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Tjiwarl Aboriginal Corporation WRITING MANUAL
As discussed earlier in the brand visualisation manual, we have broken down the Tjiwarl
Style Guide into two components.
The second component to this document is the Tjiwarl writing manual
2. WRITTEN STYLE GUIDE
This section is broken up into multiple components including understanding Tjiwarl’s
purpose and vision, their identity and punctuation and comms tips for creating and
maintaining our Tjiwarl style, keeping branding consistent amongst all platforms and
materials. See below.
a. Written style
This section includes writing style components and guidelines such as how to use
names, how to compose lists and the use of numbering and bullet points etc.
b. Tjiwarl identity
This section outlines the correct way to communicate names, occupations, councils and
locations.
c. Describing our work
Tjiwarl is young and we are continually evolving who we are. In this section, we
summarise Tjiwarl’s strategic goals to help you describe who we are and what we do.
d. Punctuation
Punctuation matters. If you use it incorrectly or not at all, the meaning of your
communication can completely change. This is a quick reference area to help you use
punctuation properly.
e. Comms tips
Once you know what you want to say, you need to know how to say it. This section
provides you with some essential elements of good writing.

f. Grammar and Syntax
Good writing depends on a good grasp of grammar, so understanding grammar is
pivotal for being a good communicator.
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Written Style

1. Numbers
In sentences
Numbers zero to nine should be spelt out, numbers ten onwards should be written
numerically (e.g. zero, one, two, three, four, five, six, seven, eight, nine, 10, 11, 12).
When opening a sentence, a number should always be expressed in words.
Spelt out
Hyphens are used to connect numbers up to ninety-nine that comprise two words.
In thousands
Use commas to separate thousands from hundreds.
Do

Don’t

in three months

in 3 months

in 12 years

in twelve years

Fifty-four surveys were distributed

54 surveys were distributed (When opening
a sentence)
4000

4,000

Currency
For currencies one million or greater, use numerals and words.
Example
$1.2 million

Percentages
Use % instead of percent, except when spelling out a number (e.g. one percent, five percent.
When opening a sentence, express the number of a percentage in words.
Examples
Two per cent
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10%
Twenty-six per cent of people believe

Ordinal numbers
Spell out first, second and third. Use letters and numerals to write all other figures (e.g. 4th,
5th). Do not use superscript for ordinal numbers (e.g. th).
Example
This is the first time
On the policy’s 4th anniversary

Dates
Write each year in full. Use cardinal numbers (e.g. 5), not ordinal numbers (e.g. 5th) for
dates, and do not punctuate.
Date spans should be connected by unspaced en dashes.
Example
2009
5 August 2009
2008–2009

Time
Write time using am or pm with a space. Use a colon (not a full stop) between the hour and
minute.
Do
1:23 pm
3 pm
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2. Bullet points
Use bullet points to list a range of items where the order of the options is not important.
Capitalise each letter for the first letter of each point. Do not place a full stop at the end of
the last point.
If you use an introductory sentence, then add a colon at the end of the sentence.
Don’t

Do
AGMs can include:

AGMs can include:

•

Presentation of reports to Members;

•

presentation of reports to Members.

•

Confirming Member details; and

•

confirming Member details

•

Member questions.

•

Member questions.

Numbers in reference to lists
Use numbers instead of bullet points for lists where the first step has to be completed before
the second step. Use a capital letter at the start and a full stop at the end of each step.

3. Headings
Headings improve readability. They allow readers to gauge what information is contained in
a document. Use a heading for every new idea, even if that means having a heading for
nearly every paragraph.
The first word of a heading should begin with a capital letter. All consecutive words should
be written entirely in lower case unless they are proper nouns (e.g. names of specific people,
places and things, e.g. Bob, Tom Price).
Don’t underline headings as this makes text difficult to read. Don’t place a full stop at the end
of headings.

4. Mailing Addresses
Write addresses on envelopes and parcels without punctuation and as shown below. This is
the style approved and preferred by Australia Post.
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Don’t

Do
Jane Smith

Jane Smith,

Tjiwarl Aboriginal Corporation

Tjiwarl Aboriginal Corporation,

Unit 6, 524 Abernethy Road,

6/524 Abernethy Road,

KEWDALE WA 6105

Kewdale, WA, 6105

5. Government Names
The word government should be capitalised as part of a formal title, but lower case is
appropriate elsewhere.
Australian Government and Commonwealth Government are formal titles and should be
capitalised. The federal government is a broad, descriptive term for the Australian
Government and does not need to be capitalised.
Similarly, the Government of Western Australian is a formal title and should be capitalised.
The state government is a broad, descriptive term for the Government of Western Australian
and does not need to be capitalised.
Do

Don’t

The Australian Government is...

The Australian government is...

The federal government will...

The Federal Government will...

The Government of Western Australian
has...

