
List of plain English words 
 

Legalism Plain English 

As to About, of, by, for, in 

Bring an action against Sue 

Herein In this 

Inasmuch as Since, because 

Instant case Here, this case 

In the event that If 

Not less than At least 

Prior to Before 

Pursuant to Under, by, in accordance with 

Said (adjective) The, this, that 

Same (pronoun) It, them 

Subsequent to After 

Such That, this, those, the 

Thereafter Later 

Therein In it, in them, inside 

Conduct an examination of Examine 

Make provision for Provide for 

Submit an application  Apply 

Take into consideration Consider 

An adequate number of Enough 

A number of Many, several 

At the present time Now 

At the time when When 
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Legalism Plain English 

During the course of During 

For the reason that Because 

In the event that If 

Is able to Can 

Notwithstanding the fact that Although 

On a daily basis Daily 

On the ground that Because 

Until such time as until 

 

 Put the more important before the less important 

 Put the broadly applicable before the narrowly applicable. 

 Put rules before exceptions 

 Minimise definitions.  If you have more than just a few, put them in a schedule at the end 
- not at the beginning 

 Delete every shall (“has a duty to”) 

 Don't use provisos (provided that) (it has been said to be equivalent to if, except and 
also) 

 Replace and/or wherever it appears (about half the time it really means quota “or” and 
about half the time it means “and”.  Examine the sentence closely and decide what you 
really mean)  

 Prefer numerals, not words to denote amounts.  Avoid word - numeral doublets 

 Spell out the numbers 1 to 10 only.  For 11 and above, use numerals 

 For Rand amounts in millions and billions, use a combination of numerals plus words for 
round numbers (R3 million) and numerals for other numbers (brackets R3,548,777.88) 

 For a percentage, use numerals and a percentage sign 

 Spell out a number that begins a sentence 

 Unless you’re preparing mathematical figures in a column, omit “.00” after a round 
number 

 Highlight ideas with attention-getters such as bullets 

 Don't use all capitals 

 For a long document make a table of contents 


