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INTRODUCTION

INTRODUCTION
1.

What is the DEG Standard Styles Framework?
Law firms and other organisations often have formatting problems when they
collaborate on legal agreements using Microsoft Word. Adopting a standard naming
convention can reduce the problems and make document production more
efficient, without changing the unique appearance of each firm's documents.
Legal agreements often contain complex numbering schemes and other advanced
Word formatting. Law firms and others collaborating on legal agreements often face
problems when working on documents created by another organisation.
The Document Excellence Group (DEG) has been working on a project to try to
reduce these problems. Its aims are to make it easier to work with legal agreements,
by creating standard style names and a better style structure.
If all organisations adopted a standard naming convention for their styles, this would
reduce the problems in copying and pasting content between documents. It would
also mean you could work on another organisation's documents in a similar way to
your own. For example, you could use the same shortcut keys and toolbar buttons as
on your own documents.
The DEG has published its recommended list of style names for legal agreements (see
Appendix A). These names are designed to be meaningful – so each name suggests
what that style is for and where to use it in the document. For example, "Level 1
Heading", "Level 1 Number", "Definition" or "Schedule".
Organisations adopting these standards can add their own extra styles, if necessary,
but should not replace or re-name any of the recommended ones if they want the
ease of collaborating with other organisations using DEG styles.

2.

Does this mean all documents will look identical?
No, the framework does not dictate the formatting used within the style (Fonts,
indents, numbering style, spacing, etc.). Each organisation adopting the standard
styles can set them to its own house style, numbering schemes, branding and layout.
Only the style names need to be uniform in order to improve collaboration. In the
longer term, we expect less training will be needed as awareness and use of these
styles increases.

3.

Style structure
The recommended standard style structure encourages best practice when using
Microsoft Word for legal agreements. If implemented in the recommended way, the
style structure should provide the flexible and stable numbering you require whilst
avoiding direct paragraph formatting and Restart Numbering. That saves editing
time, but it also prevents the increased List Templates in Word 2003 and earlier
versions, which could eventually cause documents to corrupt.
The DEG style structure includes:



Definition styles – with these, you don't need to re-number definition
subparagraphs.
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4.



Numbered heading and numbered paragraph styles – this gives you more
flexibility in legal agreements, so you can have a mixture of numbered headings
and numbered paragraphs in the same document. At present, most users have
to choose to number either the headings or the paragraphs and keep to the
same system throughout a document.



A set of styles for numbering in schedules – with this, you don't need to restart
numbering in each schedule. It also gives you a choice of which levels to include
in the table of contents. The structure even caters for more complex documents
with different numbering schemes in different schedules and for schedules
containing an entire separate document with its own table of contents.



Table of Contents - you can then generate a table of contents which
automatically includes the headings but excludes the numbered paragraphs, this
can also help you to navigate documents, move paragraphs and apply
formatting.

Assumptions
This document assumes the following:



Styles will be created in Microsoft Word 2010 or later



You have some knowledge of creating styles and are familiar with the



You are starting from scratch with a blank document rather than modifying
documents with styles and numbering schemes already in place



Style numbering schemes can have no more than nine levels1



Where you have a heading and numbered paragraph option at the same level,
the numbering style (e.g. 1.1) and any indent/tabs are the same for both. Other
formatting such as bold, font colour/size, keep with next, followed by, can and will
often be different.

This document is not intended to suggest any formatting or specific numbering styles
options as we recognised each firm will have their own preference. It is intended to
describe how to create numbering schemes using the DEG style names.
This document only focuses on creation of styles using the DEG framework either in a
Microsoft Word document or template. It does not include guidance relating to other
features required to complete a template including (but not limited to) setting page
layouts, theme fonts and colours, headers and footers, table styles language settings
and creating building blocks.

5.

General good practice
The following best practice should be followed:



Assign the Body and Heading category of your theme font create separate
numbering schemes to work with different areas of your document. For
example, one scheme for main numbering, and others for schedules and
definitions. As we work through how to set up styles we will also make
recommendations.

