CHICAGO STYLE NUMBERS GOVERNMENT

CHICAGO STYLE NUMBERS GOVERNMENT GUIDELINES ARE A CRITICAL COMPONENT FOR CLEAR, CONSISTENT, AND PROFESSIONAL
COMMUNICATION WITHIN GOVERNMENTAL BODIES AND IN PUBLICATIONS THAT INTERACT WITH THEM. UNDERSTANDING THESE
SPECIFIC RULES ENSURES THAT FIGURES, DATES, AND QUANTITIES ARE PRESENTED UNIFORMLY , FOSTERING CREDIBILITY AND
PREVENTING MISINTERPRETATION. THIS ARTICLE DELVES INTO THE NUANCES OF CHICAGO STYLE AS APPLIED TO GOVERNMENT
DOCUMENTS, COVERING EVERYTHING FROM BASIC NUMBER FORMATTING TO THE SPECIFIC CHALLENGES OF STATISTICAL DATA AND
LEGISLATIVE REFERENCES. WE WILL EXPLORE HOW TO HANDLE SPELLED-OUT NUMBERS VERSUS NUMERALS, THE CORRECT
TREATMENT OF LARGE NUMBERS, AND THE INTEGRATION OF NUMERICAL DATA WITHIN OFFICIAL REPORTS AND COMMUNICATIONS.
FURTHERMORE/ WE WILL EXAMINE THE STYLISTIC CHOICES THAT ENHANCE THE READABILITY AND AUTHORITY OF GOVERNMENT
PUBLICATIONS.
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UNDERSTANDING THE CHICAGO MANUAL OF STYLE'S APPROACH TO NUMBERS

THE CHICAGO MANUAL OF STYLE (CMOS) PROVIDES COMPREHENSIVE GUIDELINES FOR A WIDE ARRAY OF WRITING AND
EDITORIAL CHALLENGES, AND ITS TREATMENT OF NUMBERS IS NO EXCEPTION. \W/HILE OF TEN PERCEIVED AS STRAIGHTFORWARD,
THE RULES GOVERNING THE USE OF NUMERALS VERSUS SPELLED-OUT NUMBERS CAN BE INTRICATE, ESPECIALLY WHEN APPLIED TO
SPECIALIZED FIELDS LIKE GOVERNMENT. THE PRIMARY AIM OF CMOS REGARDING NUMBERS IS TO ACHIEVE CLARITY, CONSISTENCY,
AND READABILITY. THIS INVOLVES MAKING INFORMED DECISIONS ABOUT WHEN TO PRESENT A QUANTITY AS A DIGIT AND WHEN
TO WRITE IT OUT IN WORDS, CONSIDERING THE CONTEXT AND THE POTENTIAL FOR CONFUSION.

CMOS GENERALLY ADVOCATES FOR SPELLING OUT NUMBERS BELOW 10 AND USING FIGURES FOR 10 AND ABOVE. HO\)VE\/ER,
THIS IS A BROAD GUIDELINE THAT IS SUBJECT TO NUMEROUS EXCEPTIONS, PARTICULARLY IN TECHNICAL WRITING OR WHEN
DEALING WITH SPECIFIC TYPES OF DATA. FOR INSTANCE, IN SCIENTIFIC OR STATISTICAL CONTEXTS, CONSISTENCY IN USING
FIGURES FOR ALL NUMBERS WITHIN A GIVEN SET OFTEN TAKES PRECEDENCE OVER THE RULE OF THUMB FOR NUMBERS UNDER 10.
THIS PRINCIPLE OF CONSISTENCY IS PARAMOUNT IN GOVERNMENT DOCUMENTATION, WHERE PRECISION AND UNAMBIGUOUS
COMMUNICATION ARE NON-NEGOTIABLE. ADHERING TO THESE RULES ENSURES THAT ALL OFFICIAL PRONOUNCEMENTS, REPORTS,
AND LEGAL DOCUMENTS ARE STANDARDIZED, PROJECTING AN IMAGE OF PROFESSIONALISM AND METICULOUS ATTENTION TO
DETAIL.

BAsic RULES FOR NUMBERS IN GOVERNMENT DOCUMENTS

\/HEN DRAFTING GOVERNMENT DOCUMENTS, THE FOUNDATIONAL PRINCIPLE FOR HANDLING NUMBERS OFTEN CENTERS ON THE
CONVENTION OF SPELLING OUT NUMBERS THAT CAN BE EXPRESSED IN ONE OR TWO WORDS AND USING FIGURES FOR LARGER



NUMBERS OR THOSE REQUIRING MORE THAN TWO WORDS. THIS TYPICALLY MEANS NUMBERS ONE THROUGH NINE ARE SPELLED OUT
(E.G., "THREE COMMITTEES,” “FIVE AGENCIES”), WHILE NUMBERS 10 AND ABOVE ARE RENDERED AS DIGITS (E.G., " 15
" on

DEPARTMENTS, 102 INITIATIVES”). THIS RULE HELPS TO BREAK UP THE VISUAL FLOW OF TEXT AND CAN MAKE CERTAIN
NUMERICAL REFERENCES EASIER TO PROCESS AT A GLANCE.

