
10.
DRAFTING MANUALtc ".i.DRAFTING MANUAL"
INTRODUCTION AND PROCESSING OF LEGISLATIONxe "DRAFTING MANUAL:MECHANICS OF INTRODUCTION AND PROCESSING OF LEGISLATION "
(Part I)

A.
INTRODUCTION OF BILLSxe "DRAFTING MANUAL: MECHANICS OF INTRODUCTION AND PROCESSING OF LEGISLATION:INTRODUCTION OF BILLS "
A draft is introduced and becomes a bill by the action of the Senator handing the Chief Clerk an original copy.

DRAFTING MANUAL PROCESS
After introduction, the bill is printed up by the Chief Clerk.  Bills are printed in a uniform style, with lines numbered on punched paper which fits a ring binder.

Bills are seldom reprinted after amendment with the exception of the committee or floor substitutes.

After the bill is printed, it is distributed to members of the Senate and to any student requesting a copy.

B.
MECHANICS OF INTRODUCTION AND PROCESSING OF LEGISLATION 
PROCESSING OF THE BILL AFTER INTRODUCTION xe "DRAFTING MANUAL: MECHANICS OF INTRODUCTION AND PROCESSING OF LEGISLATION:PROCESSING OF THE BILL AFTER INTRODUCTION "
The original bill is the one that makes the journey through committee action, undergoing consideration by the Senate and the eventual recopying into final form which is called the "enrolled and engrossed bill."

After its introduction and first reading by title, the original bill is delivered to the committee to which the bill is referred.  Committee amendments, together with all amendments, are attached to this bill when it is reported.  It is then delivered to the Senate Clerk for final typing.  The enrolled and engrossed bill is signed by the President of the Senate and is delivered to the President of the ASNMSU.

A substitute bill may be submitted by a committee for a bill referred to the committee, or a floor substitute may be introduced from the floor.  The form for typing a substitute bill is the same as for the bill prepared for introduction, except that the heading states that it is either a committee or floor substitute for a named bill; and, since there is no introducing member, the phrase "INTRODUCED BY" is left blank.  Example: 

SENATE FINANCE COMMITTEE SUBSTITUTE FOR

BILL #0

TYPES OF LEGISLATIONxe "DRAFTING MANUAL: TYPES OF LEGISLATION  "
(Part 2)
A.
BILLSxe "DRAFTING MANUAL: TYPES OF LEGISLATION:BILLS"
A bill is in the form used to propose laws.  It is the only form which carries the phrase "AN ACT" in its title and the enacting clause.  Bills, in order to become law, must be passed by the Senate and signed by the ASNMSU President.  The Senate may override the ASNMSU President's veto by a two-thirds vote of the members present after the bill is vetoed and returned. 

If the ASNMSU President fails to act on a bill within two weeks after receipt of it, it is enacted into law as though the President signed it, unless the Senate prevents its return by its adjournment for the year. 

Bills may create, empower, impose duties or obligations, prohibit acts, confer powers or privileges, appropriate money, or any combination of these.  Bills may be broadly classified according to the manner in which they solve legislative problems.  These classifications are not mutually exclusive, and most problems may be solved by any one or a combination of two or three methods.  The classifications are: 1) original enactments; 2) amendatory acts; 3) repealing acts, and; 4) acts which revise or codify.

Original enactments cover some situations which have not yet been covered by law, or some situations in which it is desired to repeal the existing law and replace it with a new law.

Amendatory acts are ordinarily used when the change is slight and can be achieved by changing words, phrases, or sections within the framework of the existing statutes.

Repealing acts are used when it is desired to withdraw from a certain field or remove conflicts.  At times, repealing acts have been used to extract the teeth from existing statutes or change their effect by repealing one of several independent sections.  From a drafting viewpoint, this is an expedient method of achieving a result.

Codification or revision of the laws is aimed at cleaning up the statutes and re-passing them in better form.

B.
RESOLUTIONSxe "DRAFTING MANUAL: TYPES OF LEGISLATION:RESOLUTIONS "
A resolution is a formal declaration of the legislature concerning some subject which it either cannot or does not wish to control by law.  Resolutions are either constitutional, simple, joint, or procedural Depending upon the form of the resolution, the resolving clause either follows the title or follows a series of "WHEREAS" paragraphs.

