 15–20 words and avoid trying 
to squeeze too much information into each sentence. If your sentence 
is getting long and overburdened with sub-clauses, divide it into two.

 Keep paragraphs short; one idea and analysis of it per paragraph.

 Footnotes are for brief references, not for explanations or additional 
points. If something is important enough to be included at all, put it 
in the main body of the text.

 Use the active voice wherever possible, e.g. The Austrian government 
adopted the legislation in 2010, not The legislation was adopted by 
the Austrian government in 2010.

 Use concrete, not abstract, language, e.g. jobs instead of employment 
opportunities.

 Use pronouns to keep your text concise, e.g. she, he, it, these, that, 
who, which. For example, This report presents the findings of FRA legal 
research. It begins by introducing the concept of… or The Commissioner 
emphasised the importance of indicators, which she said could help 
to map the situation of fundamental rights on the ground.

 Avoid jargon, pompous language and official speak, e.g. avoid 
aforesaid/aforementioned and inter alia.

 Focus on the present and future when deciding which tense to use. 
If a finding or statement is still relevant, use the present tense, e.g. 
Research done by the FRA in 2008 shows that 27% of Roma 
respondents experience discrimination in their daily life.

 Vary your sentence structure: not every sentence need start with 
in or on. Think about what you are trying to emphasise, and structure 
your sentence accordingly.