HOWEVER, IMMEDIATE EXCEPTIONS APPLY WHEN NUMBERS APPEAR IN SPECIFIC CONTEXTS. FOR INSTANCE, WHEN COMPARING
QUANTITIES, BOTH NUMBERS SHOULD BE TREATED CONSISTENTLY. |F ONE NUMBER IS 10 OR GREATER, THEN ALL NUMBERS IN THE
COMPARISON SHOULD BE FIGURES (E.G., “THE BILL PASSED WITH 12 VOTES TO 7,” NOT “THE BILL PASSED WITH 12 VOTES TO
SEVEN"). SIMILARLY, IF A SENTENCE BEGINS WITH A NUMBER, THAT NUMBER SHOULD ALWAYS BE WRITTEN OUT, REGARDLESS OF
ITS VALUE, TO AVOID AWKWARD PHRASING. FOR EXAMPLE, INSTEAD OF “ 10 SENATORS ATTENDED THE MEETING,” ONE WOULD
WRITE “TEN SENATORS ATTENDED THE MEETING.” THIS ADHERENCE TO GRAMMATICAL STRUCTURE ALONGSIDE NUMERICAL
CONVENTION ENSURES CLARITY AND PROPER SENTENCE CONSTRUCTION IN ALL OFFICIAL GOVERNMENT COMMUNICATIONS.

CONSISTENCY IN SERIES

IN GOVERNMENT REPORTS AND OFFICIAL PUBLICATIONS, MAINTAINING ABSOLUTE CONSISTENCY \WHEN NUMBERS APPEAR IN A
SERIES IS CRUCIAL. |F A SERIES CONTAINS NUMBERS BOTH ABOVE AND BELOW TEN, THE GENERAL RULE OF SPELLING OUT NUMBERS
BELOW TEN AND USING FIGURES FOR THOSE TEN AND ABOVE CAN CREATE AN INCONSISTENT AND POTENTIALLY CONFUSING
PRESENTATION. IN SUCH CASES, CMOS ADVISES USING FIGURES FOR ALL NUMBERS IN THE SERIES TO MAINTAIN UNIFORMITY. FOR
EXAMPLE, IF A REPORT DETAILS THE ACQUISITION OF “THREE VEHICLES AND 15 COMPUTERS,H IT WOULD BE MORE CONSISTENT
TO WRITE “THREE VEHICLES AND 15 coMPUTERS.” I—IO\X/EVERI IF THE NUMBERS REPRESENT DISTINCT CATEGORIES WITH NO
DIRECT COMPARISON INTENDED, THE GENERAL RULE MIGHT APPLY. THE KEY IS TO PRIORITIZE THE READER'S ABILITY TO EASILY
COMPREHEND THE DATA BEING PRESENTED, ENSURING THAT STYLISTIC CHOICES DO NOT INTRODUCE AMBIGUITY.

ORDINALS

THE TREATMENT OF ORDINAL NUMBERS—THOSE INDICATING POSITION OR ORDER, SUCH AS FIRST, SECOND, THIRD,
ETC.—FOLLOWS SIMILAR PRINCIPLES TO CARDINAL NUMBERS IN CHICAGO STYLE. ORDINAL NUMBERS BELOW TENTH ARE
GENERALLY SPELLED oUT (E.G., “THE FIRST AMENDMENT,” " THE FIFTH SESSION”). FOR TENTH AND ABOVE, FIGURES ARE
TYPICALLY USED (E.G., “THE 10TH ANNIVERSARY,” “THE 25TH DISTRICT”). THIS CONVENTION APPLIES ACROSS VARIOUS
GOVERNMENT CONTEXTS, FROM REFERENCING LEGISLATIVE ACTS AND PARLIAMENTARY PROCEDURES TO DENOTING RANKS AND
HISTORICAL EVENTS. MAINTAINING THIS DISTINCTION ENSURES THAT NUMERICAL REFERENCES TO ORDER AND SEQUENCE ARE
PRESENTED WITH THE EXPECTED FORMALITY AND CLARITY IN OFFICIAL DOCUMENTS.

HANDLING LARGE NUMBERS AND PERCENTAGES

THE PRESENTATION OF LARGE NUMBERS IN GOVERNMENT DOCUMENTS REQUIRES CAREFUL CONSIDERATION TO MAINTAIN
READABILITY AND AVOID ERRORS. CHICAGO STYLE GENERALLY RECOMMENDS USING FIGURES FOR LARGE NUMBERS, OF TEN THOSE
WITH FOUR OR MORE DIGITS, TO MAKE THEM EASIER TO GRASP QUICKLY. HOWEVER, IT IS ALSO IMPORTANT TO USE COMMAS AS
THOUSANDS SEPARATORS FOR NUMBERS WITH FOUR OR MORE DIGITS TO ENHANCE READABILITY, UNLESS DOING SO WOULD
DISRUPT A QUOTATION OR A PROPER NOUN. FOR EXAMPLE, A FIGURE LIKE “1,250,000" IS MUCH CLEARER THAN “ONE MILLION
TWO HUNDRED FIFTY THOUSAND” orR “1250000".