The government of Western Australia has...

6.

Members of parliament

The Prime Minister of Australia, state premiers and ministers all take the title The
Honourable, which is usually shortened to The Hon at the beginning of a sentence or the
Hon in the middle of a sentence.
On first mention, members of Australian parliaments should be addressed in full as shown
below. Afterwards, you may refer to the members as Prime Minister, Premier, Minister or
Mr/Ms [surname].
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Beginning of sentence

Mid sentence

The Hon Scott Morrison, MP, Prime
Minister of Australia

the Hon Scott Morrison, MP, Prime Minister
of Australia

The Hon Ben Wyatt, MP, Treasurer and
Minister for Aboriginal Affairs

the Hon Ben Wyatt, MP, Treasurer and
Minister for Aboriginal Affairs

7. Website addresses
When listing a URL (website address) do not include http://. Instead, start with www.

Tjiwarl Identity
1. Organisation name
The registered name of Tjiwarl Aboriginal Corporation includes the word RNTBC. Wherever
the Corporation’s name is written in full, please ensure that you:
a) Begin every word with a capital letter
b) Add RNTBC
Once RNTBC has been used once in the email/communication/report/formal document,
there is no further need to write it again.
When attributing an action to our Corporation, keep in mind that ‘Tjiwarl’ is the name of an
organisation, which is a singular object. You should therefore say Tjiwarl is not Tjiwarl are.
The same can be used when speaking about the various arms of Tjiwarl (Member Services,
Tjiwarl Country Management), but not when talking about the group of people that make up
the team.
Examples
Tjiwarl Aboriginal Organisation is delivering the
Healthy Living program.

The team are helping the Tjiwarl community in
Kalgoorlie with support questions.

Tjiwarl Country Management is undertaking
research programs in the Goldfields.

Tjiwarl Country Management’s Rangers are
sampling water from Lake Miranda.
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2. Staff titles and occupations
When referring to the official job title of a staff member, begin each word of the occupation
with a capital letter (e.g.: John Smith, Chief Executive Officer; Jane Doe, Implementation and
Compliance Manager; Walter Smith, Tjiwarl Board Member).
If referring to the job type in a general sense, use lower case.
Do

Don’t

John Smith is the Member Services
manager

John Smith is the Member Services
Manager

Jane Doe is a Tjiwarl board member

Jane Doe is a Tjiwarl Board Member

3. Tjiwarl Chair and CEO
Refer to the Chief Executive Officer of Tjiwarl as Greg Ryan-Gadsden, CEO of Tjiwarl
Aboriginal Corporation RNTBC.
Refer to the Chairperson as Brett Lewis, Tjiwarl Chairperson. Don’t use Mr.

4. Commonly used words
There are several words that are relevant to Tjiwarl’s everyday communication. Although
there are no strict grammatical rules for some of these, we encourage the below spelling and
capitalisation style.
•
•
•
•
•
•
•

•

Aboriginal
Annual General Meeting (AGM)
Tjiwarl
Tjiwarl Director
Tjiwarl Rulebook
Common Law Holders
Corporations (Aboriginal and
Torres Strait Islander) Act 2006
(CATSI Act).
Country (when referring to
traditional lands, e.g. Tjiwarl
Country, which is in the Goldfields
region).

•
•
•
•
•
•
•
•

Elders
General Meeting (GM)
Members (when referring to Tjiwarl
Members)
Native Title
Native Title Holders
On-country/ on-country (if not in
the beginning of the sentence)
Goldfields
Rangers (when referring to Tjiwarl
Rangers. Please check specific
spelling if referring to rangers from
other language groups).
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Tjiwarl (Tjupan) language
Tjupan language is from the Goldfields region in Western Australia. It is spoken by people in
and around the towns of Wiluna, Leonora, Laverton and Kalgoorlie.
Tjupan is a highly endangered language with only a couple of fluent speakers remaining. A
further handful of people speak the language with some fluency whilst a great many are
recallers of language. A greater number have a limited understanding of the language or
identify as of Tjupan heritage and speak other languages. Below are some words from the
Tjupan dictionary:
Tjupan Word
Jaruru
Janjuru
jilinpirri
jiipu
jiji
japirni
japu
jalka
ngana nyuntu
yungun
jalypu
wangka
juma wajala
yini wathala
ngara
manta or parn
yilta wanmala

Meaning

Word Class

skingroup, family section
tree, gidgee
mudlark, bird
sheep
child
lizard
small
walk up to, come up to
who are you?
tomorrow
tired
talk
tell a story
tell your name
stand, stop
country
Aboriginal

noun
noun
noun
noun
noun
noun
descriptor
verb
phrase
noun
descriptor, noun,
noun
phrase
phrase
verb
noun
phrase

Describing our Work
You can use the following key words and phrases to describe our Corporation and the work
that we do.
1. Our vision and what we do
Tjiwarl is the Registered Native Title Body Corporate for the Tjiwarl People and holds the
Native Title Rights and Interest on trust for the Tjiwarl People.
Tjiwarl’s key responsibilities as the Tjiwarl Prescribed Body Corporate (PBC) include
ensuring the protection and maintenance of Tjiwarl People’s native title rights and interests.
Tjiwarl is also responsible for ensuring good governance practices are maintained and that
traditional decision-making and Tjiwarl Law and Culture are at the core of substantive
decision making.
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2. Our strategic priorities
Country and Culture
Cultural heritage activities, Ranger Program, the Education Scholarship and Healthy Living
program.