1

This seems an obvious assumption but there have been requests to Microsoft to increase the number of levels
available in one scheme.
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As with many features of Microsoft Word, there is more than one method for
producing numbering. We have tried to include other methods that could be used
and explain why we have chosen one method over another. However, there may be
methods that you use and we have not included – that does not mean that your
method is wrong.

6.

Planning your styles
It is important to plan the look and feel of your style set as much as possible before
building it. Obviously, the font, font size and line spacing are important although
some of these things can be changed easily if the styles are created correctly.
The main things to consider for all styles are:



Font – Font, Font Size, Other Font Options (e.g. Bold, Italics, All Caps, etc)



Paragraph – Line spacing, indents, spacing before and after paragraph, Keep
With Next and Widow and Orphan options. Also consider whether any styles need
to be specifically assigned an Outline Level Number.



Style for the Following Paragraph – when you create styles you can specify what
style should be assigned after a specific style when the user presses return.



Numbering - for numbering you should ask the following questions. What styles of
numbering do you need, do you want to use legal numbering (e.g. 1., 1.1, 1.1.1
etc) or another numbering scheme. How many levels do you need to include?

It's a good idea to create a Styles Check List. Although it takes a while it does mean
that you have (a) something to test against, and (b) a record of what you want to
achieve. An example of a Styles Check List is included as Appendix B.

STYLE BASICS
7.

Setting default styles
Before you start defining any styles in a document it is good practice to set your
default style. This is usually set to be the most common formatting used in the
document, and is the formatting used when using the "Style based on (no style)"
option. Set Defaults is available on the Manage Styles tab on the .
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So, for example, if the majority of your document is going to be justified, then set the
alignment here rather than in Normal or other styles used as a basis for other styles.
We recommend that Set Defaults is used to define the Normal style rather than
modifying the Normal style to be different to the defaults. If they are different, you
can have some unexpected paragraph spacing issues when you are creating table
styles (not included in this guide).

8.

Creating "general" styles
For the purpose of this document "general" styles are ones which do not have
numbering associated with them. A number of styles in the DEG framework use the
names that already exist as Microsoft Word built-in styles. Modify these styles to apply
the formatting you require. Create new styles using the following method:
a.

Select the New Style button from the bottom of the .

b.
c.

Enter the required name.
Select the required Style Type.
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d.
e.

f.
g.

h.

Select the style you want this style to be based on.
Select the Style for the following paragraph. The style you
want for the following paragraph may not exist yet, so
remember to modify the style later when this is the case.
Click on the Format button. You can then set any
formatting options for font, paragraph, tabs, etc.
Select or deselect Add to Quick Style list as required. Styles
you create are automatically added to the Quick Styles
List.
Select or deselect Automatically update. This is not
generally recommended.

We recommend that you select Only in this document rather than New documents based
on this template. If you are changing the numbering scheme for the template, our advice
would be to amend the systems in the template directly, rather than a document based
on the template.

In Legal Documents, Body Text 1, Body Text 2, etc. are usually used for unnumbered
indented paragraphs. Some firms choose to use Body Text 1 to line up with the indent level
of Level 1 numbering, Body Text 2 for Level 2 etc. Other firms choose to use Body Text 1 for
the first indent level, Body Text 2 for the second indent etc. The method you choose should
be what you think will work best for your organisation.

9.