A constitutional resolution is a declaration by the Senate.  It is used to declare a referendum proposing amendments to the ASNMSU Constitution.  When the constitutional resolution proposes an amendment to the Constitution, the resolving clause appears two lines before the title:

BE IT RESOLVED BY THE SENATE OF THE ASSOCIATED STUDENTS OF NEW MEXICO STATE UNIVERSITY:

Each section of the ASNMSU Constitution proposed to be amended appears within a separate section in the body of the constitutional resolution.  Example:

Section 1.
It is proposed to amend Article 3, Section 1 of the ASNMSU Constitution to read: 
"Senate membership shall be based on enrollment of the individual undergraduate 
colleges and the school of graduate students within the University."

Section 2.
It is proposed to amend Article 3 of the ASNMSU Constitution to read: "In the 
spring semester of each year the Senate shall fix the number of senators to be 

elected in the general elections." 

Section 3.
It is proposed to amend Article 3 of the ASNMSU Constitution by adding a new 

Section 14 to read: "No person over the age of ninety-nine is eligible to serve as 

a senator."

According to the ASNMSU Constitution, before becoming effective as a provision of the Constitution, a constitutional resolution must be expressly approved by the President of NMSU or designee, as well as being approved by two-thirds (2/3) of the Senate and a majority of those ASNMSU members voting for the purpose.

A simple resolution is a declaration of the Senate and is used to express the feeling of the Senate on some subject.  It does not require the approval of the ASNMSU President or the President of the University.  It must include a title followed by a series of "Whereas" statements outlining the reasons for the position taken and a resolution clause expressing the feelings of the Senate.

A joint resolution is an expression the ASNMSU and the NMSU Faculty Senate concerning some subject of concern to both bodies which they cannot control themselves.  Joint resolutions are usually addressed to the Administration or the Board of Regents.  It must include a title followed by a series of - "Whereas" statements outlining the reasons for the position taken and a resolution clause as follows:  BE IT ENACTED BY THE SENATE OF THE ASSOCIATED STUDENTS OF NEW MEXICO STATE UNIVERSITY IN CONJUNCTION WITH THE FACULTY SENATE OF NEW MEXICO STATE UNIVERSITY:

A procedural resolution is a declaration of the Senate and is used for the adoption of rules of the Senate.  Since the rules under which the Senate acts have not been approved by the ASNMSU President or the President of the University, there is no need to have a procedural resolution signed.  They simply become effective upon passage.  It must include a title followed by a series of "Whereas" statements outlining the reason for change in the rules, the old material and a resolution clause to include the new material. 

C.
MEMORIALSxe "DRAFTING MANUAL: TYPES OF LEGISLATION:MEMORIALS "
A memorial is an expression of the Senate's desire, usually addressed to another governmental body, in the form of a petition or declaration of intent.  Memorials do not require the approval of the ASNMSU President or the President of the University. 

PARTS OF BILLSxe "DRAFTING MANUAL:PARTS OF BILLS "
(Part 3)
A bill contains several parts.  Some of the parts are essential such as the title, enacting clause, and main provisions.  Other parts are not required in every bill but may be useful in certain cases.  If the bill contains a number of sections, the provision should be arranged in the following order:

A. Title

B. Enacting Clause

C. Short Title (optional)

D. Definitions (optional)

E. Purpose of Act (optional)

F. Main Provisions, Creation of Agency, Tenure, Finance, etc.

G. Liberal Interpretation (optional)

H. Saving Clause (optional)

I. Temporary Provisions (optional)

J. Appropriations (optional)

K. Repeal (optional) 

L. Effective Date (optional)

A.
TITLExe "DRAFTING MANUAL: PARTS OF BILLS:TITLE "
The subject of every bill should be clearly expressed in its title.  The title should cover every part of the subject matter contained in the bill.  Either draft the title last or after writing the bill.  Then go over the title to make sure everything in the bill is covered by the title.  The title should contain only the general subject of the bill, not an index of what the bill contains.  The title should be expressed in broad terms.  If it is necessary to go into detail, first state the broad category and work down.  The phrase "for other purposes" added to the title of an act does not take care of stray matters related to the subject matter of the bill.  If the bill makes an appropriation, the phrase "MAKING AN APPROPRIATION" is required.  In an original enactment, state the object of the act as concisely as possible.  Example:

