CHICAGO STYLE NUMBERS SPEECHES

CHICAGO STYLE NUMBERS SPEECHES ARE A CRITICAL COMPONENT OF EFFECTIVE COMMUNICATION, ENSURING CLARITY AND
PROFESSIONALISM IN ANY PUBLIC ADDRESS. MASTERING THE NUANCES OF HOW NUMBERS ARE PRESENTED W/ITHIN THE CONTEXT OF
THE CHICAGO MANUAL OF STYLE <CMOS> CAN SIGNIFICANTLY ENHANCE A SPEAKER'S CREDIBILITY AND THE AUDIENCE'S
COMPREHENSION. THIS ARTICLE DELVES INTO THE INTRICATE GUIDELINES FOR USING NUMERALS AND WORDS WHEN REFERENCING
NUMBERS IN SPEECHES, EXPLORING SPECIFIC RULES FOR DIFFERENT CONTEXTS, FROM SIMPLE QUANTITIES TO COMPLEX
STATISTICAL DATA. WE WILL COVER THE FUNDAMENTAL PRINCIPLES OF WHEN TO SPELL OUT NUMBERS VERSUS WHEN TO USE
DIGITS, DISCUSS EXCEPTIONS AND SPECIAL CASES, AND PROVIDE PRACTICAL ADVICE FOR INTEGRATING THESE STYLISTIC CHOICES
SEAMLESSLY INTO YOUR PRESENTATIONS. UNDERSTANDING THESE GUIDELINES IS PARAMOUNT FOR ANYONE DELIVERING A SPEECH,
WHETHER FOR ACADEMIC, PROFESSIONAL, OR PUBLIC FORUMS, AIMING FOR PRECISION AND ADHERENCE TO ESTABLISHED CITATION
AND WRITING STANDARDS.
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UNDERSTANDING CHICAGO STYLE FOR NUMBERS IN SPEECHES

THe CHICAGO MANUAL of STYLE (CMOS) PROVIDES A COMPREHENSIVE FRAMEWORK FOR CONSISTENT AND CLEAR WRITING,
AND ITS GUIDELINES FOR NUMBERS EXTEND DIRECTLY TO THE SPOKEN WORD WHEN PREPARING SPEECHES. W/HILE OFTEN
ASSOCIATED WITH ACADEMIC PAPERS AND BOOKS, THESE RULES ARE INVALUABLE FOR CRAFTING SPEECHES THAT ARE BOTH
AUTHORITATIVE AND EASILY DIGESTIBLE FOR AN AUDIENCE. THE CORE PRINCIPLE IS TO PRIORITIZE READABILITY AND CLARITY,
ENSURING THAT NUMBERS DO NOT BECOME A BARRIER TO UNDERSTANDING THE SPEAKER'S MESSAGE. ADHERING TO CHICAGO
STYLE FOR NUMBERS IN SPEECHES HELPS ESTABLISH CREDIBILITY AND PROFESSIONALISM, DEMONSTRATING ATTENTION TO DETAIL
AND A COMMITMENT TO PRECISE COMMUNICATION.

W/HEN PREPARING A SPEECH, THE VISUAL REPRESENTATION OF NUMBERS ON NOTES OR SLIDES MIGHT BE DIFFERENT FROM HOW
THEY ARE SPOKEN. HO\X/EVER, THE UNDERLYING PRINCIPLES OF CLARITY AND CONVENTION REMAIN THE SAME. A SPEAKER WHO
CONSISTENTLY APPLIES CHICAGO STYLE NUMBERS IN THEIR SPEECH WILL PROJECT AN IMAGE OF EXPERTISE AND METICULOUS
PREPARATION, WHICH CAN SIGNIFICANTLY IMPACT AUDIENCE PERCEPTION AND THE OVERALL EFFECTIVENESS OF THE
PRESENTATION. THIS SECTION LAYS THE GROUNDWORK FOR UNDERSTANDING WHY THESE STYLISTIC CHOICES MATTER IN THE
CONTEXT OF PUBLIC SPEAKING.

BAsic RuLes: SPELLING OuUT vs. UsING NUMERALS

THE FOUNDATIONAL RULE WITHIN THE CHICAGO MANUAL OF STYLE FOR NUMBERS, APPLICABLE TO SPEECHES AS WELL, CENTERS
ON A GENERAL PRINCIPLE: SPELL OUT NUMBERS FROM ONE THROUGH ONE HUNDRED AND USE NUMERALS FOR NUMBERS 101 AND
ABOVE. THIS GUIDELINE IS DESIGNED TO PREVENT A HAPHAZARD MIX OF NUMERAL TYPES AND TO MAINTAIN A VISUALLY AND
AURALLY PLEASING FLOW. HO\X/EVER/ THIS RULE HAS SEVERAL IMPORTANT EXCEPTIONS AND CONSIDERATIONS THAT ARE
CRUCIAL FOR SPEAKERS TO BE AWARE OF TO AVOID MISINTERPRETATIONS.

