chicago style numbers numbered lists

The Chicago Manual of Style (CMOS) provides clear guidelines for
incorporating numbers and lists into written works, ensuring consistency and
clarity for readers. Understanding how to properly format chicago style
numbers and implement numbered lists is crucial for academic papers,
professional documents, and any text where precision and adherence to a style
guide are paramount. This article will delve deeply into the nuances of
Chicago style for numbers, exploring both cardinal and ordinal numbers, their
applications, and common conventions. Furthermore, we will meticulously
examine the construction and purpose of numbered lists in Chicago style,
covering their formatting, when to use them, and how they enhance
readability. Mastering these elements will significantly elevate the
professionalism and accessibility of your writing.
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Understanding Chicago Style for Numbers

The Chicago Manual of Style offers a comprehensive approach to the use of
numbers, prioritizing clarity and consistency above all else. While many
style guides have similar tenets, Chicago's approach has specific
recommendations for when to spell out numbers and when to use numerals. The
overarching goal is to make the text as readable and easy to understand as
possible for the intended audience.

This involves considering the context in which numbers appear, the frequency
of their use, and their potential to disrupt the flow of prose. Chicago style
aims to strike a balance between spelling out small numbers for aesthetic
reasons and using numerals for larger or more technical figures to avoid
cumbersome spellings and enhance precision.

Cardinal Numbers in Chicago Style

Cardinal numbers represent quantity, such as one, two, three, and so forth.



Chicago style has a general rule for these numbers, which forms the
foundation for many of its recommendations.

The fundamental guideline in Chicago style is to spell out numbers from one
through one hundred. For instance, you would write "twenty-five students"
rather than "25 students." This convention aids in maintaining a smooth
reading experience, particularly when numbers are not the central focus of a
sentence.

Numbers Below One Hundred

For cardinal numbers that fall between one and ninety-nine inclusive, the
standard practice in Chicago style is to spell them out. This applies whether
the number is being used for simple counting or as part of a measurement or
quantity.

Examples include: "There were three main reasons for the decision." or "The
package weighed twelve pounds." This rule generally applies unless the number
is part of a specific technical context or requires precision that a spelled-
out form might obscure.

Numbers One Hundred and Above

When cardinal numbers reach one hundred and beyond, Chicago style typically
recommends using numerals. This shift is primarily for clarity and to avoid
excessively long wordy spellings, which can interrupt the reading flow.

For example, one would write "150 delegates attended the conference" or "The
project cost $2,500." This principle holds true for larger numbers as well,
such as "The population of the city exceeded 3 million."

Ordinal Numbers in Chicago Style

Ordinal numbers, which denote position or order, such as first, second,
third, also have specific guidelines within Chicago style. These numbers are
crucial for establishing sequences and hierarchies.

Similar to cardinal numbers, Chicago style generally advises spelling out
ordinal numbers from first through tenth. This maintains a consistent and
aesthetically pleasing presentation for the initial positions in a sequence.

Ordinals First Through Tenth

The first ten ordinal numbers—first, second, third, fourth, fifth, sixth,
seventh, eighth, ninth, and tenth-are typically spelled out in Chicago style.
This rule applies regardless of whether they are part of a list or appear
within a sentence.

For instance, "He was the first person to arrive." or "This is the seventh



time we have discussed this issue."

Ordinals Eleventh and Above

For ordinal numbers from eleventh onward, Chicago style recommends using
numerals. This is a practical approach to avoid lengthy spelled-out forms and
maintain clarity, especially in longer sequences.

Examples include: "She finished in 15th place." or "The 22nd amendment to the
constitution was ratified."

When to Spell Out Numbers in Chicago Style

While the general rules about spelling out numbers up to one hundred are
important, Chicago style offers further nuances on when spelling out is
preferred, even when numerals might seem appropriate.

One key instance where spelling out is preferred is when a number begins a
sentence. To avoid awkwardness and maintain grammatical correctness, it is
best to spell out any number that starts a sentence, regardless of its
magnitude. If the number is exceptionally large and spelling it out would be
cumbersome, rephrasing the sentence to avoid starting with the number is
often a better solution.

Numbers Beginning Sentences

Starting a sentence with a numeral can sometimes appear abrupt or
grammatically awkward. Chicago style’s recommendation is to spell out any
number that begins a sentence, even if it is larger than one hundred.