AN ACT

CREATING THE ASNMSU PUBLICITY BOARD; AND DEFINING ITS POWERS AND DUTIES 

If the act amends several sections of existing laws, the title should begin with the general subject, should state what the bill is doing to do about it, and then should list the sections of the law that will be amended.  If any one section of the law has been amended since its original enactment, insert the words "AS AMENDED" at the end of the section number.

If the act amends only one section, it may be clearer to the reader to state the general subject, name the section being amended, and then state what the amendatory act is going to do.  Example:

AN ACT

RELATING TO THE SALARY SCALES OF EXECUTIVE OFFICERS; AND AMENDING SECTION 1 OF THE ASSOCIATED STUDENT ACT XV-71-72-#2 TO INCREASE THE SALARY OF THE ASNMSU PRESIDENT

If the act merely repeals a related section or two, which would be in conflict with the new act, it is permissible to add a repeal section at the end of the title, without setting out exactly what the section being repealed does.  Example:

AN ACT

 REPEALING ASSOCIATED STUDENT ACT VI 66-67-#9 RELATING TO THE ESTABLISHMENT OF WHO'S WHO COMMITTEE

If the act amends a section, repeals a section, enacts a new section, or contains any two of these drafting methods, the selections should be listed in numerical order by amendments, repeals and new numbers assigned.  Example:

AN ACT

ESTABLISHING THE ASNMSU INFORMATION SERVE; AMENDING SECTION 1 OF THE ASSOCIATED STUDENT ACT VII 63-64-#13; REPEALING SECTIONS 2, 3, AND 4 OF THE ASSOCIATED STUDENT ACT VII 63-64-#13; AND MAKING AN APPROPRIATION 

B.
ENACTING CLAUSExe "DRAFTING MANUAL: PARTS OF BILLS:ENACTING CLAUSE  "
The Senate rules provide the following exact wording for the enactment clause for bills:

BE IT ENACTED BY THE SENATE OF THE ASSOCIATED STUDENTS OF NEW MEXICO STATE UNIVERSITY

C.
SHORT TITLE (optional)xe "DRAFTING MANUAL: PARTS OF BILLS:SHORT TITLE (optional)  "
If the draft of original legislation is long and comprehensive, it is wise to give it a short title.  A short title, however, must be short to be worthwhile.  The short title section should either be the first or second section of the draft.  Example:

Section 1.
SHORT TITLE--This act may be cited as the "Publications Act."

D.
DEFINITIONS (optional)xe "DRAFTING MANUAL: PARTS OF BILLS:DEFINITIONS (optional) "
A definition section should be used only if the act is long and only if the words need defining; or, if it is declared, to substitute a single word for a long phrase which has to be used many times.  Superfluous definitions cloud the meaning.  If a word or phrase is used in only one section, the word should be defined in that section.  The definition section need not state that the definitions "control unless the context requires otherwise;" this is understood.  Each definition should be a subsection and the defined word should be in quotation marks.  If the definition is restrictive, use the word "means"; if the definition is extensive, use the word "includes."

Whether the defined word is singular, plural, or a collective term, both verbs, "means" and "includes", remain always in the singular.  It may be necessary at times to exclude a meaning from an extensive definition.  To exclude the meaning, add the phrase "but does not include".  Example:

Section 2.
DEFINITIONS--As used in the Public Relations Act:

A.
"Committee" means the Public Relations Committee;

B.
"Public relations" includes lobbying; and

C.
"Lobbying" includes both community and legislative relations but does not include inter-

university relations. 

E.
PURPOSE OF ACT (optional)xe "DRAFTING MANUAL: PARTS OF BILLS:PURPOSE OF ACT (optional)  "
It is generally not necessary to include a "purpose of act" section.  For those rare cases in which it is used, the following is apparently as effective as any other: 

Section 1.
PURPOSE OF ACT--The purpose of the PUB Board Act is to promote greater 

efficiency in the operation of the media. 

