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Numbers

1. Spell out numerals at the beginning of a sentence, with the exception of a calendar year.

2. Spell out casual expressions. (ex: Thanks a million)

3. Spell out numbers one through nine, including street names.

4. Use words or numerals according to an organization’s practice. (ex: Twentieth Century Fund)

5. Always use figures for ages of people and animals, not for inanimate objects.

6. Use figures for page numbers and capitalize the word “page.”

7. Always use figures for an address number.

8. Use figures for percentages, if the percent is less than one, begin with a zero. Be sure to spell out the word percent. (ex: 0.9 percent)

9. For temperatures, use figures for all numbers except for zero.

10. For dates, use the figure only, no endings. (February 1 not February 1st)

11. For numbers, use the abbreviation for everything except street names. (ex: No. 3)

12. For numbers in a series apply the appropriate guidelines for spelling out numbers or using the numeral. (ex: The class had 10 students and six computers.)

13. For political divisions, use the numeral and capitalize the first word following the numeral.

14. Always use Arabic numerals unless Roman numerals are required.

15. Spell out ordinal numbers when needed.