Explaining alternative level numbering
One of the criticisms lawyers have of legal house style is the inflexibility: for example,
level 2 numbering is either a heading or a numbered paragraph but they can't have
both. This is also one of the common causes of document issues and inefficiencies
owing to frequent use of direct formatting or users attempting to modify styles using a
wrong method.
DEG Standard Styles provides the flexibility that lawyers crave with both a heading
style and a numbered paragraph style being available at the same level. In order to
achieve this, the styles need to be set up in a specific way with some styles forming
part of the numbering scheme and an alternative style at the same level based on
those styles.
For example, Level 2 Number can form part of the numbering scheme, and Level 2
Heading is based on that style.
Before you begin creating these styles, decide which style at each level is going to
be part of the numbering scheme and which is going to be the alternative. You can
use the most commonly used style in the numbering scheme, but that is not always
obvious and you do not have to use that method. It is unlikely that you will need
headings for every level of numbered paragraphs that you have, so include the
numbered paragraph version in the numbering scheme and only create the
alternative headings required.
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Map out which styles are part of the scheme and which are the alternatives, e.g.
Level

Styles in the numbering scheme

Alternative styles

Level 1

Level 1 Heading

Level 1 Number

Level 2

Level 2 Number

Level 2 Heading

Level 3

Level 3 Number

Level 3 Heading

Level 4

Level 4 Number

Level 4 Heading

Level 5

Level 5 Number

Level 6

Level 6 Number

Level 7

Level 7 Number

Level 8

Level 8 Number

Level 9

Level 9 Number

In Legal Documents, Body Text 1, Body Text 2, etc. are usually used for unnumbered
indented paragraphs. Some firms choose to use Body Text 1 to line up with the
indent level of Level 1 numbering, Body Text 2 for Level 2 etc. Other firms choose to
use Body Text 1 for the first indent level, Body Text 2 for the second indent etc. The
method you choose should be what you think will work best for your organisation.

CREATING YOUR MAIN NUMBERING SCHEME
10.

Creating styles with numbering
Before we start applying numbering to our styles, we need to create new styles for the
styles listed in the "Styles in the numbering scheme column above". Do this in the way
described in 8 above: assign general formatting and settings to them e.g. Style for the
Following Paragraph, etc., line spacing, keep with next, font formatting.
Do NOT set tab, indent or numbering to these styles as this will be managed through
the numbering scheme settings rather than the style settings.
Once this is done you are now ready to apply numbering to these styles.

10.1

Methods of applying Multilevel Numbering
There are two methods of applying multilevel numbering in Microsoft Word: Use a
Multilevel List or use a List Style. There are advantages and disadvantages to each. If
you need users to restart numbering at a number other than 1 using the alternative
(right) click menu, then List styles won't work for you; there are other methods to
restart numbering if you prefer the List Style method. In this section we will describe
the List Styles method, as after the initial screens the remainder is the same as
Multilevel numbering. Think of a List style to be a container for all multilevel schemes.
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10.2

Setting up List styles
On the Home tab, select Define New List Style from the Multilevel List drop-down
menu.
.

If you prefer to create a Multilevel List, select Define New Multilevel List instead.

You can also create a new List style using New Style on the , and selecting List from Style
type:

The only difference is that the dialog will be headed "Create New Style from Formatting"
rather than "Define New List Style".
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The following dialog box will be displayed:

a.
b.

Enter the required Name for the style – remember that this is the name of the
List Style so it's important to make it meaningful.
Select the Format button and select Numbering. The following dialog box will
be displayed.2

Note that changing the formatting on this screen (or using the Font button the Modify
Multilevel list screen) applies formatting to the number only. Beware that this can be
difficult to undo, so should only be used if you e.g., want the number to be bold for both
the Level Heading and the Level Number for any particular level.

2

The options on this dialog are the same as the ones you would see if you had chosen to create a new Multilevel list
rather than List Style.
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c.

Click on More>>. The dialog box will be expanded to display the following:

d.

Setting the Format for each level:

e.

In this section of the dialog box you can choose the level of numbering you
want to format (from level 1 – 9).
Click on the numbering level you want to format.
Select the required option for this level from the Numbering style for this level
drop-down list. Once you do this you will see that the selection is updated in
the Enter formatting for number box.
Manually change the required format for the selected number style – for
example, surrounding brackets, followed by a full stop, no other text, etc.

f.
g.

h.
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It is possible to change the font at this point but remember this only applies to the number
itself so would only be used if you wish the number to be in a different font from the test
that follows it. Note that if you do this, it can be difficult to undo and can also impact the
alternative style for that level.
10.3

Including Numbers from the Previous Level
This will allow you to include numbers from the previous level. For example:
1.