F.
MAIN PROVISIONSxe "DRAFTING MANUAL: PARTS OF BILLS:MAIN PROVISIONS "
The main provisions state the intent of the bill and if necessary, create an agency for administration or designate an existing agency to perform additional duties.  The format of the main provisions is the most flexible of all the parts of the bill and depends entirely upon the bill's purpose. 


G.
LIBERAL INTERPRETATIONS (optional) xe "DRAFTING MANUAL: PARTS OF BILLS:LIBERAL INTERPRETATIONS (optional) "
Liberal interpretation sections are of doubtful value, but if one is desired, the following is suggested: 

Section 10.
LIBERAL INTERPRETATION--The Publications Act shall be liberally construed to 
carry out its purpose.

H.
SAVING CLAUSE (optional)xe "DRAFTING MANUAL: PARTS OF BILLS:SAVING CLAUSE (optional) "
If the bill makes changes which may affect pending litigation in an ASNMSU Supreme Court, it is usually desirable to except this pending litigation.  Example:

Section 10.
SAVING CLAUSE--The Public Relations Act does not apply to pending litigation. 

I.
TEMPORARY PROVISIONS (optional)xe "DRAFTING MANUAL: PARTS OF BILLS:TEMPORARY PROVISIONS (optional) "
In some cases, it is necessary to make temporary provisions for a one-time change.  Labeling this type of provision as temporary informs the compiler that the section need not be compiled with the permanent laws.  Example:

Section II.
TEMPORARY PROVISIONS--RECORDS--On the effective date of this section, all 
records of the ASNMSU Senate are transferred to the office of the ASNMSU Vice 
President.

J.
APPROPRIATION (optional)xe "DRAFTING MANUAL: PARTS OF BILLS:APPROPRIATION (optional) "
If money is needed for the administration of the act, it is usually necessary to make an appropriation, at least for the first year.  Thereafter, the appropriation can be made in the General Appropriation period for which the money is appropriated, indicating the purposes for which the money is to be used.  Example:

Section 10.
APPROPRIATION--One thousand two hundred fifty-two dollars ($1,252.00) is 

appropriated from the Activities Surplus Account to the Round-Up 1972-fiscal 

year for the printing of one additional newspaper week.

Remember most appropriations are made for the fall and spring semesters, and in special cases, it may be necessary to specify for what period the appropriations are being made.

K.
REPEAL SECTION (optional)xe "DRAFTING MANUAL: PARTS OF BILLS:REPEAL SECTION (optional)  "
Sections in conflict with the bill and sections not necessary after the passage of the bill, should be expressly repealed.  A general phrase states an obvious fact and does not remove conflicting, obsolete, or unnecessary laws.

L.
EFFECTIVE DATE (optional)

xe "DRAFTING MANUAL: PARTS OF BILLS:EFFECTIVE DATE (optional)  "If the law is to be effective at a date later than passage, state the date desired in a separate section.  Effective date sections are also used when the effective date of the act is to be contingent on the happening of some event, such as the passage of a constitutional amendment, when it is necessary that the act be effective at different times for different categories of affected students.

IMPORTANT DRAFTING NOTES xe "DRAFTING MANUAL:IMPORTANT DRAFTING NOTES "
(Part 4)
A.
ONE SUBJECTxe "DRAFTING MANUAL: IMPORTANT DRAFTING NOTES:ONE SUBJECT  "
A bill should embrace only one subject.  Frequently the way in which the drafter expresses the idea of the bill can make the difference between whether the bill is considered to cover one or two subjects.  It should also be pointed out that the Senate forbids a bill to be amended in such a way as to change its intention or to cover more than the original intent of the bill.

B.
THIS ACTxe "DRAFTING MANUAL: IMPORTANT DRAFTING NOTES:THIS ACT  "
In original legislation, the phrase "this act" is a rather clear statement.  If amendments were never made, or if all of the sections of a certain act were amended when it was amended, it would remain clear.  Unfortunately, this is not the case.  When amendments are made, then the meaning of "this act" becomes uncertain.  If the phrase is included in the original section which is to be amended and it is allowed to remain, it may refer to the amended act or to the entire original act as previously amended, but excluding the present amendment.

