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Graduate Certificate in Legal Transcription

Legal Document Formatting

Legal document formatting is a crucial aspect of legal transcription, as it ensures accuracy, clarity, and
consistency in legal documents. Understanding key terms and vocabulary related to legal document
formatting is essential for legal transcriptionists to produce high-quality and professional documents. Below
are some key terms and vocabulary that are commonly used in legal document formatting:

1. **Font**: The typeface or style of text used in a document. Common fonts used in legal documents
include Times New Roman and Arial.

2. **Font Size**: The size of the text in a document, typically measured in points. The standard font size for
legal documents is 12 points.

3. **Margins**: The blank spaces around the edges of a document. In legal documents, the margins are
usually set at 1 inch on all sides.

4. **Line Spacing**: The amount of vertical space between lines of text. Double-spacing is commonly used
in legal documents to improve readability.

5. **Alignment**: The positioning of text within a document. In legal documents, text is typically aligned to
the left.

6. **Indentation**: The placement of text away from the left margin. In legal documents, paragraphs are
often indented at the beginning.

7. **Heading**: A title or subtitle that indicates the subject of a section in a document. Headings are used to
organize and structure the content of a document.

8. **Subheading**: A secondary title that provides more specific information about a section in a document.
Subheadings help break down the content into smaller, more manageable parts.

9. **Table of Contents**: A list of the main sections or chapters in a document, along with their page
numbers. The table of contents is typically placed at the beginning of a document for easy navigation.

10. **Footnotes**: Additional information or references that are included at the bottom of a page or at the
end of a document. Footnotes are used to provide explanations or citations for specific points in the text.

11. **Endnotes**: Similar to footnotes, endnotes are additional information or references that are placed at
the end of a document rather than at the bottom of the page.
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12. **Page Numbers**: Sequential numbers that are added to each page of a document for easy reference.
Page numbers are typically placed at the top or bottom of the page.

13. **Headers**: Text that appears at the top of each page in a document. Headers often include the
document title or section title.

14. **Footers**: Text that appears at the bottom of each page in a document. Footers may include page
numbers, dates, or other relevant information.

15. **Bullet Points**: A series of small dots or symbols used to list items in a document. Bullet points are
commonly used to highlight key points or to create a list of items.

16. **Numbered Lists**: A series of items that are numbered sequentially in a document. Numbered lists are
used to organize information in a structured and easy-to-follow manner.

17. **Bold**: Text that is emphasized or highlighted in a document. Bold text is often used for headings,
subheadings, or important information.

18. **Italic**: Text that is slanted or angled in a document. Italics are used for emphasis, book titles, foreign
words, or to distinguish text from the surrounding content.

19. **Underline**: Text that is underscored in a document. Underlining is often used to indicate hyperlinks,
headings, or to highlight specific text.

20. **Hyperlink**: A clickable link that directs the reader to another location, typically a website or another
document. Hyperlinks are commonly used in electronic legal documents for easy navigation.

21. **Line Break**: A break in the text that starts a new line without starting a new paragraph. Line breaks
are used to separate sections of text or to create visual interest.

22. **Paragraph**: A distinct section of text that conveys a single idea or topic. Paragraphs are separated by
a blank line or an indentation in legal documents.

23. **Block Quote**: A long quotation that is indented from the main text and set apart visually. Block
quotes are used to highlight important passages or excerpts from other sources.

24. **Citations**: References to sources or authorities that support the information presented in a legal
document. Citations are crucial for legal documents to establish credibility and provide evidence for
arguments.

25. **Redline**: A feature in word processing software that shows changes made to a document by
highlighting them in red. Redlining is often used in legal documents to track revisions and edits.

26. **Track Changes**: A feature in word processing software that records and displays edits made to a
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document. Tracking changes allows multiple users to collaborate on a document while keeping a record of
all revisions.

27. **Watermark**: A faint image or text that is superimposed on a document to indicate its status, such as
"confidential" or "draft." Watermarks are used to prevent unauthorized copying or distribution of
documents.