\WHEN LARGE NUMBERS ARE USED TO REPRESENT MONETARY VALUES, SPECIFIC FORMATTING MIGHT APPLY DEPENDING ON THE
CONTEXT. FOR INSTANCE, PRESENTING BUDGET FIGURES OR FINANCIAL REPORTS OFTEN INVOLVES CONSISTENT USE OF CURRENCY
SYMBOLS AND DECIMAL PLACES. THE GOAL IS TO ENSURE THAT FINANCIAL DATA, WHICH IS CENTRAL TO GOVERNMENTAL
OPERATIONS AND PUBLIC ACCOUNTABILITY, IS COMMUNICATED WITH ABSOLUTE PRECISION AND CLARITY. THIS MIGHT ALSO
INVOLVE DECIDING WHETHER TO USE ABBREVIATIONS LIKE “MILLION” OR “BILLION” SPELLED OUT OR AS DIGITS, WITH A
PREFERENCE FOR FIGURES WHEN COMBINED WITH OTHER NUMBERS OR WHEN SPACE IS LIMITED.



PERCENTAGES

THE USE OF PERCENTAGES IN GOVERNMENT COMMUNICATION IS FREQUENT, PARTICULARLY IN STATISTICAL ANALYSES, ECONOMIC
REPORTS, AND POLICY PROPOSALS. CHICAGO STYLE TYPICALLY REQUIRES THE USE OF FIGURES FOR PERCENTAGES, OFTEN
EXPRESSED WITH THE PERCENT SIGN (%) FOLLOWING THE NUMERAL (E.G., “A 15% INCREASE,” “2.5% UNEMPLOYMENT RATE").
CONSISTENCY IS KEY; IF A SENTENCE CONTAINS MULTIPLE PERCENTAGES, THEY SHOULD ALL BE FORMATTED UNIFORMLY. W/HEN
REPORTING STATISTICAL FINDINGS, IT IS OFTEN ESSENTIAL TO INCLUDE THE APPROPRIATE NUMBER OF DECIMAL PLACES TO
CONVEY THE NECESSARY LEVEL OF PRECISION, ESPECIALLY IN ECONOMIC OR SCIENTIFIC CONTEXTS.

IN SOME INSTANCES, ESPECIALLY IN MORE FORMAL OR NARRATIVE SECTIONS OF GOVERNMENT DOCUMENTS, IT MIGHT BE
APPROPRIATE TO SPELL OUT PERCENTAGES THAT ARE VERY COMMON OR EXPRESSED AS FRACTIONS. FOR EXAMPLE, “RIFTY
PERCENT" MIGHT BE USED IN A GENERAL STATEMENT WHERE PRECISION IS LESS CRITICAL THAN FLOW. HO\X/EVER, FOR MOST
DATA-DRIVEN COMMUNICATIONS WITHIN GOVERNMENT, THE USE OF FIGURES AND THE PERCENT SIGN IS THE STANDARD FOR
CLARITY AND CONCISENESS. THIS APPROACH AIDS IN THE IMMEDIATE COMPREHENSION OF STATISTICAL INFORMATION, WHICH IS
VITAL FOR INFORMED DECISION-MAKING AND PUBLIC UNDERSTANDING.

SPECIFIC APPLICATIONS IN GOVERNMENT CONTEXTS

GOVERNMENTAL BODIES PRODUCE A VAST ARRAY OF DOCUMENTS, EACH WITH ITS SPECIFIC NUMERICAL CONVENTIONS. FROM
LEGISLATIVE ACTS TO PUBLIC SERVICE ANNOUNCEMENTS, THE APPLICATION OF CHICAGO STYLE NUMBERS NEEDS TO BE
ADAPTABLE YET CONSISTENT. FOR INSTANCE, IN THE REALM OF LEGISLATIVE DRAFTING, NUMBERS ARE CRITICAL FOR IDENTIFYING
STATUTES, SECTIONS, AND AMENDMENTS. THESE ARE ALMOST INVARIABLY PRESENTED USING FIGURES FOR CLARITY AND
PRECISION, SUCH AS “PuBLIC LAw 115-232" or “SecTion 4(a)(1)". THE UNAMBIGUOUS IDENTIFICATION OF LEGAL
PROVISIONS IS PARAMOUNT TO THEIR PROPER APPLICATION AND INTERPRETATION.