For INSTANCE, WHEN A NUMBER BEGINS A SENTENCE, IT SHOULD ALWAYS BE SPELLED OUT, REGARDLESS OF ITS VALUE, TO
AVOID AWKWARD PHRASING OR GRAMMATICAL ISSUES. THIS IS A CRITICAL POINT FOR SPEECH WRITING, AS SENTENCES
FREQUENTLY START WITH NUMERICAL DATA OR QUANTITIES. ANOTHER SIGNIFICANT EXCEPTION INVOLVES CONSISTENCY WITHIN



A SERIES OR COMPARISON. IF ONE NUMBER IN A SERIES OF COMPARABLE ITEMS FALLS ABOVE ONE HUNDRED AND THEREFORE
REQUIRES A NUMERAL, ALL NUMBERS IN THAT SERIES SHOULD BE RENDERED AS NUMERALS FOR CONSISTENCY, EVEN THOSE BELOW
ONE HUNDRED. THIS ENSURES THAT THE AUDIENCE DOESN’T PERCEIVE A STYLISTIC INCONSISTENCY THAT COULD DISTRACT FROM
THE MESSAGE.

WHEN To SPeELL OUT NUMBERS

AS A GENERAL RULE, NUMBERS FROM “ONE” TO “ONE HUNDRED" ARE SPELLED OUT IN CHICAGO STYLE. THIS APPLIES TO
QUANTITIES, AGES, DATES, AND MOST OTHER NUMERICAL REFERENCES IN A SPEECH. FOR EXAMPLE, YOU WOULD SAY | HAVE
ATTENDED THREE CONFERENCES” RATHER THAN “| HAVE ATTENDED 3 CONFERENCES.” SIMILARLY, “SHE IS TWENTY-FIVE YEARS
OLD" IS PREFERRED OVER “SHE IS 25 YEARS OLD.” THIS PRACTICE MAINTAINS A SMOOTH NARRATIVE FLOW AND AVOIDS A
CHOPPY PRESENTATION WHEN READING OR DELIVERING THE SPEECH. |T ALSO MAKES COMPLEX SENTENCES WITH MULTIPLE NUMBERS
EASIER FOR THE AUDIENCE TO FOLLOW.

THERE ARE ALSO STYLISTIC CONVENTIONS THAT DICTATE SPELLING OUT CERTAIN SPECIFIC TYPES OF NUMBERS, EVEN IF THEY
ARE LARGER THAN ONE HUNDRED, PARTICULARLY IF THEY ARE APPROXIMATIONS OR PART OF COMMON IDIOMS. FOR EXAMPLE,
PHRASES LIKE A MILLION DOLLARS"” OR “HUNDREDS OF PEOPLE” ARE TYPICALLY SPELLED OUT. \WHEN IN DOUBT, LEANING
TOWARDS SPELLING OUT NUMBERS UNDER ONE HUNDRED GENERALLY ALIGNS WITH CHICAGO STYLE'S EMPHASIS ON READABILITY.
THE GOAL IS ALWAYS TO MAKE THE INFORMATION ACCESSIBLE AND NOT TO OVERWHELM THE AUDIENCE WITH A BARRAGE OF
DIGITS.

WHEN To Use NUMERALS

NUMERALS ARE GENERALLY USED FOR NUMBERS 101 AND ABOVE. THIS IS WHERE PRECISION BECOMES MORE IMPORTANT, AND
DIGITS CAN CONVEY MAGNITUDE MORE EFFICIENTLY. FOR INSTANCE, YOU WOULD STATE “THE PROJECT BUDGET IS 150,000
DOLLARS" RATHER THAN SPELLING OUT SUCH A LARGE SUM. SIMILARLY, STATISTICS, MEASUREMENTS, PERCENTAGES, AND
FIGURES THAT DENOTE SPECIFIC QUANTITIES OR DIMENSIONS TYPICALLY BENEFIT FROM THE USE OF NUMERALS FOR CLARITY AND
IMPACT. \W/HEN PRESENTING DATA IN A SPEECH, USING NUMERALS FOR LARGER FIGURES HELPS THE AUDIENCE QUICKLY GRASP THE
SCALE AND SIGNIFICANCE OF THE INFORMATION BEING SHARED.

FURTHERMORE, NUMERALS ARE PREFERRED WHEN THEY ARE PART OF A TECHNICAL OR SCIENTIFIC CONTEXT, SUCH AS IN SCIENTIFIC
MEASUREMENTS (E.G., “5.2 METERS”) OR SPECIFIC DATES AND TIMES (E.G., “JuLy 4, 1776,” “AT 3:30 P.M.”). THE USE OF
NUMERALS IN THESE INSTANCES PROVIDES EXACTNESS AND AVOIDS POTENTIAL AMBIGUITY THAT COULD ARISE FROM SPELLING
OUT LENGTHY NUMBERS OR COMPLEX DATE FORMATS. THIS ADHERENCE TO NUMERICAL REPRESENTATION ENSURES THAT
TECHNICAL DETAILS ARE CONVEYED ACCURATELY AND PROFESSIONALLY.