This is level 1 numbering

1.1

This is level 2 numbering

2

This is level 1 numbering

2.1

This is level 2 numbering

a.

Click on the include level number from drop-down:

b.

Select Level 1.

As more levels are defined in the numbering scheme you will see additional levels to
choose from in this list.

Make sure the Insertion Point is positioned in the correct place (i.e. before the number in
the Enter Formatting for Number box).
10.4

Setting the Position
a.
b.
c.
d.

Choose the number alignment. For most
numbering schemes this would be Left.
Set the alignment. You will need to set the
Aligned at position and the Text indent at.
The Aligned at position will dictate where the
number physically appears on the page.
The text indent at position will dictate the
distance between the number and the text.
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10.5

Setting the Position for all levels
a.

Clicking on this button will set the indents to every level
to the same distance as the first one e.g. if you set the
first level at 0 at the left and 1.25 indent then level 2 will be set at 1.25 at the
left and 2.5 as the indent, the third as 2.5 at the left and 3.75 as the indent and
so on.

If every numbering level is indented by the same amount each time, it is possible to set all
the indent levels in one go. However, for legal agreements this is unlikely to be the case
and choosing this option may mean redoing any indents you have already set.
10.6

Choosing what to Follow the Number With
a.
b.

10.7

You can choose to follow the number with a Tab
character, Space or Nothing.
If you choose Tab character you can specify the
position of the tab character. This would normally be
the same as the text indent, so if this is the case, make
sure Add tab stop at is unticked and Word will automatically set it to be the
same as the text indent.

Linking the Style to the Number
The styles created at the beginning of this process now need
to be linked to the relevant number level. This creates the link
between the actual style and the number level.
a.
b.
c.

Click on the Link level to style: drop-down and select
the required style.
Do this for every level in the numbering scheme.
If your Level 3 is in the form of 1.1.1, when you choose
the Include Level Number the drop-down will show more than one Level, e.g.:

Select Level 1, then the Level 2 before adding in the Level 3 number format and
remember to add any required punctuation or spaces.
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11.

Creating the alternate styles
Now that you have created your numbering scheme for the styles which are included
in the numbering scheme (the ones listed in the first column of the table in 9 above)
you can create the styles in column 2.
To do this, create a new style from the . Give the style the correct name and in Style
based on: select the name of the style at the same level in the numbering scheme.
For example, if Level 2 Number style is in the numbering scheme, you will base the
Level 2 Heading style on Level 2 Number.
Add any formatting which is different to the style you are basing on (e.g. adding bold
and keep with next to a heading style).
Do this for each of the alternative styles for that numbering scheme. OTHER
NUMBERING SCHEMES.
A new List Style or Multilevel list will be required for each different numbering scheme
within the documents. This section includes further information and other things to
consider when creating these numbering schemes.

12.

Schedules
We would recommend that the Schedule numbering scheme includes Schedule and
Part as well as the numbering used within Schedules. This is so that the number will
restart after every new schedule rather than having to manually restart the schedule
numbering.
Note: The one thing to look out for is any cross-references between the main part
of the document and the Schedules. If these are contextual, these may show as
e.g. "Schedule 23.2", rather than 3.2. In native Word, the easiest way to fix this is to
edit the field code (select cross-reference and press Shift+F9). The field code will
either have a "\r" or "\w" switch; change this to "\n" and update the crossreference.
When planning your alternatives for Schedule numbering, your table may look like
this:
Level

Styles in the numbering scheme

Alternative styles

Level 1

Schedule

Level 2

Sub Schedule

Level 3

Part

Level 4

Sch 1 Heading

Sch 1 Number

Level 5

Sch 2 Number

Sch 2 Heading

Level 6

Sch 3 Number

Sch 3 Heading

Level 7

Sch 4 Number

Sch 4 Heading

Level 8

Sch 5 Number

Level 9

Sch 6 Number
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Sub Schedule style is used where you have a complex document where a Schedule
may be in the form of a document with its own Schedules. This enables numbering to
restart after the Sub Schedule style. You can choose to include these styles in the
Table of Contents (generally at level 2).