Punctuation
1. Apostrophe ( ’ ) and plurals
Use apostrophes to show possession (e.g. Tjiwarl’s Rangers) and omissions (e.g. doesn’t
instead of does not).
Do not place an apostrophe before an ‘s’ if the ‘s’ is a plural, meaning it indicates more than
one person/place/thing (e.g. discussions are held at AGMs).

2. Colon ( : )
Think of a colon as shorthand for the following. It announces something to come. You don’t
have to write follow before a colon or place a dash after it.
Do

Don’t

The items are:

The items in the following list are:

3. Semicolon ( ; )
Use the semicolon to separate items or groups of items when you can’t use bullets. They are
useful when a series contains a number of items separated by commas.
A semicolon can also be used between two statements that are closely linked in meaning
(e.g. We expect approval of your application next week; the work can then start
immediately). These statements could be joined by a linking word such as ‘and’ or they could
be made into two short sentences. But neither option would produce the same emphasis or
rhythm.

4. Full stop ( . )—abbreviations and acronyms
Don’t use full stops for abbreviations or acronyms.
Place a comma before ie and eg. In formal communications, it is best to write for example
instead of eg.
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Don’t

Do
Dr

Dr.

WA

W.A.

Etc.

Etc

5. Hyphens and dashes ( - )
There are three types: hyphen (-); en dash (–); and em dash (—).
The em dash is roughly the width of a capital M. The en dash is half the width of an M dash.
Hyphen ( - )
Use a hyphen:
•

For prefixes (eg anti-, pre-, post-, semi-, co-, ex-). If a word is well known to readers,
the hyphen may be omitted;

•

For suffixes (eg -fold) when used with a numeral; and

•

When you use two adjectives to describe something and the first one governs the
second.

Do

Don’t

The technology is world class

The technology is world-class

four-fold

fourfold

50-year-old woman

50 year old woman

En dash ( – )
Use the en dash:
•

For spans of figures, time and distance

•

To show an association between words that retain their separate identities (eg. a
parent–child relationship).

If there is more than one word to be linked on one or both sides, a space should be placed
on either side of the en dash (e.g. a Tjiwarl AC and BHP project – Tjiwarl Work-Ready
program).
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Do

Don’t

200–300

200 to 300

2pm –3pm

2pm to 3pm

April–May

April to May

Em dash ( — )
Use the em dash to replace brackets, add more information or emphasise the information
that follows it (e.g. Jordyn came face to face with her crane—one of nine on the site—when
she visited the hospital last week).
The em dash is not a character on your keyboard but can be inserted as a symbol (special
character), located in the Insert menu of Microsoft Word. You can also use the keyboard
shortcut by pressing Ctrl and Alt and - (top right of the number keypad) simultaneously.

6. Quotation marks

Double(“ ”)
Use double quotation marks to show direct speech from people.
If a punctuation mark is part of the quotation, it should be inside the quotation mark.
If the punctuation mark relates to the sentence rather than the question, it should be outside
the quotation mark.
If a quotation contains a quotation, use single quotation marks for the inside quotation.
If a quotation is extended over two paragraphs, do not close the quotation at the end of the
first paragraph.
Do

Don’t

“Our Country is beautiful,” he said.

‘Our Country is beautiful,’ he said.

“Is that true?” she asked.

“Is that true”? she asked.

He described Lake Miranda as a “special
place”.

He described the Lake Miranda as a
“special place.”
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Single(‘ ’)
Single quotation marks may be used to highlight words in a number of situations, e.g. to
enclose matter introduced by expressions such as ‘entitled’, ‘marked’, ‘the term’ and
‘defined’.
Use single quotation marks when referring to the title of an unpublished document, a chapter
in a published work, an article in a periodical, an essay, a lecture, a short poem or a song.

7. Brackets ( )
Use brackets to add information that is not essential to the meaning of a sentence, but which
clarifies or expands the topic.
Keep in mind that enclosing information in brackets, as opposed to commas or em dashes,
tends to reduce the importance of the information.

8. Exclamation mark ( ! )
Exclamation marks may be used instead of a full stop at the end of a sentence to provide
emphasis.