SPECIFIC APPLICATIONS oF CHICAGO STYLE NUMBERS

CHICAGO STYLE OFFERS SPECIFIC GUIDANCE ON HOW TO HANDLE NUMBERS IN VARIOUS CONTEXTS WITHIN A SPEECH, MOVING
BEYOND THE BASIC SPELL-OUT RULE. | HESE DETAILED RECOMMENDATIONS ENSURE CONSISTENCY AND PREVENT COMMON ERRORS
THAT CAN DETRACT FROM A SPEAKER'S MESSAGE. UNDERSTANDING THESE SPECIFIC APPLICATIONS IS VITAL FOR CRAFTING A
POLISHED AND PROFESSIONAL PRESENTATION, ESPECIALLY \WHEN DEALING WITH DATA OR HISTORICAL REFERENCES.

CONSIDER HOW PERIODS OF TIME, MEASUREMENTS, AND MONEY ARE HANDLED. THESE CATEGORIES OFTEN INVOLVE LARGE OR
PRECISE FIGURES THAT BENEFIT FROM THE USE OF NUMERALS. THE GOAL IS ALWAYS TO MAKE THE INFORMATION AS CLEAR AND
AS EASY FOR THE AUDIENCE TO PROCESS AS POSSIBLE, AND APPLYING THESE SPECIFIC CHICAGO STYLE RULES AIDS IN ACHIEVING
THAT OBJECTIVE. MASTERY OF THESE SUB-RULES DEMONSTRATES A COMMITMENT TO DETAIL AND ENHANCES THE OVERALL
IMPACT OF THE SPEECH.

HANDLING DATES AND TIMES

\W/HEN REFERENCING DATES IN A SPEECH, CHICAGO STYLE GENERALLY PREFERS THE USE OF NUMERALS. FOR EXAMPLE, A DATE
WOULD BE PRESENTED AS “JANUARY 1, 2023,"” or “oN THE 5TH oF MAY.” SPECIFIC HISTORICAL EVENTS ARE OFTEN CITED
WITH FULL DATES FOR PRECISION. W/HEN SPEAKING, IT'S COMMON TO ENUNCIATE THESE CLEARLY , ENSURING THE AUDIENCE CAN



FOLLOW ALONG. FOR INSTANCE, “\W/E COMMEMORATE THE SIGNING OF THE DECLARATION OF INDEPENDENCE ON JuLY 4, 1776."
THIS FORMAT PROVIDES A CLEAR AND UNAMBIGUOUS REFERENCE POINT FOR THE AUDIENCE.

FOR TIMES, NUMERALS ARE ALSO THE STANDARD, OFTEN WITH THE INCLUSION OF “A.M.” OR “P.M.” TO DENOTE THE SPECIFIC
PART OF THE DAY. FOR EXAMPLE, “THE MEETING IS SCHEDULED FOR 2:30 P.M.” \WHEN GIVING APPROXIMATE TIMES, CHICAGO
STYLE MIGHT ALLOW FOR SPELLING OUT, SUCH AS “AROUND NOON" OR “HALF PAST THREE,” BUT FOR PRECISE SCHEDULING OR
CRITICAL JUNCTURES, NUMERALS ARE BEST. PRECISION IN TIME REFERENCES IS CRUCIAL IN MANY PROFESSIONAL AND ACADEMIC
SPEECHES TO AVOID CONFUSION.

FRACTIONS AND PERCENTAGES

FRACTIONS ARE TYPICALLY SPELLED OUT WHEN THEY ARE SIMPLE OR LESS THAN ONE, SUCH AS “ONE-HALF” OR “TwoO-THIRDS.”
HOWEVER, COMPLEX OR TECHNICAL FRACTIONS, ESPECIALLY THOSE THAT ARE PART OF MEASUREMENTS OR FORMULAS, ARE
OFTEN BEST REPRESENTED WITH NUMERALS FOR CLARITY. FOR EXAMPLE, ” 1/4 CUP OF FLOUR” IS CLEARER THAN “ONE-FOURTH
CUP OF FLOUR” IN A RECIPE CONTEXT, AND IN A SCIENTIFIC SPEECH, “A HALF-LIFE OF 1.57 x 10”3 YEARS” wouLD
ABSOLUTELY REQUIRE NUMERALS. THE CONTEXT DICTATES WHICH FORM IS MOST COMPREHENSIBLE TO THE AUDIENCE.

PERCENTAGES ARE ALMOST ALWAYS EXPRESSED USING NUMERALS FOLLOWED BY THE PERCENT SIGN OR THE WORD “PERCENT.”
THIS IS DUE TO THEIR STATISTICAL AND QUANTITATIVE NATURE. FOR INSTANCE, “ AN INCREASE OF 25 PERCENT” OR “5.5%
GROWTH.” \WHEN SPEAKING, IT'S IMPORTANT TO ENUNCIATE THESE CLEARLY, STATING THE NUMBER AND THEN THE WORD
“PERCENT” OR ENSURING THE CONTEXT MAKES THE MEANING OBVIOUS IF ONLY THE NUMBER IS SPOKEN AND THE PERCENTAGE IS
IMPLIED BY CONTEXT OR VISUAL AIDS. USING NUMERALS FOR PERCENTAGES AIDS IN QUICK COMPREHENSION OF STATISTICAL
DATA.