The drafter should avoid the use of "this act" whenever possible, in the drafting of original legislation.  The can be done by:

1.
referring to the short title of the act;

2.
referring to the specific action being referred to; and

3.
referring to the specific section numbers.

This will enable the reader to identify the provisions and force a subsequent drafter into being specific when one amends this act.

In amendatory legislation, the drafter should be careful to avoid the phrase in the added language and to replace the phrase "this act" with a specific statutory citation where it occurs in the original language.

C.
CAPITALIZATIONxe "DRAFTING MANUAL: IMPORTANT DRAFTING NOTES:CAPITALIZATION  "
The ordinary capitalization usage is too cumbersome for use in bill drafting.  Laws always speak in terms of titles and under ordinary usage, would be filled with capital letters.  This is objectionable because typists are slowed down.  The following rules of capitalization are suggested as being easiest to read as well as the easiest and quickest to type:

CAPITALIZE--

1.
Every letter of the heading of a bill down to and including the inaction clause.

2. 
Every letter of section headings.  Example:

SECTION 10. BOARD CREATED--POWERS--DUTIES OF CHAIRS--etc.

3.
The first letter of proper names, derivatives of proper names specific division of calendar and short titles of acts.

DO NOT CAPITALIZE--

1.
Generic political subdivisions, whether used in conjunction with a proper name or not.  
Examples: state of New Mexico, college of Arts & Sciences.

2.
Boards, commissions, and other bodies.  Examples: board of regents, senate.

3.
Titles of officials, whether elected or appointed, unless the title is used in addressing them.  
Examples: Mr. or Mrs. President, president, senator.

4.
The first letter of the first word of subsections or paragraphs following a colon.
Example: 

A.
Section 3. DEFINITIONS--As used in the Publications Act:

B.
A "media " means the Round-Up, KNMS-AM and the ASNMSU information service.

D.
PUNCTUATIONxe "DRAFTING MANUAL: IMPORTANT DRAFTING NOTES:PUNCTUATION  "
The following special rules of punctuation are particular to bill drafting; other bills follow normal usage.

SEMICOLON:  In the title of an act, use semicolons to designate the break between one thought and another.  Example: RELATING TO THE ASNMSU; DEFINING POWER AND DUTIES; AND AMENDING SECTION 4 OF THE ASSOCIATED STUDENT ACT VII-62-63-#15.

COLON: The enacting clause is followed by a colon.  Example: BE IT ENACTED BY THE SENATE OF THE ASSOCIATED STUDENTS OF NEW MEXICO STATE UNIVERSITY:

QUOTATION MARKS: Use quotation marks when amending existing laws to set the amended section off from the rest of the bill.  Example:

Section 1.
Section 7 of Associated Student Act VII-63-64-#2 is amended to read:
"CHAIRS--POWERS AND DUTIES;--The chair of the Publications Board has the 

power to call special meetings."

Use quotation marks in first stating the short title of an act or the name of a board, committee, or fund created by act.

HYPHEN AND DASH: Words such as Vice President and Ex officio are not hyphenated when used as nouns but are hyphenated when used as adjectives.  Use a hyphen between elements of compound number from twenty-one through ninety-nine, and in compounds with a numerical first element.  Use a hyphen between elements of a fraction except when one element contains a hyphen.  Use a hyphen between the numbers of a compound section number when referring to the compilation.  Use two hyphens (a dash) with no spaces on either side between the elements of a section heading and a period followed by a dash at the end of the section heading to indicate the break between the section heading and beginning of the act.

PERIOD: Use periods after section numbers.  Use periods at the end of titles.

COMMAS: Use sparingly under rules of ordinary usage and with particular caution about changing meaning.  DO NOT USE commas before "and" and "or" in a series.  If in doubt, do not use a comma.

NUMBERS: Use numbers spelled out, followed by figures and symbols to express amount of money.  Use Arabic numerals to express dates, formulas and in tables and charts.  Use Arabic numerals to express reference to statutes and to the constitution.  Articles of the constitution should not be express in Roman numerals.  They should always be written as Arabic numerals in drafts.  All other numbers in the body of a bill are written out and the figures enclosed in parentheses do not follow.