SIMILARLY, STATISTICAL REPORTS ISSUED BY GOVERNMENT AGENCIES, SUCH AS THE CeNsUS BUREAU OrR THE BUREAU OF

L ABOR STATISTICS/ RELY HEAVILY ON NUMERICAL DATA. IN THESE CONTEXTS, THE EMPHASIS IS ON PRESENTING FIGURES
ACCURATELY AND CONSISTENTLY, OFTEN USING FIGURES FOR ALL NUMBERS WITHIN STATISTICAL TABLES AND CHARTS TO
FACILITATE COMPARISON AND ANALYSIS. THE STYLE MANUAL'S FLEXIBILITY ALLOWS FOR THESE SPECIALIZED NEEDS TO BE MET
WHILE MAINTAINING AN OVERALL FRAMEWORK OF CLARITY AND PROFESSIONALISM THAT UNDERPINS ALL GOVERNMENT
COMMUNICATIONS.

STATISTICAL TABLES AND DATA PRESENTATION

W/HEN PRESENTING STATISTICAL DATA WITHIN GOVERNMENT DOCUMENTS, THE PRIMARY OBJECTIVE IS TO ENSURE THAT THE
INFORMATION IS EASILY ACCESSIBLE, COMPARABLE, AND ACCURATE. CHICAGO STYLE, WHILE OFFERING GENERAL GUIDELINES,
ALLOWS FOR FLEXIBILITY IN SPECIALIZED CONTEXTS LIKE TABLES AND GRAPHS. W/ ITHIN TABLES, IT IS COMMON PRACTICE TO USE
FIGURES FOR ALL NUMERICAL DATA, REGARDLESS OF WHETHER THE NUMBERS ARE BELOW TEN. THIS PROMOTES VISUAL
CONSISTENCY AND MAKES IT EASIER FOR READERS TO SCAN AND COMPARE DATA POINTS. COMMAS AS THOUSANDS SEPARATORS
ARE ALMOST ALWAYS USED IN TABLES FOR LARGE NUMBERS.

FOR PERCENTAGES IN STATISTICAL TABLES, THE PERCENT SIGN (0/0) IS TYPICALLY USED. THE NUMBER OF DECIMAL PLACES
PRESENTED SHOULD BE CONSISTENT WITHIN A GIVEN TABLE OR DATASET, REFLECTING THE PRECISION OF THE SOURCE DATA.
W/HEN INTRODUCING OR SUMMARIZING DATA PRESENTED IN TABLES, IT IS IMPORTANT TO USE TRANSITIONAL PHRASES THAT
GUIDE THE READER AND REFER TO THE TABLE CLEARLY. THE OVERARCHING PRINCIPLE IS THAT THE FORMAT OF NUMERICAL DATA IN
TABLES AND CHARTS SHOULD SERVE THE DATA ITSELF, MAKING IT AS CLEAR AND IMPACTFUL AS POSSIBLE FOR GOVERNMENTAL
ANALYSIS AND PUBLIC CONSUMPTION.



BUDGETARY AND FINANCIAL INFORMATION

THE PRESENTATION OF BUDGETARY AND FINANCIAL INFORMATION WITHIN GOVERNMENT DOCUMENTS DEMANDS THE HIGHEST LEVEL
OF PRECISION AND ADHERENCE TO ESTABLISHED CONVENTIONS. NUMBERS RELATED TO APPROPRIATIONS, EXPENDITURES, REVENUE,
AND ECONOMIC FORECASTS ARE CRITICAL FOR TRANSPARENCY AND ACCOUNTABILITY. CHICAGO STYLE GENERALLY SUPPORTS
THE USE OF FIGURES FOR MONETARY VALUES. THE CURRENCY SYMBOL (E.G., $, €, £) SHOULD BE CLEARLY INDICATED, AND THE
NUMBER OF DECIMAL PLACES SHOULD BE CONSISTENT. FOR LARGE SUMS, SUCH AS NATIONAL BUDGETS, USING FIGURES WITH
APPROPRIATE SEPARATORS (£.G., $1,500,000,000) IS STANDARD.

IN OFFICIAL BUDGET DOCUMENTS, IT IS ALSO COMMON TO SEE REFERENCES TO SPECIFIC LINE ITEMS, FISCAL YEARS, AND FUND
CODES, ALL OF WHICH ARE TYPICALLY PRESENTED AS FIGURES. THE STYLE GUIDE'S EMPHASIS ON CLARITY AND CONSISTENCY
ENSURES THAT THESE COMPLEX FINANCIAL FIGURES ARE COMMUNICATED WITHOUT AMBIGUITY , ENABLING BOTH INTERNAL
GOVERNMENTAL PROCESSES AND PUBLIC OVERSIGHT TO FUNCTION EFFECTIVELY. WHEN DISCUSSING TRENDS OR COMPARISONS
PRESENTING FIGURES SIDE-BY-SIDE WITH CLEAR LABELS IS CRUCIAL FOR READER COMPREHENSION.