MONEY AND MEASUREMENTS

\WHEN DISCUSSING MONETARY VALUES IN A SPEECH, CHICAGO STYLE GENERALLY EMPLOYS NUMERALS, ESPECIALLY FOR SPECIFIC
AMOUNTS. FoR EXAMPLE, “$500" orR “AN INVESTMENT OF $ 1.5 MILLION.” \WHILE SIMPLE ROUNDED AMOUNTS MIGHT SOMETIMES
BE SPELLED OUT (E.G., “A HUNDRED DOLLARS”), SPECIFIC FIGURES, BUDGETS, OR COSTS ARE BEST PRESENTED USING NUMERALS
FOR ACCURACY. THIS IS PARTICULARLY IMPORTANT IN BUSINESS PRESENTATIONS OR DISCUSSIONS INVOLVING FINANCIAL DATA,
WHERE PRECISION IS PARAMOUNT FOR THE AUDIENCE TO UNDERSTAND THE SCALE OF THE FINANCIAL FIGURES BEING DISCUSSED.
SIMILARLY, MEASUREMENTS, WHETHER IN IMPERIAL OR METRIC SYSTEMS, ARE BEST REPRESENTED USING NUMERALS FOR PRECISION.
THIS INCLUDES DISTANCES, WEIGHTS, VOLUMES, AND TEMPERATURES. FOR EXAMPLE, “A DISTANCE OF 10 MILES,” “A WEIGHT OF
5 kILoGRAMS,” OR “A TEMPERATURE OF 20 DEGREES CELSIUS.” THE USE OF NUMERALS ENSURES THAT THESE MEASUREMENTS
ARE UNDERSTOOD EXACTLY AS INTENDED, AVOIDING ANY AMBIGUITY THAT COULD ARISE FROM SPELLING OUT LARGE OR
COMPLEX NUMERICAL VALUES ASSOCIATED WITH SCIENTIFIC OR TECHNICAL DATA.

NUMBERS IN STATISTICS AND DATA PRESENTATIONS

PRESENTING STATISTICAL DATA IN A SPEECH CAN BE A POWERFUL WAY TO SUPPORT ARGUMENTS AND INFORM AN AUDIENCE,
BUT IT REQUIRES CAREFUL ATTENTION TO HOW NUMBERS ARE FORMATTED. CHICAGO STYLE'S GUIDELINES FOR NUMBERS ARE
PARTICULARLY RELEVANT HERE, EMPHASIZING CLARITY AND PRECISION. \W/HEN SPEAKING, NUMBERS ARE OFTEN SUPPORTED BY
VISUAL AIDS LIKE SLIDES, WHICH CAN REINFORCE THE NUMERICAL INFORMATION BEING CONVEYED, BUT THE SPOKEN \WORD ITSELF
MUST BE CLEAR AND FOLLOW ESTABLISHED CONVENTIONS.

THE GOAL IN PRESENTING STATISTICS IS NOT JUST TO RELAY INFORMATION BUT TO MAKE IT IMPACTFUL AND UNDERSTANDABLE.
BY ADHERING TO CHICAGO STYLE PRINCIPLES, SPEAKERS CAN ENSURE THAT THEIR DATA IS COMMUNICATED EFFECTIVELY,
ALLOWING THE AUDIENCE TO GRASP THE SIGNIFICANCE OF THE NUMBERS WITHOUT GETTING BOGGED DOWN IN STYLISTIC
INCONSISTENCIES. THIS SECTION FOCUSES ON THE PRACTICAL APPLICATION OF THESE RULES IN THE CONTEXT OF DATA-HEAVY
PRESENTATIONS.

STATISTICAL FIGURES AND LARGE NUMBERS

FOR STATISTICAL FIGURES AND LARGE NUMBERS, CHICAGO STYLE STRONGLY RECOMMENDS USING NUMERALS. THIS INCLUDES



POPULATION FIGURES, SURVEY RESULTS, ECONOMIC INDICATORS, AND ANY DATA POINT THAT IS INTENDED TO CONVEY
MAGNITUDE OR PRECISE QUANTITY. FOR INSTANCE, INSTEAD OF SAYING “THE COMPANY'S PROFIT WAS OVER ONE BILLION
DOLLARS,” IT IS MORE PRECISE AND IMPACTFUL TO SAY “THE COMPANY'S PROFIT EXCEEDED $ 1 BILLION.” THE USE OF NUMERALS
HERE ALLOWS THE AUDIENCE TO QUICKLY REGISTER THE SCALE OF THE FINANCIAL ACHIEVEMENT.