13.

Definitions
Firms deal with definitions in a variety of ways. Some have definitions in tables and
others in paragraphs, some number the main "Definition X means" paragraphs; others
do not number the main definitions but may have numbered paragraphs within a
definitions.
The standard style names can be used with any of these different kinds of numbering.
Where definitions are not numbered, create the Definition style to apply to these
paragraphs, and include them in a new numbering scheme with Definition at the top
level, but with no numbering applied. This means that you do not need to use restart
numbering for the sub-definition numbering.

14.

Parties and Background
It can be useful to have a numbering scheme for parties or background. This is
particularly useful where you may have schedules containing separate documents.
Again, setting up this scheme avoids having to restart numbering. To do this, include
the Intro Heading style in the scheme at the top level without any numbering. This
style is used as a way of restarting the numbering.

15.

Extending the standard style schemes
Each organisation will have some formatting which may not be included in the
standard styles list but is useful to help with efficiency. There are no restrictions to
adding your own additional styles. We recommend that where you do, you use a
naming convention where it is fairly obvious what the style should be used for.
Examples where firms have extended the styles:
a.
b.
c.

16.

Appendix numbering
Dual language documents where you have separate numbering schemes to
work in the second language
Using them with correspondence as well as legal agreements

Modifying an existing numbering scheme
There is more than one method to modify a numbering scheme. Two methods are
described here.

16.1

Method one
This method can be used to modify any numbering scheme used in your document,
but is only is applicable if you used List Styles rather than Multilevel list in 10.2 above.
a.
b.
c.

Click on the Multilevel List drop-down.
Right click on the List you want to modify from the List Styles gallery.
Select Modify.
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16.2

Method two
This method only modifies the numbering scheme on the numbered paragraph
where your cursor is positioned but can also be used for multi-level list numbering.
a.
b.

Alternative (right) click on the numbered paragraph
Select Adjust List Indents…

In both cases you will see:

c.

You can select Format, Numbering to modify any specific numbering settings.

Do NOT try to modify numbering applied to a style by using the to modify the styles.
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ORGANISING AND WORKING WITH STYLES
17.

Quick Style Gallery
Once all the styles have been created it is a good idea to review the Quick Styles
Gallery and also the (see Point 18 below).
To Add or Remove a Style from the Quick Styles List.
a.
b.
c.

Right click on the required style in the .
Select Add to Quick Style Gallery if the style is
not currently on it
Select Remove from Quick Style Gallery if the
style is currently on it and you wish to remove it.

The styles that appear on the Quick Style List also travel with the document, so this is what
external recipients will see when they open and work on your document.

18.

Styles Task Pane

18.1

Reordering Styles on the Task Pane
Not only does this make it easier for users to choose the styles they want but it allows
you to hide styles that you do not want users to access.
a.
b.

Click on the Manage Styles button at the bottom of the .
Select the Recommend tab. The following will be displayed:
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c.
d.

Select the required style. It is possible to select more than one style at a time
(i.e. groups of styles) by using the CTRL and SHIFT key in the normal way.
First set whether you wish to Show or Hide the selected styles.



Show will ensure the style is shown on the



Hide will ensure the style is hidden on the when Recommended styles
are displayed.



Hide until used will only show the style if the user applies it while working
with a document.

When choosing which styles to show or hide, think about which styles the user may need to
apply. You can now set the priority for how the styles will be displayed using the following
buttons.