1

DATES AND TIMES IN OFFICIAL COMMUNICATIONS

ACCURATE AND CONSISTENT REPRESENTATION OF DATES AND TIMES IS VITAL IN GOVERNMENT COMMUNICATIONS, WHETHER
REFERRING TO MEETING SCHEDULES, LEGISLATIVE DEADLINES, OR HISTORICAL EVENTS. CHICAGO STYLE PROVIDES CLEAR
GUIDELINES FOR THESE ELEMENTS. DATES ARE GENERALLY WRITTEN IN THE FOLLOWING FORMAT: MONTH DAY, YEAR (E.G.,
JANUARY 26, 2024). |F THE DAY PRECEDES THE MONTH, COMMAS ARE NOT USED (E.G., 26 JANUARY 2024). THE USE OF
ORDINAL NUMBERS FOR DAYS OF THE MONTH IS GENERALLY DISCOURAGED UNLESS THEY APPEAR AT THE BEGINNING OF A
SENTENCE, IN WHICH CASE THEY ARE SPELLED OUT (E.G., “THE TWENTY-SIXTH OF JANUARY MARKED A SIGNIFICANT EVENT").

TIMES ARE TYPICALLY PRESENTED USING FIGURES WITH THE APPROPRIATE COLON SEPARATOR AND AN INDICATION OF AM OR
PM, OR USING THE 24-HOUR CLOCK FORMAT WHEN GREATER PRECISION OR INTERNATIONAL STANDARDIZATION IS REQUIRED. FOR
EXAMPLE, “9:30 AM.” 0r “14:00.” IN GOVERNMENT CONTEXTS, ESPECIALLY FOR OFFICIAL MEETINGS OR DEADLINES, CLARITY
IS PARAMOUNT, AND USING THE 24-HOUR FORMAT CAN OFTEN PREVENT CONFUSION, PARTICULARLY IN INTERNATIONAL
COMMUNICATIONS OR WHEN SPECIFIC PROTOCOLS ARE IN PLACE. THE CHOICE BETWEEN FORMATS OFTEN DEPENDS ON THE
INTENDED AUDIENCE AND THE DOCUMENT’S PURPOSE.

RerFerRRING TO DECADES AND CENTURIES

\W/HEN REFERRING TO DECADES AND CENTURIES IN GOVERNMENT DOCUMENTS, CHICAGO STYLE OFFERS SPECIFIC CONVENTIONS
THAT AID IN CLARITY. DECADES ARE TYPICALLY WRITTEN USING FIGURES FOLLOWED BY AN S, WITHOUT AN APOSTROPHE (E.G.,
THE 1980s, THe 2020s). THIS SIGNIFIES THE ENTIRE DECADE. \W/HEN REFERRING TO A SPECIFIC YEAR WITHIN A DECADE, SUCH
AS “THE EARLY 1980s,” THE CONTEXT CLARIFIES THE TIMEFRAME. CENTURIES ARE USUALLY WRITTEN OUT IN WORDS FOR
FORMAL CONTEXTS, SUCH AS “THE TWENTY-FIRST CENTURY,” BUT CAN BE REPRESENTED USING FIGURES IN MORE DATA-DRIVEN
OR TECHNICAL DOCUMENTS IF CONSISTENCY WITH SURROUNDING NUMERICAL DATA DEMANDS IT.

IN OFFICIAL GOVERNMENT RECORDS, PRECISE TIMEFRAMES CAN BE CRUCIAL. For INSTANCE, HISTORICAL ACCOUNTS OR
LEGISLATIVE HISTORIES MIGHT NEED TO BE SPECIFIC ABOUT PERIODS. THE STYLE MANUAL'S GUIDANCE ENSURES THAT THESE
REFERENCES ARE PRESENTED IN A WAY THAT IS BOTH FORMALLY CORRECT AND EASILY UNDERSTOOD BY THE READER, AVOIDING
POTENTIAL MISINTERPRETATIONS OF TIME SPANS. THE CONSISTENT APPLICATION OF THESE RULES CONTRIBUTES TO THE
OVERALL PROFESSIONALISM AND CLARITY OF GOVERNMENT PUBLICATIONS.

CiTING GOVERNMENT DATA AND LEGISLATION

THE CORRECT CITATION OF GOVERNMENT DATA AND LEGISLATION IS FUNDAMENTAL TO ACADEMIC INTEGRITY, LEGAL ACCURACY,



AND THE TRACEABILITY OF INFORMATION WITHIN OFFICIAL DOCUMENTS. CHICAGO STYLE OFFERS DETAILED GUIDELINES FOR
VARIOUS CITATION FORMATS, INCLUDING FOOTNOTES, ENDNOTES, AND BIBLIOGRAPHIES. \W/HEN CITING LEGISLATION, SPECIFIC
ELEMENTS SUCH AS THE PUBLIC LAW NUMBER, SESSION, AND YEAR ARE CRUCIAL FOR PRECISE IDENTIFICATION. FOR INSTANCE, A
CITATION MIGHT LOOK LIKE “NATIONAL ENVIRONMENTAL PoLicy AcT ofF 1970, Pug. L. No. 91-190, 83 STAT. 852."