E.
BRACKETS AND UNDERSCORINGxe "DRAFTING MANUAL: IMPORTANT DRAFTING NOTES:BRACKETS AND UNDERSCORING  "
New material in amendatory sections should be underscored and material which is deleted should be set forth within brackets.  Bracketed material and underscoring will be deleted in the enrolling and engrossing process.

Brackets and underscoring allow legislators and other interested persons to tell from the bill itself, during its passage, just what it accomplishes without the time consuming task of comparing the bill with existing law.

Amendatory material drafted without brackets and underscoring is in effect, blind legislation.

Obviously there is no problem in the case of all new legislation or if all sections of the bill are amendatory.  The difficulty arises when a bill has one section which is all new and another section which is amendatory and uses brackets and underscoring. it would be possible to underscore all new language in any bill which has an amendatory section, but this would require almost as much typing time even with repeat keys on electric typewriters.  Something must be inserted which will warn senators that the entire bill is not amendatory and that they must read the language carefully even though it contains no underscoring or brackets.  In any bill which is not all new material, a complete new section must contain the bracketed and underscored words "NEW MATERIALS" in capital letters.  This phrase is deleted during the enrolling and engrossing process so that it will not appear in the law, but serves as a warning during the passage of the bill.  Example:

Section 1.
[NEW MATERIAL] The ASNMSU President is prohibited from sword swallowing.

When in ordinary amendatory legislation, only a word or phrase is deleted and a new word or phrase is inserted, the material to be deleted should be set out with brackets, followed by the underscored materials.  Example:

The fee for practicing sword swallowing in the Senate Chamber is [five dollars ($5.00)] ten dollars ($10.00).

It is unnecessary to delete words or letters for the purpose of reenacting them with or without capital letters; and it is generally unnecessary to bracket deleted punctuation if there is no word accompanying the punctuation in the bracket.  Likewise, it is unnecessary to underscore new punctuation standing alone.  When changing the tense, the ending of a word, or the spelling of a word, bracket or underscore the entire word and not just the part to be changed, deleted or added.

F.
TABLES, LISTS, FORMULAS, EXAMPLESxe "DRAFTING MANUAL: IMPORTANT DRAFTING NOTES:TABLES, LISTS, FORMULAS, EXAMPLES  "
Administrators have long since found that some materials is much easier to read, understand and compare if it is set out in a table, explained with a formula or illustrated with an example.  For this reason, they make great use of these devices in translating laws for the layperson.  The drafter should use these devices whenever possible.

G.
DIVISIONS OF A BILLxe "DRAFTING MANUAL: IMPORTANT DRAFTING NOTES:DIVISIONS OF A BILL "
The body of a bill is divided into numbered sections.  The sections should be short to make amending easier.  If the section is a long one, it will be easier to read, understand and refer to if it can be broken into subsections and sometimes even into paragraphs and subparagraphs.

The subject of the bill will determine to what extent this division should be carried.  To enable persons reading the bill to know the rank of division without checking back to the prior section, the following standard form established by the NM legislature should be used;

Section 1.

A.
subsection 

(1)
paragraph 

(a)
subparagraph containing (1) items.  When used in a bill, the section carries the 
number designation, "Section 1.", followed by the section title.  The other division of 
a section carry just their number or letter designation.

LANGUAGE SUGGESTIONSxe "DRAFTING MANUAL:LANGUAGE SUGGESTIONS"
(Part 5)

 The singular includes the plural.

 Use "person", never "person or persons."

 Never use gender specific pronouns.

 Statutes speak in the present, not the future tense.

 Never use "and/or".

 If the intent is that all items are necessary, use the conjunction "and".

 Avoid the phrase "directly or indirectly".

 The phrase is generally unnecessary.

 Use short sentences rather than long drawn-out phrases or paragraphs.

 Never use "as provided in this act" or "as defined in this act".

 These phrases are superfluous and should be omitted.

 Never abbreviate.

 Exceptions: a.m., p.m.; ASNMSU nouns should be used instead of pronouns.

 Use "the petitioner" rather than "he".

 Never use "that" at the beginning of a section or sentence.