Move up or Move Down – this will move the selected style(s) up or
down the priority list and adjust the number accordingly.



Make Last – this will move the selected style(s) to the end of the priority
list.



Assign Value – this button will allow you to assign a specific value to
the selected style(s) to control the position it/they will appear at. When
you click on this button the following dialog box will be displayed.

Enter the required value (between 1 and 100). If you assign the number
100, the style will automatically be assigned "last".
18.2

Grouping styles
It is recommended that you group styles together when ordering them on the . For
example, numbering styles, definitions styles, schedules, etc. However, if a style is
assigned the same number as another style they will automatically appear in
alphabetical order. To ensure your grouping is as flexible as possible we recommend
that you leave gaps between the groups so that individual styles can be reordered if
necessary.
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For example, if you group all the Schedule Styles together with priority 60 the order
would be:



Part



Sch 1 Heading



Sch 1 Number



Sch 2 Heading



Sch 2 Number



Sch 3 Heading



Sch 3 Number



Sch 4 Heading



Sch 4 Number



Schedule



Sub Schedule

Logically you would probably want the Schedule and Sub Schedule to be above the
Scheduling numbering.
Because you have left a gap in the numbering you can now assign the Schedule
style a priority of 58 and the Part and Sub Schedule style a priority of 59. The order
would then be as follows:



Schedule



Part



Sub Schedule



Sch 1 Heading



Sch 1 Number



Sch 2 Heading



Sch 2 Number



Sch 3 Heading



Sch 3 Number



Sch 4 Heading



Sch 4 Number
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19.

Navigation Pane
The Navigation Pane (shown right) can be used to move to
specific sections of the document that have been assigned
as an Outline levels in the Paragraph format dialog box.
You can do this when you are creating the style or add it
through the modify option. In this way you can control which
Styles are included. For example, you may want to include
Level Heading 1 and Level Heading 2 but not any of the other
headings nor the Level Numbers.
From the Create New Style or Modify Style dialog boxes select
Format, Paragraph. Set the Outline Level from the drop-down
list. If you do not wish a style to be included ensure the Outline
Level is set to Body Text.

Where styles are used in a Table or a Text box, they will not appear in the Navigation Pane.
19.1

Expanding and collapsing levels
You will see that some of the sections are expanded to show the second level of
number. This is controlled by the arrow beside the heading. This is a toggle switch –
clicking on the arrow once will expand the section and clicking on it again will
collapse it.

19.2

Navigating using the headings
To move from section to section you can just click on the relevant heading on the list.
Although it is possible to use the Navigation Pane to reorder sections by dragging and
dropping items, this is not recommended for legal agreements as it can damage the
automatic cross-referencing.

20.

Including Styles in Table of Contents

20.1

Using Outline levels
If you use the outline level switch (\o) for generating your Table of Contents any styles
can be included in the Table of Contents by setting the Outline Level in the
Paragraph options as described in Navigation Pane above. For example,
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20.2

Using style names
Using the styles switch (\t), is a little more complicated but can provide extra
flexibility.
For
example, you could include the TOC Heading style in the Navigation Pane so users
can easily navigate to that page, but not include it in the Table of Contents.

21.

Assigning shortcut keys
Shortcut keys can be assigned to any styles and this is particular useful with
numbering styles. You can do this when you are creating the style or add it through
the modify option.
From the Create New Style or Modify Style dialog boxes, select Format, Shortcut key.
The following dialog box will be displayed.

