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Business documents often include numbers. When §

these are included in tables or diagrams it’s usually

clear that we should use numerals. But when it comes "

to passages of text it can sometimes be difficult to know YUk & 0og =
whether to spell out the number of use a numeral. W%{, ﬁ%%‘ sV %&%:r Five
If you work for an organisation that has a documented §£ 8 &

house style follow this, but if you don’t have house S0

style, here are some suggestions to help you.

I’ve included some correct and some incorrect versions. The incorrect versions are in red; the correct
versions are in green.

If a sentence starts with a number, spell it out. Don’t use a numeral at the beginning of a sentence.

= Twenty new positions will be created in the new business unit, with another 5 being added in
the sales & marketing department.

If you are referring to a unit of measurement, and you are using an abbreviation, use a numeral.
= 20 km or 300 kg
Use numerals to write percentages and follow them with the word ‘percent’.

= 20 percent
= The exception is if it occurs at the beginning of a sentence when it would be Twenty percent.

If you have two numerals one after the other and they are unrelated, reword the sentence to separate
them.

= |n 2014, 45 new positions were created in the company
= Forty-five new positions were created in the company in 2014
= In 2014, the company created 45 new positions.

In most cases spell out integers (whole numbers) from one to nine. For other integers that can be
written with one or two words, you can use either numerals or words, but make sure you are
consistent. Use numerals for all other numbers (unless they are the beginning of a sentence).

= forty or 40
= fifty-six or 56
= five hundred or 500.
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For comparable quantities, either spell them all out, or use all numbers.
= 3 engineers and 5 project managers (not three engineers and 5 project managers)
= 7 women and 3 men (not 7 women and three men)
= There were 2 deaths and 104 injuries in the recent building collapse (not two deaths and 104
injuries).
For adjacent non-comparable quantities, use different formats.
= The course will consist of five 90-minute sessions.
= The course will consist of 5 ninety-minute sessions.
= Not ‘5 90-minute sessions’ or ‘five ninety-minute sessions.’
Use numerals for page and chapter numbers.

Use numerals for years and dates.

For currency, use numerals, except for large numbers where you can use a combination or numerals
and words. For example, $5 million or €50 billion. Again, make sure you are consistent.

Happy writing.
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