chicago style numbers manuscript

chicago style numbers manuscript guidelines are crucial for academic writers
aiming for clarity, consistency, and adherence to scholarly conventions.
Navigating the nuances of how to present numbers, dates, and figures in a
manuscript following The Chicago Manual of Style (CMOS) can seem daunting,
but it is a fundamental aspect of polished academic prose. This comprehensive
article delves deep into the Chicago style for numbers, covering everything
from spelling out small numbers to proper formatting of large figures,
percentages, and dates. We will explore the core principles that guide these
decisions, ensuring your work is both readable and compliant with one of the
most widely respected style guides. Furthermore, we will discuss specific
scenarios and common pitfalls to avoid when incorporating numerical data into
your manuscript, offering practical advice for writers across various
disciplines.
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Understanding the Core Principles of Chicago
Style Numbers

The fundamental principle guiding the presentation of numbers in The Chicago
Manual of Style is consistency and clarity. The goal is to ensure that
numerical information is easily understood by the reader without interruption
or ambiguity. CMOS offers specific rules to achieve this, focusing on
readability and avoiding unnecessary stylistic variations. Adhering to these
guidelines ensures that your manuscript presents data in a professional and
scholarly manner.

CMOS generally advises writers to spell out numbers below 10 and use numerals
for numbers 10 and above. This rule, while simple, has several important
exceptions and considerations that affect its application in a manuscript.
Understanding these nuances is key to mastering Chicago style numbers.



Spelling Out Numbers vs. Using Numerals

The primary guideline in Chicago style is to spell out whole numbers that can
be expressed in one or two words, typically those from zero to nine.
Conversely, numbers 10 and above are generally written in numerals. This
approach aims to maintain a consistent visual flow within the text,
preventing an overabundance of figures that can disrupt readability.

Numbers Below Ten

As a general rule, numbers from zero to nine should be spelled out. This
includes concepts like "five books," "three students," or "one apple." This
convention applies even when these small numbers are used alongside larger
numbers written as figures, unless a specific context demands otherwise for
clarity.

Numbers Ten and Above

Numbers 10 and higher are typically rendered as numerals. For example, you
would write "15 pages," "27 participants," or "100 researchers." This
distinction helps differentiate between smaller, more common quantities that
can be easily visualized when spelled out, and larger, more precise figures
that benefit from the conciseness of numerals.

Numbers in Series and at the Beginning of
Sentences

Special considerations apply when numbers appear in a series or at the start
of a sentence, as these situations can affect the standard rule of spelling
out small numbers and using figures for larger ones.

Numbers 1in Series

When a series of numbers includes both those below 10 and those 10 or above,
consistency is key. CMOS recommends treating all numbers in the series
according to the rule for the largest number. For instance, if you have a
sentence discussing "five apples, 12 oranges, and 20 pears," you would write
all numbers as numerals: "5 apples, 12 oranges, and 20 pears" to maintain
uniformity within the list.



Numbers at the Beginning of Sentences

Chicago style strongly discourages starting a sentence with a numeral. If a
number that would typically be written as a numeral appears at the beginning
of a sentence, it should be spelled out. For example, instead of "10
researchers attended the conference," you would write "Ten researchers
attended the conference." If spelling out the number would result in a very
long or awkward phrase, rephrasing the sentence to avoid starting with the
number is often the preferred solution.

Large Numbers and Rounding

When dealing with very large numbers, clarity and precision become paramount.
Chicago style offers guidance on how to present these figures effectively.

Approximations and Round Numbers

For very large round numbers, such as those in the thousands, millions, or
billions, it is often acceptable to use a combination of numerals and words,
particularly in less formal contexts or when exact precision is not required.
For instance, "over 50,000 attendees" or "a project costing $2 million."
However, in scholarly manuscripts, exact figures are often preferred unless
approximations are explicitly stated.