28. **Electronic Signature**: A digital signature that verifies the authenticity of a document or a specific
section of text. Electronic signatures are commonly used in legal documents to indicate approval or
consent.

29. **Metadata**: Information about a document, such as the author, date created, or file size. Metadata is
used to organize and manage documents effectively.

30. **OCR (Optical Character Recognition)**: Technology that converts scanned images of text into editable
and searchable text. OCR is used to digitize printed documents and make them accessible for editing and
analysis.

31. **PDF (Portable Document Format)**: A file format that preserves the layout and formatting of a
document. PDFs are commonly used in legal documents for sharing and archiving purposes.

32. *Word Count**: The total number of words in a document. Word count is important for assessing the
length and complexity of a document.

33. **Spell Check**: A feature in word processing software that identifies and corrects spelling errors in a
document. Spell check helps ensure the accuracy and professionalism of legal documents.

34. **Grammar Check**: A feature in word processing software that identifies and corrects grammatical
errors in a document. Grammar check helps improve the clarity and readability of legal documents.

35. **Proofreading**: The process of carefully reviewing a document for errors or inconsistencies.
Proofreading is essential for ensuring the accuracy and quality of legal documents.

36. **Formatting Styles**: The specific guidelines or rules for formatting documents in a particular style or
format. Different organizations or jurisdictions may have their own formatting styles for legal documents.

37. **Legal Citation**: A reference to a specific legal authority, such as a statute, case law, or regulation.
Legal citations are used to support legal arguments and provide evidence for legal documents.

38. **Electronic Filing**: The process of submitting legal documents electronically to a court or regulatory
agency. Electronic filing is becoming increasingly common in the legal industry for its efficiency and
convenience.

39. *Document Template**: A pre-designed format or layout for a specific type of document. Templates are
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used to standardize the formatting of legal documents and save time in document creation.

40. **Accessibility**: The design and formatting of documents to ensure they are easily readable and
navigable for all users, including those with disabilities. Accessibility is an important consideration in legal
document formatting to ensure inclusivity and compliance with legal requirements.

41. **Redaction**: The process of removing or obscuring sensitive or confidential information from a
document. Redaction is crucial for protecting privacy and maintaining confidentiality in legal documents.

42. *Metadata Removal**: The elimination of metadata or hidden information from a document before
sharing or publishing it. Metadata removal helps prevent the unintentional disclosure of sensitive
information.

43. **\lersion Control**: The management of different versions of a document to track changes, revisions,
and updates. Version control ensures that the most current and accurate version of a document is being
used.

44. **File Naming Convention**: A standard naming format for files to ensure consistency and organization.
File naming conventions help users easily identify and locate specific documents.

45. **Data Security**: Measures taken to protect the confidentiality, integrity, and availability of data in legal
documents. Data security is essential for safeguarding sensitive information and preventing unauthorized
access.

46. **Cloud Storage**: A service that allows users to store and access data online from remote servers.
Cloud storage is commonly used for backing up and sharing legal documents securely.

47. **Document Management System (DMS)**: Software that helps organize, store, and retrieve documents
efficiently. DMS is used to manage the lifecycle of legal documents from creation to disposal.

48. **Legal Transcription Software**: Tools specifically designed for transcribing legal documents accurately
and efficiently. Legal transcription software may include features such as auto-formatting, timestamping,
and speech recognition.

49. **Legal Terminology**: Specialized vocabulary and terminology used in the legal field. Legal
transcriptionists must be familiar with legal terminology to accurately transcribe and format legal
documents.

50. **Proofreading Marks**: Symbols and annotations used to indicate corrections or changes in a
document. Proofreading marks are helpful for communicating revisions to editors or clients.

In conclusion, mastering the key terms and vocabulary related to legal document formatting is essential for
legal transcriptionists to produce accurate, professional, and well-formatted documents. By understanding
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and applying these terms effectively, legal transcriptionists can ensure the quality and consistency of legal
documents, thus enhancing their credibility and readability.
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