For example, instead of "300 books were donated," write "Three hundred books
were donated." If the number is very large, such as "2,789,451,000,"
rephrasing is advisable, perhaps as "The sum of $2,789,451,000 was
allocated," or restructuring the sentence entirely.

Inexact Numbers and Approximations

When dealing with numbers that are approximations or are not meant to be
precise, spelling them out is generally preferred in Chicago style. This
indicates to the reader that the number is not a definitive figure.

Examples include: "She has about fifty dollars left," or "It took us nearly a
hundred years to achieve this." This distinction between exact and
approximate numbers is vital for accurate communication.



When to Use Numerals in Chicago Style

While spelling out numbers has its place, Chicago style also has clear
guidelines on when the use of numerals is not only acceptable but often
preferable, particularly for clarity and technical accuracy.

Numerals are typically used for numbers that are one hundred and above, as
previously discussed. However, there are several other contexts where
numerals are the standard.

For Precision and Technical Data

In scientific, technical, or statistical contexts, precision is paramount.
Chicago style mandates the use of numerals to ensure accuracy and avoid any
ambiguity that might arise from spelled-out numbers.

This includes data, measurements, statistics, dates, times, ages,
percentages, and monetary amounts. For instance, "The experiment yielded a
result of 98.6% accuracy," or "The patient is 5 years old."

Fractions and Percentages

When referring to fractions or percentages, Chicago style generally favors
the use of numerals for clarity and conciseness. This is especially true for
complex fractions or specific percentage values.

Examples include: "The recipe calls for 1/2 cup of flour," or "There was a
75% increase in sales." For common fractions like "one-half," spelling out
may be acceptable in less technical contexts, but numerals are generally
preferred for consistency.

Dates, Times, and Ages

Specific dates, times, and ages are almost always represented using numerals
in Chicago style to ensure precision.

Examples include: "The meeting is scheduled for October 26, 2023, at 3:00
PM." or "She celebrated her 30th birthday."

Special Cases for Numbers in Chicago Style

Beyond the general rules, Chicago style addresses several special cases
involving numbers that require careful attention to maintain stylistic
consistency.

These special cases often involve the interplay between numbers and other
elements of text, such as units of measurement, currency, or when juxtaposing
numbers of different magnitudes.



Numbers in Series or Comparisons

When a sentence contains a mix of numbers, some below one hundred and some
above, Chicago style advises using numerals for all of them to maintain
consistency. This avoids having a sentence with both spelled-out numbers and
numerals, which can be jarring.

For example, instead of "We found 5 old coins and 95 new ones," the preferred
Chicago style would be "We found 5 old coins and 95 new ones." Similarly, if
comparing quantities, consistency is key: "The first group had 8
participants, while the second group had 120."

Numbers Used with Units of Measurement

When numbers are used in conjunction with units of measurement, such as
inches, feet, miles, kilograms, or liters, numerals are consistently used in
Chicago style. This ensures precision in quantities.

Examples include: "The rope was 10 feet long," or "The container holds 2
liters of liquid." This applies even if the quantity is less than one
hundred.

Large Round Numbers

For very large round numbers that are meant to be approximate rather than
exact, Chicago style allows for flexibility. While the general rule is to use
numerals for numbers 100 and above, extremely large round numbers can
sometimes be spelled out for stylistic effect if they are clearly
approximations.

For instance, "The city has a population of over one million people" is
acceptable, as is "The project is expected to cost several million dollars."
However, if exact figures are needed, numerals are always the choice.

The Fundamentals of Chicago Style Numbered
Lists

Numbered lists are essential tools for presenting information in a clear,
sequential, and easily digestible format. Chicago style provides specific
guidelines for their construction and usage to ensure maximum readability and
professional presentation.

A well-formatted numbered list breaks down complex information into
manageable steps or points, making it ideal for instructions, sequences, or
highlighting distinct items. The core principle is to employ a clear
numbering system that guides the reader logically through the content.



When to Use Numbered Lists

The decision to use a numbered list in Chicago style hinges on the nature of
the information being presented. Numbered lists are particularly effective
for certain types of content that benefit from sequential order or clear
enumeration.

Numbered lists are most appropriate for sequences of steps in a process,
chronological arrangements of events, or when presenting a series of distinct
items that are of equal importance and need to be clearly delineated.

Instructions or procedures

Chronological accounts

Rankings or orderings

Lists of key points in a logical progression

Enumerated options or choices

Formatting Chicago Style Numbered Lists

Proper formatting of numbered lists in Chicago style is crucial for
maintaining visual appeal and clarity. Adherence to these guidelines ensures
consistency across documents.