CITING GOVERNMENT DATA, SUCH AS REPORTS FROM AGENCIES OR STATISTICAL RELEASES, ALSO REQUIRES ATTENTION TO
DETAIL. THIS INCLUDES THE NAME OF THE AGENCY, THE TITLE OF THE REPORT, PUBLICATION DATES, AND ANY RELEVANT
IDENTIFYING NUMBERS OR URLS (THOUGH URLS ARE TYPICALLY OMITTED IN FORMAL CITATIONS UNLESS ESSENTIAL FOR
RETRIEVAL). THE AIM IS TO PROVIDE ENOUGH INFORMATION FOR THE READER TO LOCATE THE EXACT SOURCE MATERIAL,
ENSURING THAT THE CLAIMS MADE WITHIN THE GOVERNMENT DOCUMENT ARE VERIFIABLE AND GROUNDED IN AUTHORITATIVE
INFORMATION.

FOOTNOTES AND ENDNOTES FOR GOVERNMENT SOURCES

IN OFFICIAL REPORTS, SCHOLARLY WORKS COMMISSIONED BY GOVERNMENTAL BODIES, OR LEGAL BRIEFS, THE USE OF FOOTNOTES
OR ENDNOTES TO CITE GOVERNMENT SOURCES IS COMMON. CHICAGO STYLE PROVIDES A STRUCTURED APPROACH TO THIS. A
FOOTNOTE OR ENDNOTE FOR A GOVERNMENT REPORT MIGHT INCLUDE THE NAME OF THE ISSUING AGENCY, THE TITLE OF THE
REPORT, THE PUBLICATION DATE, AND A SPECIFIC PAGE NUMBER IF A PARTICULAR PIECE OF INFORMATION IS BEING REFERENCED.
For exAMPLE: “U.S. DEPARTMENT oF COMMERCE, BUREAU OF ECONOMIC ANALYSIS, SURVEY OF CURRENT BUSINESS, JANUARY
2023, 15"

\W/HEN CITING LEGISLATION IN FOOTNOTES OR ENDNOTES, THE FORMAT WOULD MIRROR THAT OF THE BIBLIOGRAPHY BUT MIGHT
BE CONDENSED. FOR INSTANCE: “NATIONAL DEFENSE AUTHORIZATION ACT FOR FiscAL YEAR 2020, Pus. L. No. 116-92, §
1001, 133 STAT. 1198.” THE DETAILED REFERENCING ENSURES THAT ALL FACTUAL ASSERTIONS DERIVED FROM
GOVERNMENTAL SOURCES ARE PROPERLY ATTRIBUTED, UPHOLDING SCHOLARLY STANDARDS AND THE INTEGRITY OF
GOVERNMENTAL RECORDS. THIS METICULOUS APPROACH IS CRUCIAL FOR MAINTAINING TRUST AND ACCURACY IN ALL OFFICIAL
PUBLICATIONS.

ConsisTeNCY AND CLARITY: THE Core PRrINCIPLES

ACROSS ALL APPLICATIONS OF CHICAGO STYLE NUMBERS WITHIN GOVERNMENT DOCUMENTS, THE OVERARCHING PRINCIPLES OF
CONSISTENCY AND CLARITY REMAIN PARAMOUNT. INCONSISTENT FORMATTING OF NUMBERS CAN LEAD TO CONFUSION, UNDERMINE
CREDIBILITY, AND INTRODUCE ERRORS, WHICH ARE PARTICULARLY DETRIMENTAL IN GOVERNMENTAL CONTEXTS WHERE PRECISION
IS EXPECTED. W/HETHER DEALING WITH SIMPLE QUANTITIES, COMPLEX STATISTICS, DATES, OR LEGAL REFERENCES, A UNIFORM
APPROACH IS ESSENTIAL.

CLARITY ENSURES THAT THE INTENDED MESSAGE IS CONVEYED WITHOUT AMBIGUITY. THIS MEANS MAKING DELIBERATE CHOICES
ABOUT WHEN TO SPELL OUT NUMBERS AND WHEN TO USE FIGURES, ALWAYS PRIORITIZING THE READER'S EASE OF
UNDERSTANDING. THE CHICAGO MANUAL OF STYLE PROVIDES A ROBUST FRAMEWORK, BUT ITS EFFECTIVE APPLICATION RELIES
ON CAREFUL EDITORIAL JUDGMENT TAILORED TO THE SPECIFIC PURPOSE AND AUDIENCE OF THE GOVERNMENT DOCUMENT. By
ADHERING TO THESE PRINCIPLES, GOVERNMENT PUBLICATIONS CAN ACHIEVE A HIGH STANDARD OF PROFESSIONALISM, ACCURACY
AND READABILITY.

