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COMPOSITION MINI-LESSON #72-1

Numbers

UWF WRITING LAB’S 101 GRAMMAR MINI-LESSONS SERIES

NAME________________CLASS/INSTRUCTOR_____________SCORE____

Excerpt from Real Good Grammar. Copyright 1995 by Kendall/Hunt Publishing Company. Reprinted by permission from Mamie Webb Hixon and Kendall/Hunt Publishing Company.

MINI-LESSON:
If you find yourself needing to choose between figures (17) and words (seventeen), follow these guidelines:

Figures are used for the following:

· Dates (except for formal wedding invitations)
· The abbreviations st, nd, rd, and th are usually omitted from the day of the month when the day is written as a figure.
· March 30
NOT
March 30th
· Use either of these forms for writing dates—March 30, 1946 or 30 March 1946.

· Hours when they precede a.m. or p.m.:

· 10:20 a.m.
NOT

ten-twenty a.m.

NOT

10:20 o’clock
· 6:00 p.m.
OR

Six o’clock
· Page numbers



page 256
· Numbers containing decimals

98.6 degrees
· Addresses, zip codes included

10 Easy Street, Hometown, Florida 12345
· Chapter numbers


Chapter 8
· Acts, scenes



Act III, Scene 1
· In technical and business writing, figures are generally used for the following:

· Statistical tables
· Weights
12 tons
· Totals
· Distances
65 miles
· Speeds

70 m.p.h.
· Sums
· Percentages
47 percent
· In ordinary writing, use words for numbers which can be expressed as one or two words. Use figures for numbers with more than two words.

In more than twenty years since its first edition in 1966, the editors of the second edition of the Random House Dictionary added 50,000 new entries and 75,000 new definitions.

· A number at the beginning of a sentence should be written out.
Two hundred thirty-two students took the test.

*Please note that the word and is not part of any whole number; therefore, two hundred and thirty-two would be incorrect.

· Arabic numerals are generally used when numbers are expressed as figures
· Roman numerals are preferred for the following:
· To differentiate popes, kings, emperors, queens, etc. with the same name (Henry I, Henry VIII)

· To differentiate male members of the same family with identical names (George Bush III)

· To number the major sections of an outline or the acts in a play

· Cardinal numbers—one, two, three, fifty, etc.—are used to tell how many.
Only 715 people attended the concert.

· Ordinal numbers—first, second, third, fiftieth, etc.—are used to indicate position.
Mike came in fifth in the race.

· Numbers with one or two words should be expressed as words.
Only twenty candidates applied for the position.

· Numbers with more than two words should be expressed as figures.
The company received more than 160 applicants for the position.

DIRECTIONS:
Correct any numbers that are incorrectly expressed. Write “C” if the sentence is correct.

1. 250 students are currently enrolled in English composition

2. The video store has over 500 titles.

3. The library has over five hundred twenty thousand books.

4. Alex lives at thirteen Azalea Trail, Baker, Florida 12345.

5. The information that you require is on page five hundred twenty-five.

6. Only twenty-three shopping days remain until Christmas.

7. The “Out, out brief candle” speech appears in Act five, scene 5, of Macbeth.

8. Who lives at sixteen hundred Pennsylvania Avenue?

9. He got his kicks on Route sixty-six.

10. The children were in bed by 9:00 o’clock.

The answers to these questions are on the next page.

ANSWERS
1. Two hundred fifty students are currently enrolled in English composition

2. The video store has over five hundred titles.

3. The library has over 520,000 books.

4. Alex lives at 13 Azalea Trail, Baker, Florida 12345.

5. The information that you require is on page 525.

6. Correct

7. The “Out, out brief candle” speech appears in Act 5 or V, scene 5, of Macbeth.

8. Who lives at 1600 Pennsylvania Avenue?

9. He got his kicks on Route 66.

10. Correct OR The children were in bed by 9:00 p.m.
