Top Ten Rules for the Use of Numbers

1) Write out numbers one through nine and spell out first through ninth, unless it is assigned in forming names.  Use a hyphen to connect a word ending in –y to another word.

2) Use numerals for 10 and above and 10th and above.  Use numerals for addresses and telephone numbers.

3) When beginning a sentence with a number, always spell it out, unless it identifies a calendar year.

4) Use Roman numerals for war, to show personal sequence for animals and people, for certain legislative acts, and for the Superbowl.

5) Spell out numbers in casual expressions.

6) Use words or numerals according to an organization’s practice.

7) When using numbers in a series, start with the lowest number and increase.

8) In a court decision, use numerals.

9) Always use a numeral for the ages of people and animals, but not inanimates.  Use a hyphen if the age is used as an adjective.

10) Fractions: spell out amounts less than 1, using hyphens between the words.

11) Percents: Use numerals and write out the word percent.

12) Decimals: Use a period and numerals.  Decimalization should not exceed two places.

13) Dates: Abbreviate those months that are longer than five letters.  Always use numerals without -st, -th, etc.  Always use figures with calendar years.  To identify a decade, don’t use an apostrophe.

14) Monetary units: Use numerals with signs.  Write out words for figures over a million.  Use a dollar sign and decimals for larger amounts.