Precision vs. Readability

The decision to round large numbers or use them in their precise form often
depends on the context and the importance of exactitude. If the specific
quantity is critical to the argument, use the precise numeral. If the
magnitude is more important, rounding with clear indication (e.g.,
"approximately," "about") is acceptable.

Percentages and Decimals

The presentation of percentages and decimal numbers follows specific
conventions within Chicago style to ensure clarity and accuracy.

Percentages

Percentages are generally expressed using numerals followed by the percent
sign (%) or the word "percent." For instance, "a 15% increase" or "ten
percent of the sample." CMOS generally prefers the numeral and symbol for



consistency, especially in tables and figures. When spelling out numbers,
"ten percent" is correct. However, when referring to specific quantities, "15
percent" or "15%" is standard.

Decimals

Decimal numbers are always written using numerals. For example, "0.75,"
"3.14," or "2.5 millimeters." Leading zeros are typically omitted for
decimals less than 1 unless the number could be confused with a whole number
(e.g., "0.5" is preferred over ".5" to avoid ambiguity).

Dates and Times

Chicago style has specific rules for formatting dates and times to ensure
they are easily interpretable.

Dates

Dates are usually written in the format month day, year, without commas
between the month and day or between the day and year. For example, "July 4,
1776," or "January 1, 2024." If the date is part of a parenthetical phrase or
does not include the year, a comma is used between the month and day: "on
July 4, we celebrated." When the day precedes the month, as in European
style, commas are omitted: "4 July 1776."

Times

Times are typically written out using numerals and abbreviations for a.m. and
p.m., or using a 24-hour format. For example, "10:30 a.m." or "2:15 p.m." In
more formal writing, you might see "half past ten in the morning." The 24-
hour format is often used in scientific or technical contexts: "0900 hours"
or "1730 hours."

Ordinal Numbers

Ordinal numbers, which indicate position or order, also have specific
formatting rules in Chicago style.



Spelling Out Ordinals

Similar to cardinal numbers, ordinal numbers below 10 are generally spelled
out: "first," "second," "third," "fourth," "fifth," "sixth," "seventh,"
"eighth," "ninth."

Using Numerals for Ordinals

Ordinal numbers 10 and above are written as numerals, often with suffixes
like "th," "st," "nd," or "rd." For example, "10th," "21st," "22nd," "3d."
However, CMOS often prefers to write out these numbers when they are used in
a general or non-technical context, such as "the tenth annual conference" or
"his twenty-first birthday." They are typically written as numerals when they
are part of a formal designation or a precise measurement, like "the 3rd
amendment."

Numbers in Citations and Bibliographies

The presentation of numbers within citations and bibliographies is crucial
for accuracy and for readers to locate sources. Chicago style has established
conventions for these elements.

Page Numbers

Page numbers in citations are almost always written as numerals. For example,
“(Smith 2023, 45)." When citing a range of pages, the full numbers are
typically given, though contractions are sometimes used for larger ranges
(e.g., "pp. 100-109" but "pp. 112-18").

Years and Editions

Publication years and edition numbers are also presented as numerals. For
example, a citation might look like "(Jones, 2020, 2nd ed., 112)."

Common Exceptions and Special Cases

While the general rules for Chicago style numbers are clear, several
exceptions and special cases warrant attention to ensure complete adherence
to the manual.

e Numbers used with units of measurement: Numbers used with specific units



of measurement, such as "5 kg," "10 cm," or "30 mph," are almost always
written as numerals for precision and consistency.

e Fractions: Simple fractions can be spelled out when they are less than
one and do not involve complex numbers (e.g., "one-half," "three-
quarters"). However, mixed numbers and complex fractions are generally
written using numerals and symbols (e.g., 1 1/2, 3/4).