\W/HEN PRESENTING A SERIES OF STATISTICS, MAINTAINING CONSISTENCY IS KEY. IF ONE NUMBER IN THE SERIES IS A LARGE FIGURE
REQUIRING A NUMERAL, ALL RELATED NUMBERS IN THAT SERIES SHOULD ALSO USE NUMERALS FOR UNIFORMITY. THIS APPROACH
PREVENTS THE AUDIENCE FROM BEING DISTRACTED BY MIXED FORMATS AND HELPS THEM FOCUS ON THE DATA ITSELF. FOR
EXAMPLE, IF YOU ARE DISCUSSING DEMOGRAPHICS AND MENTION “ovER 50,000 REGISTERED VOTERS” AND THEN 1.2 MILLION
RESIDENTS,” BOTH FIGURES SHOULD BE PRESENTED NUMERICALLY.

RATIOS AND PROPORTIONS

RATIOS IN CHICAGO STYLE ARE TYPICALLY EXPRESSED USING NUMERALS AND A COLON, OR BY SPELLING oUT “To.” For
EXAMPLE, A RATIO OF “3:1” or “THREE TO ONE.” W/HEN SPEAKING, THE PHRASE “THREE TO ONE" IS OFTEN PREFERRED FOR
BETTER ORAL COMPREHENSION, ESPECIALLY IF THE NUMBERS ARE NOT EXCESSIVELY LARGE. HOWEVER, IN CONTEXTS WHERE
PRECISION IS CRITICAL, SUCH AS IN SCIENTIFIC OR TECHNICAL SPEECHES, STATING THE NUMERICAL RATIO “THREE TO ONE” OR
“3:1" CAN BE MORE EFFECTIVE, ESPECIALLY IF SUPPORTED BY VISUAL AIDS.

PROPORTIONS, WHEN EXPRESSED AS FRACTIONS, FOLLOW THE RULES FOR FRACTIONS DISCUSSED EARLIER. [F A PROPORTION IS
PRESENTED AS A DECIMAL, NUMERALS ARE ALWAYS USED, SUCH AS “0.75" or “0.2.” \WHEN SPEAKING, IT'S COMMON TO SAY
“ZERO POINT SEVEN FIVE” OR “TWENTY-FIVE PERCENT.” THE CHOICE DEPENDS ON THE AUDIENCE AND THE CONTEXT; FOR A
GENERAL AUDIENCE, SPELLING OUT DECIMALS MIGHT BE CLEARER, WHILE A TECHNICAL AUDIENCE WOULD LIKELY UNDERSTAND THE
NUMERICAL REPRESENTATION DIRECTLY.

CoNsIsTENCY AND CONTEXT IN SPEECH DELIVERY

THE MOST CRUCIAL ASPECT OF APPLYING CHICAGO STYLE NUMBERS IN SPEECHES, BEYOND UNDERSTANDING THE INDIVIDUAL
RULES, IS MAINTAINING CONSISTENCY THROUGHOUT THE PRESENTATION AND CONSIDERING THE CONTEXT IN WHICH THE NUMBERS
ARE BEING USED. A SPEECH IS A CONTINUOUS NARRATIVE, AND ANY INCONSISTENCIES IN NUMERICAL STYLE CAN DISRUPT THE
FLOW AND DISTRACT THE AUDIENCE. CONTEXT ALSO DICTATES THE MOST EFFECTIVE WAY TO PRESENT NUMERICAL INFORMATION
TO MAXIMIZE COMPREHENSION AND IMPACT.

THEREFORE, BEFORE DELIVERING A SPEECH, IT IS IMPERATIVE TO REVIEW THE SCRIPT SPECIFICALLY FOR NUMERICAL USAGE. THis
REVIEW SHOULD FOCUS NOT ONLY ON ACCURACY BUT ALSO ON STYLISTIC UNIFORMITY AND APPROPRIATENESS FOR THE
INTENDED AUDIENCE AND THE OVERALL MESSAGE. A CONSISTENT AND CONTEXTUALLY AWARE APPROACH TO NUMBERS ELEVATES
THE PROFESSIONALISM OF THE SPEECH.

MAINTAINING UNIFORMITY IN PRESENTATION

CONSISTENCY IN HOW NUMBERS ARE PRESENTED IS PARAMOUNT IN ANY SPEECH. IF YOU CHOOSE TO SPELL OUT NUMBERS BELOW
ONE HUNDRED IN ONE PART OF YOUR SPEECH, YOU SHOULD CONTINUE TO DO SO FOR ALL SIMILAR INSTANCES UNLESS A SPECIFIC
EXCEPTION APPLIES. LIKE\X/ISE, IF YOU USE NUMERALS FOR LARGER NUMBERS, MAINTAIN THAT STANDARD. THIS UNIFORMITY
CREATES A PROFESSIONAL AND POLISHED IMPRESSION, SIGNALING TO THE AUDIENCE THAT THE SPEAKER IS DETAIL-ORIENTED AND
HAS PREPARED THE MATERIAL CAREFULLY.

FOR EXAMPLE, IF YOU MENTION “FIVE PARTICIPANTS” AT THE BEGINNING OF A SECTION, AVOID SWITCHING TO “7
PARTICIPANTS” LATER IN THE SAME SECTION IF BOTH NUMBERS ARE COMPARABLE QUANTITIES. THE EXCEPTION HERE, AS
MENTIONED EARLIER, IS WHEN NUMBERS IN A SERIES NECESSITATE USING NUMERALS FOR ALL FOR CONSISTENCY. THE KEY IS TO
APPLY THE CHOSEN STYLE RULES UNIFORMLY ACROSS THE ENTIRE SPEECH TO AVOID JARRING THE LISTENER.