’

THe RoLE oF EpITORIAL OVERSIGHT

EFFECTIVE EDITORIAL OVERSIGHT IS INDISPENSABLE FOR ENSURING THAT CHICAGO STYLE NUMBERS ARE APPLIED CONSISTENTLY
AND CORRECTLY WITHIN GOVERNMENT DOCUMENTS. PROFESSIONAL EDITORS PLAY A CRUCIAL ROLE IN REVIEWING MANUSCRIPTS
FOR ADHERENCE TO THE STYLE GUIDE'S MANDATES, IDENTIFYING AND CORRECTING ANY INCONSISTENCIES OR POTENTIAL
AMBIGUITIES. THIS INVOLVES NOT ONLY APPLYING THE RULES FOR NUMERALS VERSUS SPELLED-OUT NUMBERS BUT ALSO
ENSURING THAT THE PRESENTATION OF DATA, DATES, AND LEGISLATIVE REFERENCES IS CLEAR AND FOLLOWS ESTABLISHED



CONVENTIONS.

A WELL-TRAINED EDITORIAL TEAM CAN HELP MAINTAIN THE INTEGRITY OF GOVERNMENT PUBLICATIONS BY CATCHING ERRORS
THAT MIGHT OTHERWISE BE OVERLOOKED. T HEIR EXPERTISE IN STYLE GUIDES LIKE THE CHICAGO MANUAL OF STYLE ENSURES
THAT THE FINAL PRODUCT IS POLISHED, PROFESSIONAL, AND ACCURATELY REFLECTS THE INFORMATION IT AIMS TO CONVEY.
THIS ATTENTION TO DETAIL IS A HALLMARK OF CREDIBLE AND AUTHORITATIVE GOVERNMENTAL COMMUNICATION, REINFORCING
PUBLIC TRUST AND FACILITATING EFFECTIVE POLICY DISSEMINATION.

AUDIENCE AND PURPOSE CONSIDERATIONS

WHILE THE CHICAGO MANUAL OF STYLE PROVIDES A STANDARDIZED APPROACH, THE SPECIFIC AUDIENCE AND PURPOSE OF A
GOVERNMENT DOCUMENT SHOULD ALWAYS INFORM THE APPLICATION OF NUMERICAL STYLE. A REPORT INTENDED FOR THE
GENERAL PUBLIC MIGHT BENEFIT FROM MORE SPELLED-OUT NUMBERS TO ENHANCE READABILITY, WHEREAS A TECHNICAL REPORT OR
A PIECE OF LEGISLATION WILL DEMAND THE PRECISION AND CONCISENESS THAT FIGURES OFTEN PROVIDE. SIMILARLY, INTERNAL
MEMOS MIGHT ALLOW FOR SLIGHTLY LESS FORMAL CONVENTIONS THAN OFFICIAL PUBLIC STATEMENTS.

UNDERSTANDING THE INTENDED READER—WHETHER THEY ARE POLICYMAKERS, RESEARCHERS, LEGAL PROFESSIONALS, OR THE
GENERAL POPULACE—IS KEY TO MAKING INFORMED DECISIONS ABOUT NUMERICAL PRESENTATION. THE GOAL IS ALWAYS TO
COMMUNICATE EFFECTIVELY, AND THIS OFTEN MEANS ADAPTING STYLISTIC CHOICES TO SUIT THE CONTEXT WITHOUT
COMPROMISING ACCURACY OR PROFESSIONALISM. THE FLEXIBILITY WITHIN CHICAGO STYLE ALLOWS FOR THIS NUANCED
APPROACH, ENSURING THAT NUMERICAL INFORMATION SERVES ITS INTENDED COMMUNICATIVE FUNCTION OPTIMALLY.

FAQ

QI WHAT IS THE GENERAL RULE FOR SPELLING OUT NUMBERS VERSUS USING FIGURES IN
CHICAGO STYLE FOR GOVERNMENT DOCUMENTS?

A: THE GENERAL RULE IN CHICAGO STYLE IS TO SPELL OUT NUMBERS BELOW 10 AND USE FIGURES FOR 10 AND ABOVE.
HO\X/EVER/ THIS RULE HAS NUMEROUS EXCEPTIONS, ESPECIALLY IN GOVERNMENT CONTEXTS WHERE CONSISTENCY, CLARITY, AND
THE SPECIFIC NATURE OF DATA OFTEN TAKE PRECEDENCE.

Q: ARE THERE SPECIFIC EXCEPTIONS TO THE BASIC NUMBER RULE IN GOVERNMENT
PUBLICATIONS?

A: YES, SIGNIFICANT EXCEPTIONS EXIST. FOR INSTANCE, IF NUMBERS ARE BEING COMPARED, ALL SHOULD BE FIGURES IF ONE IS 10
OR GREATER. NUMBERS STARTING A SENTENCE ARE ALWAYS SPELLED OUT. ALSO, IN STATISTICAL TABLES OR FOR CONSISTENCY
IN A SERIES, FIGURES ARE OFTEN PREFERRED FOR ALL NUMBERS.