Press the keys you wish to assign in the Press new shortcut key box. If the key
combination is currently assigned to another function this will be shown next to
Currently assigned to: If this says [unassigned] then the key combination is not
currently assigned to anything else.
Be careful you don't use key combinations that are currently assigned to built-in
Word functionality.
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APPENDIX A: DEG NAMING CONVENTION

1st page
Above operative part

Contents
page

Cover page

Place in
document

Proposed style
name
Cover Document
Title

Agreement name – used for the name of the agreement

Cover Date

Used for the word Dated… on the front cover – on engrossment
, date written by hand
Name of parties on cover page used for each party name on
the front cover of the document. May be numbered or
unnumbered

Cover Party Name

Cover Party Role
Cover Text

Used for a more detailed document description

ToC Heading
ToC Sub Heading

Style for the heading at the top of the Table of contents page
Style for any sub headings on the Table of contents page (such
as "Clause ", "Page", "Schedule" etc

ToC1 - 9

Word built-in styles for Tables of contents

Intro Heading

For unnumbered headings such as "Parties", "Recitals"
"Background" "Operative Part". Usually at the margin
Used for (numbering) the parties on the first page of the
document. Different style used because they may have a
different format from cover page

Parties 1

Parties 2

Designed for sub-numbering of parties (e.g. a list of parties,
together the Purchasers)

Background 1

Used for (numbered) recitals (or background or introduction)
paragraphs

Background 2

For sub-paragraphs of recitals
Outline numbered paragraph used as a heading (and usually
included in table of contents). Often numbered 1

Level 1 Number

Operative Part–
main numbering

Party Role – if on separate line (e.g. the Lender) (optional)
Designed for words such as "between" and "and" used on cover
sheet

Cover Document
Description

Level 1 Heading

Operative part
Other styles

Style description/purpose/comments

Level 2 Heading

Numbered paragraph at level 1
Next level of numbering – used for heading. Often numbered
1.1

Level 2 Number

A numbered paragraph at second level (e.g. 1.1)

Level 3 Heading

Next level of numbering – used for headings. Often 1.1.1 or (a)

Level 3 Number

Numbered paragraph at level 3

Level 4 Heading

Next numbering level as a heading

Level 4 Number
Level 5 Number to
Level 9 Number

Numbered paragraph at level 4
Numbered paragraphs at level 5- 9

Body Text

Body Text – used for paragraphs typed at the margin. In
standard font and standard size

Body Text 1

Indented unnumbered paragraph – level of indent to be
consistent with unnumbered paragraph following Level 1

Body Text 2 - 9

Same as Body Text 1, with indent consistent with the numbering
level that the style follows
For defined terms. This is often unnumbered but may have
numbered sub-paragraphs so should be set up as a set of styles
Can be used as a character style to embolden defined words
or for defined terms if a table format is used.

Definition
Definition Term
Definition 1

First level of definition sub-numbering. Often (a)

Definition 2

Second level of definition sub-numbering. Often (i)
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Place in
document

Proposed style
name
Definition 3
Definition 4

Other
Styles

Schedules

Section

Style description/purpose/comments
Third level of definition sub-numbering. Often (A) but rarely
used.
Fourth level of definition sub-numbering. Often (1) but rarely
used.
Numbered heading which works independently of other
numbering in operative part (common in Loan Market
Association documents.)

Notes

For putting notes to users/clients in the body of the agreement

Schedule
Part

For the main heading to a schedule
For sub parts to a schedule (Part A, Part B etc)
Should be similar to Operative part – i.e. Numbered headings at
several levels

Sch 1 Heading
Sch 2 Heading, etc.
Sch 1 Number
Sch 2 Number
Sch 3 Number
Sch 4 Number, etc.

Used for numbered paragraphs in schedules.

Sub Schedule

For the documents where a Schedule is the form of a
document in its own right with its own schedules (e.g.
agreement for lease with lease as a schedule; banking loan
agreement with form of guarantee agreement as a schedule)

Appendix

This can be used for numbering Appendix. Where the word
"Annex" is used instead of Appendix, the Appendix style can still
be used and defined with the word "Annex".