ADAPTING TO AUDIENCE AND PURPOSE

THE CONTEXT OF A SPEECH — ITS AUDIENCE AND PURPOSE — HEAVILY INFLUENCES HOW NUMBERS SHOULD BE PRESENTED. FOR A
GENERAL AUDIENCE, SPELLING OUT NUMBERS MIGHT BE MORE ACCESSIBLE, ESPECIALLY FOR FIGURES THAT ARE NOT CRITICAL TO



PRECISE UNDERST ANDING. HO\X/EVER, FOR A TECHNICAL OR ACADEMIC AUDIENCE, USING NUMERALS, EVEN FOR SMALLER NUMBERS,
MIGHT BE EXPECTED AND APPRECIATED FOR ITS PRECISION. THE SPEAKER MUST GAUGE THE AUDIENCE'S FAMILIARITY WITH
NUMBERS AND STATISTICAL DATA.

THE PURPOSE OF THE SPEECH ALSO PLAYS A ROLE. |[F THE GOAL IS TO CONVEY SPECIFIC, VERIFIABLE DATA, THEN PRECISE
NUMERICAL REPRESENTATION (USING NUMERALS) IS VITAL. IF THE INTENT IS TO PROVIDE A GENERAL SENSE OF SCALE OR
MAGNITUDE, THEN MORE NARRATIVE APPROACHES, PERHAPS WITH SOME NUMBERS SPELLED OUT, MIGHT BE MORE EFFECTIVE.
ALWAYS CONSIDER WHAT WILL BEST HELP THE AUDIENCE INTERNALIZE AND ACT UPON THE NUMERICAL INFORMATION YOU ARE
SHARING.

BeEST PRACTICES FOR INTEGRATING CHICAGO STYLE NUMBERS

EFFECTIVELY INTEGRATING CHICAGO STYLE NUMBERS INTO SPEECHES INVOLVES MORE THAN JUST KNOWING THE RULES; IT
REQUIRES A STRATEGIC APPROACH TO WRITING AND DELIVERY. BY FOLLOWING A FEW KEY BEST PRACTICES, SPEAKERS CAN
ENSURE THAT THEIR NUMERICAL INFORMATION IS PRESENTED WITH MAXIMUM CLARITY, ACCURACY, AND IMPACT, REINFORCING
THEIR CREDIBILITY AND THE EFFECTIVENESS OF THEIR MESSAGE. | HESE PRACTICES FOCUS ON PREPARATION, PRECISION, AND
AUDIENCE ENGAGEMENT.

ULTIMATELY/ THE GOAL IS TO MAKE NUMBERS SERVE THE MESSAGE, NOT TO HINDER IT. BY APPLYING THESE BEST PRACTICES,
SPEAKERS CAN CONFIDENTLY INCORPORATE NUMERICAL DATA AND REFERENCES INTO THEIR SPEECHES, ENSURING THAT THEIR
COMMUNICATION IS BOTH PROFESSIONAL AND PERSUASIVE. THIS ATTENTION TO DETAIL IN NUMERICAL PRESENTATION CAN
SIGNIFICANTLY ENHANCE THE OVERALL QUALITY AND RECEPTION OF THE SPEECH.

PrACTICE AND REFINE NUMERICAL DELIVERY

REHEARSING YOUR SPEECH ALOUD IS CRITICAL FOR IDENTIFYING ANY AWKWARD PHRASING OR AREAS WHERE NUMERICAL
REFERENCES MIGHT BE CONFUSING. PRACTICE ENUNCIATING NUMBERS CLEARLY, ESPECIALLY LARGER ONES OR THOSE INVOLVING
DECIMALS. IF YOU ARE USING VISUAL AIDS, ENSURE THEY ARE SYNCHRONIZED WITH YOUR SPOKEN \¥ORDS. SOMETIMES, SEEING A
NUMBER ON A SLIDE CAN HELP AN AUDIENCE PROCESS A COMPLEX FIGURE THAT MIGHT BE DIFFICULT TO GRASP SOLELY THROUGH
LISTENING.

DURING PRACTICE, PAY ATTENTION TO THE RHYTHM AND FLOW. ARE YOU PAUSING APPROPRIATELY AFTER PRESENTING A
SIGNIFICANT NUMBER? IS THE LANGUAGE YOU'RE USING TO INTRODUCE NUMERICAL DATA CLEAR AND UNAMBIGUOUS? REFINING
YOUR DELIVERY ENSURES THAT THE NUMBERS YOU PRESENT ARE NOT ONLY ACCURATE ACCORDING TO CHICAGO STYLE BUT
ALSO EASILY UNDERSTOOD BY YOUR LISTENERS.