9. Commas
Commas are your greatest asset and probably the most misused of all punctuation marks. It
is easy to misinterpret a long sentence as needing a comma, but this is not always the case.
Sometimes a long sentence needs to be shortened or a semi-colon needs to be used. A
period (full stop) ends a sentence, and a comma can be used for a small break in the words
before continuing.

Comms Tips
Once you know what you want to say, you need to know how to say it. This section provides
you with some tips on choosing your words and structuring your sentences.

1. Use the active voice
Choose active rather than passive sentences to make your document clear and accurate.
Active voice is the doing, while passive is being done to.
Lead with who is performing the action. To do this, identify the person or thing that is
performing the action and put them before the action that is performed.
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Sometimes the passive voice is acceptable and more appropriate, but don’t use it to sound
more professional.
Do

Don’t

Joe replied to your letter on 10 June 2009.

Your letter was replied to by Joe on 10
June 2009.

2. Tenses and Indirect Speech
It is important to have your tense correct in your writing and it can be difficult to structure a
longer-form piece with the correct tense – but consistency is key for your communication
materials.
Present simple: she goes
Present continuous: she is going
Present perfect: she has gone
Past simple: she went
Past simple: she was going
Past perfect: she had gone
Future simple: she will go
Future continuous: she will be going
Future perfect: she will be gone

Indirect Speech is using another person’s words in a different way, instead of quoting them
directly. This can be used to reiterate a point or say it slightly differently for a different level of
emphasis. Direct speech on the other hand, is a direct quote lifted from a source. Each
quote should have its own paragraph.

Direct Speech
“The meeting at Lake Miranda was of great
cultural significance,” she said.

Indirect Speech
She said she felt a culturally significant
connection to Lake Miranda when we met
there.
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3. Keep sentences and paragraphs short
Try to use fewer than 25 words in each sentence. Long sentences are hard to read and
usually contain more than one main idea. Aim for only one main idea for each sentence.
Short sentences also help us structure our writing. When each sentence contains only one
idea, it’s easier to work out the most logical order.
If you feel your writing is dull with too many short sentences, vary the length of your
sentences to make your writing more interesting.
The same applies to paragraphs. Short paragraphs make text reader-friendly and less
intimidating.
Too much text puts readers off. Think about how you can break it up.
Try adding:
•

Bullets

•

Tables

•

More headings

•

Lots of white space (space without any text or graphics).

4. Be positive
Use positives, not negatives. Positives are more concise and elicit a better response from
the reader.
Do

Don’t

For more information, please call me on 08
9200 3730.

Do not hesitate to call me on 08 9200 3730
if you need any further information.

5. Deal with negatives
Use one word to replace a negative phrase. Your sentences will be shorter and easier to
understand.
Do

Don’t

unable

not able

uncertain

not certain
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lacks

does not have

rarely

not often

6. Say things once
Don’t use unnecessary words. Make your sentences clearer and more concise by watching
out for these expressions:
Do

Don’t

later

at a later date

collaborate

collaborate together

trend

current trend

estimated at

estimated at about

for 10 days

for a period of 10 days

7. Which and that
Writers often confuse which and that.
Use which to add non defining information to a sentence. Leaving out the information would
not change the meaning of the sentence. Think of it as “which, by the way”. Ensure which
follows a comma.
Use that to add a defining clause to a sentence. The meaning of the sentence would change
if the clause was left out.
Do
The document that is in the printer tray is
ready to be signed. (The one on the desk
still needs to be checked.)

Don’t
The document, which is in the printer tray,
is ready to be signed.
OR
The document is ready to be signed. It is in
the printer tray
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8. Spelling
Spelling should follow The Australian Concise Oxford Dictionary.
Do

Don’t

recognise, organisation, standardise

recognize, organization, standardize

enquiry

inquiry

centre, metre

center, meter

colour

color

travelled

traveled

Grammar and Syntax
It is important to use simple and contemporary language when we are communicating with
our audience and whenever possible, always choose simple words instead of complicated
language. Simple language relies heavily on grammar and syntax and for clarity of
communication, so it is important this is done correctly. Good writing depends on a good
grasp of grammar, so understanding grammar is pivotal for being a good communicator.

Word Classes
Understanding the parts of a sentence can be broken down into each separate word
classification. Below are the word classes and the rules which determine which word to
choose, when.
Nouns: describe ‘things’ – these things could be a person, animal, place, idea, emotion etc.
Pronouns: this is instead of a noun – pronouns include I, me, him, who, they, it, mine etc.
Verbs: a verb is a doing or ‘action’ word – verbs include stand, run, walk etc.
Adverbs: adverbs describe verbs, adjectives or other adverbs – such as run becomes
running and the ‘ing’ is the adverb.
Adjectives: an adjective describes other words – in ‘she has a lovely and vibrant smile’,
lovely and vibrant are the adjectives
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