Execution

To be used for formatting the execution clauses
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APPENDIX B: DEG STYLES PLANNING LIST
Style Name

Required

Font Settings

Paragraph Settings

Tab Settings

Shortcut Key

Other

COVER STYLES
Cover
Document Title
Cover Date
Cover Party
Name
Cover Party Role
Cover Text
Cover
Document
Description
TABLE OF CONTENTS
Toc Heading
Toc Sub Heading
TOC 1
TOC 2
(add further rows for other TOC levels if required)
PARTIES, BACKGROUND AND INTRO HEADING
Intro Heading
Parties 1
Parties 2
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Style Name

Required

Font Settings

Paragraph Settings

Tab Settings

Shortcut Key

Other

Background 1
Background 2
MAIN NUMBERING
Level 1 Heading
Level 2 Heading
Level 3 Heading
Level 4 Heading
(add further rows for other heading levels if required)
Level 1 Number
Level 2 Number
Level 3 Number
Level 4 Number
Level 5 Number
Level 6 Number
Level 7 Number
Level 8 Number
Level 9 Number
BODY TEXT
Body Text
Body Text 1
Body Text 2
Body Text 3
Body Text 4
Body Text 5
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Style Name

Required

Font Settings

Paragraph Settings

Tab Settings

Shortcut Key

Other

(add further rows for other body text styles if required)
DEFINITIONS
Definition
Definition Term
Definition 1
Definition 2
Definition 3
(add further rows for other definition styles if required)
SECTION AND NOTES
Section
Notes
SCHEDULE NUMBERING
Schedule
Sch 1 Heading
Sch 2 Heading
Sch 3 Heading
Sch 4 Heading
(add further rows for other heading levels if required)
Sch 1 Number
Sch 2 Number
Sch 3 Number
Sch 4 Number
Sch 5 Number
Sch 6 Number
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Style Name

Required

Font Settings

Paragraph Settings

Tab Settings

Shortcut Key

Other

Part
Sub Schedule
APPENDIX AND EXECUTION
Appendix
Execution
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APPENDIX C: NUMBERING STYLES CHECK LIST
Formatting for Numbering Styles
Numbering Level

Left

Hanging

Line Spacing

Space After

Level 1
Level 2
Level 3
Level 4
Level 5
Level 6
Level 7
Level 8
Level 9
Numbering Styles Setup
Style

Based On

Level 1 Heading

Body Text

Level 1 Number

Level 1 Heading

Level 2 Heading

Level 2 Number

Level 2 Number

Body Text

Level 3 Heading

Level 3 Number

Level 3 Number

Body Text

Level 4 Heading

Level 4 Number

Level 4 Number

Body Text

Level 5 Heading

Level 5 Number

Level 5 Number

Body Text

Level 6 Heading

Level 6 Number

Level 6 Number

Body Text

Level 7 Heading

Level 7 Number

Level 7 Number

Body Text

Level 8 Heading

Level 8 Number

Level 8 Number

Body Text

Level 9 Heading

Level 9 Number

Level 9 Number

Body Text

Style for Following
Paragraph
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Formatting for Schedule Numbering Styles
Numbering Level

Left

Hanging

Line Spacing

Space After

Level 1
Level 2
Level 3
Level 4
Level 5
Level 6
Level 7
Level 8
Level 9
Schedule Styles Setup
Style

Based On

Schedule

Body Text

Part

Body Text

Sch 1 Heading

Body Text

Sch 1 Number

Sch 1 Heading

Sch 2 Heading

Sch 2 Number

Sch 2 Number

Body Text

Sch 3 Heading

Sch 3 Number

Sch 3 Number

Body Text

Sch 4 Heading

Sch 4 Number

Sch 4 Number

Body Text

Sch 5 Heading

Sch 5 Number

Sch 5 Number

Body Text

Sch 6 Heading

Sch 6 Number

Sch 6 Number

Body Text

Sch 7 Heading

Sch 7 Number

Sch 7 Number

Body Text

Sch 8 Heading

Sch 8 Number

Sch 8 Number

Body Text

Sch 9 Heading

Sch 9 Number

Sch 9 Number

Body Text

Style for Following Paragraph

How to set up Standard Styles | 27