 Never use a phrase when a word will suffice.

USExe "DRAFTING MANUAL: LANGUAGE SUGGESTIONS:USE"



AVOIDxe "DRAFTING MANUAL: LANGUAGE SUGGESTIONS:AVOID  "
void



absolutely null and void, or is null and void and of no effect

after



subsequent to, or from and after

is authorized (or may)

is hereby authorized and empowered to

appoint



constitute and appoint

a year



per annum

on June 15, 1970


on and after June 15, 1970

June 15, 1970


the fifteenth day of June, 1970

if



in the event that, or whenever

may



it shall be lawful, or one shall; in one's discretion

consider



give consideration to

applies



is applicable

sole



sole and exclusive

is



be and the same is hereby

fail



fail, refuse and neglect

means



is defined and shall be; construed to mean

about



with reference to

percent



per cent or percentum

full



full and complete

in force



in force and effect

do



do and perform

by



by and with

each (or every)


each and every

parts (or portions)

parts and portions

money



money or monies

any person who violates

if any person shall violate

evidence



evidence, documentary or otherwise

shall



it shall be one's duty to, or is ordered and directed to, or is hereby 




vested with power and authority and it shall be one's duty in carrying 




out the provisions of this act

conclusive


final and conclusive

mail



matter transmitted through the mail

the (or that)


such, said, aforesaid, or same

LANGUAGE SUGGESTIONS AVOID THE PHRASE this act.xe "DRAFTING MANUAL: LANGUAGE SUGGESTIONS:AVOID THE PHRASE this act.  "
This phrase is especially troublesome in amendatory legislation and should be avoided whenever possible in other legislation, especially where the section is to become part of the compiled law.  Certain sections, such as appropriations, effective date, severability, etc., which have limited life, are not so important.  At times, the phrase is almost unavoidable but should be used with extreme caution and understanding.

LANGUAGE SUGGESTIONS USING THE PHRASE ex-officio.xe "DRAFTING MANUAL: LANGUAGE SUGGESTIONS:USING THE PHRASE ex-officio.  "
The phrase "ex-officio" indicates only that a person holds one office by virtue of holding another office.  The phrase doesn't restrict any powers or duties of an officer while serving in one's ex-officio capacity.  Any misunderstanding may be avoided by using the word "automatically", as in the example: "the finance chair is automatically chair of the finance board".

LANGUAGE SUGGESTIONS NEVER USE ROMAN NUMERALSxe "DRAFTING MANUAL: LANGUAGE SUGGESTIONS:NEVER USE ROMAN NUMERALS  "
Most people cannot decipher Roman numerals above ten and even below that they are confusing.  Even when referring to the articles or our constitution, Arabic numerals should be used.  The only exceptions are when a section of the Constitution is being amended or when a specific act is being used as a referral.  Example: Associated Student Act XIV-70-71-#9.

SPELLING PREFERENCESxe "DRAFTING MANUAL:SPELLING PREFERENCES  "
Webster's New International Dictionary and Fowler's Modern English Usage are the standard authorities on all spellings.

The Drafting Manual of the ASNMSU Senate was adopted by the Senate Rules Committee on May 1, 1972, in accordance with rule 73 of the Senate Rules.
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AN ACT

XLI-#00

TYPE TITLE IN THIS SPACE.  CAPITALIZE EACH LETTER OF EACH WORK AND DOUBLE SPACE THE LINES.  MARGINS ARE ALWAYS THE SAME AS FOR THE TEXT OF THE BILL.

BE IT ENACTED BY THE SENATE OF THE ASSOCIATED STUDENTS OF NEW MEXICO STATE UNIVERSITY: 

Section 1.
SECTION HEADING--The first line of the section is indented five spaces.  The Body of the Bill is double-spaced with margins as shown.

A.
The first line of the subsection is indented ten spaces.  The body of the subsection is not 
indented;

1.
The first line of the paragraph is indented fifteen spaces.  The body of the paragraph 
is not indented; and, 

a.
The first line of the subparagraph is indented twenty spaces. 

1)
Items are not indented, but follow along in the body of the subparagraph. 

The last line of the text is never lower than this line.
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