
HOW TO WRITE NUMBERS

Except for a few basic rules, spelling out numbers vs. using figures (also called numerals) is largely a matter of writers'
preference. Here are four examples of how to write numbers above , in AP style: 1 million; 20 million; 20,,; trillion. Spell
out all numbers.

The Chicago Manual of Style, on the other hand, suggests that writers spell out number zero through one
hundred and use numerals after that point â€” the exception being whenever whole numbers in combination
with hundred, thousand, hundred thousand, million, billion etc. Rule 3c. Again, consistency is the key.
Incorrect: 15 new fiction novels were on display. Spell out all numbers beginning a sentence. For example,
Twenty-one kids in my class went on the school trip. Conclusion Your ultimate authority will always be a
style guide, but in the absence of one, following the rules outlined above will help you be consistent in your
use of numbers in writing. Hyphenate every compound number from twenty-one to ninety-nine. Example: was
quite a year. Decimals Another important factor to consider is whether you are working with a whole number
or a decimal. Beginning a Sentence Here is a rule that you can truly rely on: always spell out numbers when
they begin a sentence, no matter how large or small they may be. Some put a space between the time and AM
or PM. Rule 3b. America's two most influential style and usage guides have different approaches: The
Associated Press Stylebook recommends spelling out the numbers zero through nine and using numerals
thereafterâ€”until one million is reached. Examples: Twenty-three hundred sixty-one victims were
hospitalized. Larger numbers i. To write numbers properly, you will have to identify potential differences
between major style guides such as MLA , APA , and Chicago , to name a few because these guides often
outline different rules for using numbers in writing. Or Correct: There were 12 four-year-old children waiting
for the librarian to begin story time. The main purpose of this rule is to avoid confusing the reader. Do not add
the word "dollars" to figures preceded by a dollar sign. Correct: The library was built in the fifties. OR He had
only 60 cents. If your work must follow the rules of a specific style guide, understand that they all have rules
for spelling out numbers that may differ slightly from the rules listed above. Most style guides agree that you
should break your general rule in cases like that, when doing so would make your document more internally
consistent. Putting Numbers in Words We learned earlier that there really are no black and white rules when it
comes to deciding whether or not to write out numbers numerically or to spell them out phonetically. So even
though you would normally write out the word "one" if you were writing, "The snail advanced one inch," if
you added a number over nine to that sentence, then you would use numerals instead of words when you write,
"The snail advanced 1 inch on the first day and 12 inches on the second day. For example, I ran one-quarter of
the way home. When to Spell Out Numbers For example, he had twenty-five cents in his pocket. Correct: The
circulation of library materials increased by 4. For example, two thousand four hundred and two. Thankfully,
when using numbers in writing, you can count on a few conventions that apply to most situations; just be sure
to consult your specific style guide if one has been assigned. In fact, it is all really a matter of personal
preference. Incorrect: The library was built in the '50s. Hyphenate all written-out fractions. Incorrect: The
circulation of library materials increased by four point five percent in  One-half is slightly less than
five-eighths. Whenever you are writing out a number that has three or more digits, there is no need to write the
word and. Rule 2a. Note: The Associated Press Stylebook makes an exception for years. Count three spaces to
the left to place the first comma. For example, if your document uses numbers frequently, it is more
appropriate for all numbers to remain as numerals to ensure that usage is uniform throughout.