* Money: Monetary amounts are typically written using numerals, often with
the currency symbol or abbreviation (e.g., "$25," "£10," "500 yen").

e Ages: Ages of people are usually written as numerals (e.g., "a 5-year-
old child," "the patient was 45").

e Scores and Statistics: Sports scores, statistics, and other data points
are generally presented as numerals (e.g., "the score was 3-2," "a
success rate of 90%").

Final Considerations for Chicago Style Numbers
in Manuscripts

Mastering Chicago style numbers requires careful attention to detail and
consistent application of the rules. The primary goal is always to enhance
the reader's understanding. When in doubt, consulting The Chicago Manual of
Style directly for the specific situation is the most reliable approach.
Remember that consistency within your own manuscript is paramount, even if
slight variations from the strictest interpretation of the rules are
sometimes necessary for stylistic flow.

The effective use of numbers in your manuscript is a hallmark of professional
academic writing. By internalizing these guidelines and practicing their
application, you will contribute to the clarity, credibility, and overall
quality of your scholarly work. This meticulous attention to detail,
including how you handle numbers, demonstrates a commitment to presenting
your research and ideas with the utmost precision and professionalism.

FAQ

Q: When should I spell out numbers in my Chicago
style manuscript, and when should I use numerals?

A: In Chicago style, you generally spell out whole numbers from zero to nine



and use numerals for numbers 10 and above. This guideline aims to improve
readability and consistency. However, there are exceptions, especially when
dealing with numbers in a series, at the beginning of a sentence, or when
specific precision is required.

Q: How does Chicago style handle numbers at the
beginning of a sentence in a manuscript?

A: Chicago style strongly advises against starting a sentence with a numeral.
If a number that would normally be written as a numeral appears at the
beginning of a sentence, it should be spelled out. If spelling it out creates
an awkward or lengthy phrase, it is best to rephrase the sentence to avoid
starting with the number.

Q: What is the rule for numbers in a series
according to Chicago style in a manuscript?

A: When a series of numbers contains both numbers below 10 and numbers 10 or
above, Chicago style dictates that you should use numerals for all numbers in
the series to maintain consistency. For example, if you are listing "five
apples, 12 oranges, and 20 pears," you would write them as "5 apples, 12
oranges, and 20 pears."

Q: How should percentages be formatted in a Chicago
style manuscript?

A: Percentages in a Chicago style manuscript are generally written using
numerals followed by the percent sign (%) or the word "percent." For
instance, "a 25% increase" or "twenty-five percent." Using numerals and the
symbol is often preferred for conciseness, especially in tables and figures.

Q: Are there specific rules for dates and times in
Chicago style manuscripts?

A: Yes, Chicago style has specific formatting for dates and times. Dates are
typically written in the order month day, year (e.g., January 1, 2024). Times
are usually presented with numerals and a.m./p.m. indicators (e.g., 9:30

a.m.). For precision, a 24-hour format might also be used (e.g., 0930 hours).

Q: How do I handle large numbers in my Chicago style
manuscript?

A: For very large round numbers, Chicago style sometimes allows for the use
of numerals combined with words (e.g., "over 50,000," "$2 million"). However,



in scholarly manuscripts where precision is key, it is often best to use the
full numeral unless an approximation is clearly indicated. Consult the
specific context and the CMOS for guidance.

Q: What are the Chicago style rules for ordinal
numbers in a manuscript?

A: Ordinal numbers below 10 are generally spelled out (first, second, third).
Ordinal numbers 10 and above are typically written as numerals with suffixes
(10th, 21st, 22nd). However, for less formal contexts, Chicago often prefers
spelling out these numbers when they refer to designations or events (e.g.,
"the tenth annual conference").

Q: How are numbers formatted in Chicago style
citations and bibliographies within a manuscript?

A: In Chicago style citations and bibliographies, numbers are almost always
presented as numerals. This includes page numbers (e.g., p. 55), publication
years (e.g., 2023), and edition numbers (e.g., 3rd ed.). This ensures clarity
and allows readers to easily locate the referenced material.
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