UTILIzE VISUAL AIDS STRATEGICALLY

VISUAL AIDS, SUCH AS SLIDES, CHARTS, AND GRAPHS, CAN BE POWERFUL TOOLS FOR PRESENTING NUMERICAL DATA IN
SPEECHES. W/HEN USED STRATEGICALLY, THEY CAN REINFORCE THE NUMBERS YOU ARE SPEAKING AND MAKE COMPLEX DATA MORE
ACCESSIBLE. FOR EXAMPLE, A BAR CHART CAN EFFECTIVELY ILLUSTRATE COMPARISONS BETWEEN DIFFERENT NUMERICAL VALUES,
AND A PIE CHART CAN HELP VISUALIZE PROPORTIONS. ENSURE THAT ANY TEXT ON YOUR SLIDES ADHERES TO THE SAME CHICAGO
STYLE PRINCIPLES YOU ARE APPLYING IN YOUR SPEECH.

HO\X/EVER/ AVOID OVERWHELMING YOUR AUDIENCE WITH TOO MUCH NUMERICAL INFORMATION ON A SINGLE SLIDE. HIGHLIGHT THE
KEY FIGURES AND ALLOW YOUR SPOKEN WORDS TO ELABORATE ON THE DETAILS. THE VISUAL AID SHOULD COMPLEMENT YOUR
SPEECH, NOT REPLACE IT. W/ HEN PRESENTING A LARGE NUMBER, SHOWING IT VISUALLY CAN OFTEN BE MORE IMPACTFUL THAN
JUST SPEAKING IT.

SIMPLIFY CoMPLEX DATA FOrR CLARITY

WHILE CHICAGO STYLE VALUES PRECISION, THE PRIMARY GOAL IN A SPEECH IS CLEAR COMMUNICATION. |F A NUMERICAL
CONCEPT IS PARTICULARLY COMPLEX, CONSIDER SIMPLIFYING IT FOR YOUR AUDIENCE WITHOUT SACRIFICING ACCURACY. THIS
MIGHT INVOLVE ROUNDING NUMBERS JUDICIOUSLY, PROVIDING RELATABLE ANALOGIES, OR FOCUSING ON THE IMPLICATIONS OF THE
DATA RATHER THAN THE RAW FIGURES ALONE. FOR EXAMPLE, INSTEAD OF STATING “ THE GROWTH RATE WAS 0.07 8 PERCENT,”



YOU MIGHT SAY “THE GROWTH RATE WAS JUST UNDER ONE-TENTH OF A PERCENT,” DEPENDING ON THE CONTEXT AND AUDIENCE.

\W/HEN PRESENTING DATA, ALWAYS DEFINE KEY TERMS AND METRICS IF THERE'S ANY CHANCE OF AMBIGUITY. THE AIM IS TO
ENSURE THAT EVERY LISTENER UNDERSTANDS THE SIGNIFICANCE OF THE NUMBERS YOU ARE PRESENTING. SIMPLIFYING COMPLEX
DATA HELPS MAKE YOUR MESSAGE MORE MEMORABLE AND ACTIONABLE, REINFORCING THE SPEAKER’'S EXPERTISE AND THE VALUE
OF THE INFORMATION SHARED.

\WHEN IN DouBT, ERR ON THE SIDE OF CLARITY

IN ANY SITUATION WHERE YOU ARE UNSURE ABOUT THE BEST WAY TO PRESENT A NUMBER ACCORDING TO CHICAGO STYLE FOR
YOUR SPEECH, ALWAYS PRIORITIZE CLARITY AND AUDIENCE COMPREHENSION. \W/HILE ADHERENCE TO THE MANUAL IS IMPORTANT,
ITS ULTIMATE PURPOSE IS TO FACILITATE EFFECTIVE COMMUNICATION. |[F A STRICT APPLICATION OF A RULE MAKES A NUMBER
HARDER FOR YOUR AUDIENCE TO GRASP, CONSIDER A SLIGHTLY MODIFIED APPROACH THAT MAINTAINS ACCURACY BUT ENHANCES
READABILITY.

For INSTANCE, IF A VERY LONG NUMBER SPELLED OUT BECOMES CUMBERSOME, USING NUMERALS MIGHT BE A BETTER CHOICE.
CONVERSELY, IF A STRING OF DIGITS IS OVERWHELMING, A DESCRIPTIVE PHRASE MIGHT BE MORE EFFECTIVE. THE KEY IS TO MAKE
AN INFORMED DECISION BASED ON THE SPECIFIC CONTENT, AUDIENCE, AND THE OVERALL GOALS OF YOUR SPEECH, ALWAYS
AIMING FOR THE MOST STRAIGHTFORWARD AND UNDERSTANDABLE REPRESENTATION OF NUMERICAL INFORMATION.

FAQ

Q: How DO | HANDLE NUMBERS AT THE BEGINNING OF A SENTENCE IN A SPEECH
ACCORDING TO CHICAGO STYLE?