QZ How SHOULD LARGE NUMBERS BE PRESENTED IN OFFICIAL GOVERNMENT REPORTS?

A: LARGE NUMBERS IN GOVERNMENT REPORTS ARE TYPICALLY PRESENTED USING FIGURES FOR EASE OF COMPREHENSION. COMMAS
ARE USED AS THOUSANDS SEPARATORS FOR NUMBERS WITH FOUR OR MORE DIGITS TO ENHANCE READABILITY. FOR EXAMPLE,
$1,500,000 1s cLEARER THAN 1.5 MiLLION or 1500000.

QZ WHAT IS THE CHICAGO STYLE FOR PRESENTING PERCENTAGES IN GOVERNMENT



COMMUNICATIONS?

A: PERCENTAGES ARE GENERALLY PRESENTED USING FIGURES FOLLOWED BY THE PERCENT SIGN (9). FOR INSTANCE, “A 25%
INCREASE.” CONSISTENCY IS KEY, AND THE NUMBER OF DECIMAL PLACES SHOULD REFLECT THE PRECISION OF THE DATA,
ESPECIALLY IN STATISTICAL OR ECONOMIC REPORTS.

QZ How ARE DATES FORMATTED IN CHICAGO STYLE FOR GOVERNMENT DOCUMENTS?

A: DATES ARE TYPICALLY FORMATTED AS MONTH DAY, YEAR (E.G., JANUARY 26, 2024). IF THE DAY PRECEDES THE MONTH,
CoMMAS ARE OMITTED (E.G., 26 JANUARY 2024 ). ORDINAL NUMBERS FOR DAYS ARE USUALLY SPELLED OUT IF THEY BEGIN A
SENTENCE.

Q: WHAT IS THE CORRECT WAY TO CITE GOVERNMENT LEGISLATION USING CHICAGO
STYLE?

A: CITING GOVERNMENT LEGISLATION REQUIRES PRECISION, INCLUDING THE PUBLIC LAW NUMBER, SESSION, AND YEAR. AN
EXAMPLE FORMAT IS “NATIONAL ENVIRONMENTAL PoLicy AcT oF 1970, Pug. L. No. 91-190, 83 STAT. 852.” SpeciFic
DETAILS ENSURE THE LEGISLATION CAN BE PRECISELY LOCATED.

Q: HOW SHOULD STATISTICAL DATA BE PRESENTED IN TABLES WITHIN GOVERNMENT
DOCUMENTS?

A:IN STATISTICAL TABLES, IT IS STANDARD PRACTICE TO USE FIGURES FOR ALL NUMBERS TO ENSURE CONSISTENCY AND
FACILITATE COMPARISON. COMMAS ARE USED FOR THOUSANDS SEPARATORS, AND THE PERCENT SIGN (O/O) IS USED FOR
PERCENTAGES. THE NUMBER OF DECIMAL PLACES SHOULD BE CONSISTENT WITHIN THE TABLE.

Q: WHAT IS THE IMPORTANCE OF CONSISTENCY IN NUMERICAL STYLE FOR GOVERNMENT
PUBLICATIONS?

A: CONSISTENCY IN NUMERICAL STYLE IS CRUCIAL FOR CLARITY, ACCURACY, AND CREDIBILITY IN GOVERNMENT PUBLICATIONS.
INCONSISTENT FORMATTING CAN LEAD TO CONFUSION, MISINTERPRETATION, AND CAN UNDERMINE THE AUTHORITY OF THE
DOCUMENT AND THE AGENCY |IT REPRESENTS.

QI Does CHICAGO STYLE PROVIDE SPECIFIC GUIDANCE FOR REFERRING TO DECADES AND
CENTURIES IN GOVERNMENT CONTEXTS?

A: YES, CHICAGO STYLE GENERALLY RECOMMENDS SPELLING OUT CENTURIES (E.G., THE TWENTY-FIRST CENTURY) AND USING
FIGURES FOLLOWED BY AN 'S’ FOR DECADES (E.G., THE ]9805) THIS ENSURES CLEAR AND STANDARDIZED REFERENCES TO TIME
PERIODS.

QZ \WHAT ROLE DOES AUDIENCE PLAY IN APPLYING CHICAGO STYLE NUMBERS IN
GOVERNMENT COMMUNICATIONS?

A: THE AUDIENCE AND PURPOSE OF A GOVERNMENT DOCUMENT ARE CRITICAL CONSIDERATIONS. W/HILE ADHERING TO CHICAGO
STYLE, EDITORS MAY ADJUST THE PRESENTATION OF NUMBERS (E.G./ MORE SPELLED-OUT NUMBERS FOR A GENERAL AUDIENCE) TO
MAXIMIZE CLARITY AND EFFECTIVENESS OF COMMUNICATION WITHOUT SACRIFICING ACCURACY.
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