The standard formatting involves using Arabic numerals followed by a period,
with each item beginning on a new line. Indentation is also a key component,
particularly for sub-lists, to visually distinguish hierarchical levels.

e Begin each item with an Arabic numeral (1, 2, 3, etc.).
e Follow each numeral with a period.

e Start each list item on a new line.

e Capitalize the first word of each list item.

e Use consistent indentation for all items at the same level.



Numbered Lists within Numbered Lists (Sub-
lists)

Chicago style permits the use of nested or sub-lists to organize more complex
information where items within a main list themselves require further
breakdown. This hierarchical structure enhances clarity.

When creating sub-lists, a different numbering or lettering scheme is
typically employed to differentiate them from the main list. Consistent
indentation is paramount to visually represent the hierarchical relationship.

1. First main item.
o Sub-item A.

o Sub-item B.

1. Sub-sub-item 1.

2. Sub-sub-item 2.

2. Second main item.

o Sub-item C.

Lists for Instructions and Steps

Numbered lists are exceptionally well-suited for conveying instructions or
outlining the steps of a process. The inherent order of a numbered list
naturally guides the reader through a sequence of actions.

Each step should be clearly and concisely stated, ensuring that the reader
can follow along without confusion. The use of action verbs at the beginning
of each step is often recommended for clarity.

1. Gather all necessary ingredients.
2. Preheat the oven to 350 degrees Fahrenheit.

3. Mix the dry ingredients in a large bowl.



4. Add the wet ingredients and stir until just combined.
5. Pour the batter into a greased baking pan.

6. Bake for 30-35 minutes, or until a toothpick inserted into the center
comes out clean.

Lists for Sequences and Rankings

Beyond instructions, numbered lists are ideal for presenting information that
follows a specific sequence or a ranking order. This could include historical
events, performance rankings, or stages of development.

The numerical order provides a clear framework for understanding the
progression or hierarchy of the listed items. This makes complex sequences or
comparative data much easier for the reader to grasp.

1. The first known civilization emerged in Mesopotamia.

2. The second major development in early societies was the invention of
agriculture.

3. The third significant advancement was the development of writing
systems.

4. The fourth stage saw the rise of organized city-states.

FAQ

Q: What is the primary rule for spelling out numbers
in Chicago style?

A: The primary rule in Chicago style is to spell out numbers from one through
one hundred, and to use numerals for numbers 100 and above.

Q: When should I use numerals instead of spelling
out numbers in Chicago style?

A: You should use numerals for numbers 100 and above, as well as for
precision in technical contexts, statistics, dates, times, ages, percentages,
and monetary amounts.



Q: How does Chicago style handle numbers that begin
a sentence?

A: Chicago style recommends spelling out any number that begins a sentence,
even if it is larger than one hundred. If the number is very large and
spelling it out is cumbersome, it is better to rephrase the sentence.

Q: Are there specific rules for using ordinal
numbers in Chicago style?

A: Yes, Chicago style generally spells out ordinal numbers from first through
tenth and uses numerals for ordinal numbers from eleventh onward.

Q: When is it appropriate to use a numbered list in
Chicago style?

A: Numbered lists are appropriate for presenting instructions, sequences,
chronological accounts, rankings, or any series of distinct items that
benefit from a clear, ordered enumeration.

Q: How should I format numbered lists in Chicago
style?

A: Numbered lists in Chicago style use Arabic numerals followed by a period
(e.g., 1.). Each item starts on a new line, with consistent indentation.

Q: Can I use nested lists (sub-lists) in Chicago
style?

A: Yes, Chicago style permits nested lists to organize complex information
hierarchically. Different numbering or lettering schemes and consistent
indentation are used to distinguish levels.

Q: What is the rule for numbers in a series or
comparison that includes both small and large
numbers?

A: When a sentence contains a mix of numbers, some below one hundred and some
above, Chicago style advises using numerals for all of them to maintain
consistency.



Q: How are fractions and percentages typically
handled in Chicago style?

A: Chicago style generally favors the use of numerals for fractions and
percentages to ensure clarity and conciseness.

Q: Should I spell out large round numbers like "one
million"?

A: For very large round numbers that are clearly approximations, Chicago
style allows for flexibility, and they can sometimes be spelled out for
stylistic effect. However, if exact figures are needed, numerals are the
preferred choice.
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