A: ACCORDING TO CHICAGO STYLE, NUMBERS THAT BEGIN A SENTENCE SHOULD ALWAYS BE SPELLED OUT, REGARDLESS OF THEIR
MAGNITUDE. THIS RULE APPLIES TO SPEECHES AS WELL, TO MAINTAIN GRAMMATICAL CORRECTNESS AND READABILITY. FOR
EXAMPLE, YOU WOULD SAY “TWENTY-FIVE ATTENDEES PARTICIPATED IN THE WORKSHOP,” NOT “25 ATTENDEES PARTICIPATED
IN THE WORKSHOP.”

Q: SHOULD | USE NUMERALS OR SPELL OUT NUMBERS WHEN REFERRING TO YEARS IN A
SPEECH?

A: YEARS ARE GENERALLY WRITTEN AS NUMERALS IN CHICAGO STYLE. FOR EXAMPLE, “THE EVENT TOOK PLACE IN 1945.”
\W/HEN REFERRING TO DECADES, THEY ARE OFTEN SPELLED OUT, SUCH AS “THE NINETEEN EIGHTIES,” OR WRITTEN NUMERICALLY
WITH AN APOSTROPHE, LIKE “THE 1980s.” FOR SPECIFIC YEARS, NUMERALS ARE STANDARD FOR CLARITY AND PRECISION.

Q: WHAT I1s THE CHICAGO STYLE RULE FOR USING COMMAS IN LARGE NUMBERS IN
SPEECHES?

A: COMMAS ARE USED TO SEPARATE THOUSANDS, MILLIONS, AND SO ON IN LARGE NUMBERS. For ExampLE, 10,000 or
1,500,000. WHEN SPEAKING THESE NUMBERS, YOU WOULD ENUNCIATE THE NUMBER AND THE PLACE VALUE, SUCH AS "'TEN
THOUSAND"” OR ONE MILLION, FIVE HUNDRED THOUSAND.” THE COMMA ENHANCES READABILITY ON NOTES OR SLIDES AND GUIDES
PRONUNCIATION.

Q: How SHOULD | PRESENT FRACTIONS IN A SPEECH IF |'M FOLLOWING CHICAGO STYLE?

A: SIMPLE FRACTIONS ARE GENERALLY SPELLED OUT, ESPECIALLY WHEN THEY ARE LESS THAN ONE, SUCH AS “ONE-HALF” OR
" THREE-QUARTERS.” HOWEVER, COMPLEX OR TECHNICAL FRACTIONS, PARTICULARLY IN SCIENTIFIC OR MATHEMATICAL
CONTEXTS, ARE BEST PRESENTED USING NUMERALS FOR ACCURACY, SUCH AS “1/4 cup” or “A RATIO OF 5:2.” THE CHOICE
SHOULD PRIORITIZE AUDIENCE COMPREHENSION.



QZ IS THERE A DIFFERENCE IN HOW CHICAGO STYLE NUMBERS ARE PRESENTED IN WRITTEN
DOCUMENTS VERSUS SPOKEN SPEECHES?

A: THE UNDERLYING PRINCIPLES OF CHICAGO STYLE FOR NUMBERS—CLARITY, CONSISTENCY, AND READABILITY—REMAIN THE
SAME FOR BOTH WRITTEN DOCUMENTS AND SPOKEN SPEECHES. HO\X/EVER, IN SPEECHES, THERE IS A GREATER EMPHASIS ON ORAL
COMPREHENSION. THIS MIGHT MEAN FAVORING SPELLED-OUT NUMBERS FOR SMALLER QUANTITIES FOR A SMOOTHER FLOW, OR
USING SLIGHTLY SIMPLER PHRASING WHEN PRESENTING COMPLEX DATA, WHILE STILL ADHERING TO THE CORE RULES.

QZ How DO | ENSURE CONSISTENCY WHEN USING NUMBERS THROUGHOUT MY SPEECH?

A: To ENSURE CONSISTENCY, FIRST FAMILIARIZE YOURSELF THOROUGHLY WITH THE CHICAGO STYLE GUIDELINES FOR NUMBERS.
THEN/ DURING THE WRITING PROCESS, APPLY THESE RULES UNIFORMLY. AFTER DRAFTING, CONDUCT A THOROUGH REVIEW
SPECIFICALLY FOR NUMERICAL USAGE. READ YOUR SPEECH ALOUD TO CATCH ANY INCONSISTENCIES OR AWKW ARD PHRASING,
AND MAKE CORRECTIONS AS NEEDED TO MAINTAIN A UNIFORM STYLE.

Q: WHEN PRESENTING FINANCIAL FIGURES IN A SPEECH, SHOULD | USE NUMERALS OR
SPELL OUT AMOUNTS?

A: CHICAGO STYLE GENERALLY RECOMMENDS USING NUMERALS FOR SPECIFIC FINANCIAL AMOUNTS TO ENSURE ACCURACY AND
PRECISION. FOR EXAMPLE, “$75,000" orR “AN INVESTMENT OF $2.3 MILLION.” \WHILE VERY GENERAL OR ROUNDED AMOUNTS
MIGHT BE SPELLED oUT (E.G., “A HUNDRED DOLLARS"), SPECIFIC FIGURES, BUDGETS, AND COSTS ARE BEST PRESENTED
NUMERICALLY.
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