Rules for Punctuation Spacing and Number Expressions

Punctuation Spacing

1. Space two times after a period at the end of a sentence.

2. Space one time after a period at the end of initials, abbreviations, and personal titles.

3. Do not space after a period that is used within initials or abbreviations.

4. Space one time after a semicolon and a comma.

5. Space two times after a question mark, an exclamation point, and a colon.

6. Space one time before and after the ampersand used to join names.

7. Do not space between the number/pound sign, diagonal slash, and percent sign and the figure.

8. Spacing after quotation marks depends on the punctuation used within the quotation marks.

Number Expressions (Use words for)

1. Numbers from one to ten except when used with numbers above ten, which are keyed as figures.

Ex. Was the order for four or eight books?
Order 8 shorthand books and 15 English books.

2. A number beginning a sentence.

Ex. Fifteen persons are here; 12 are home sick.

3. The shorter of two numbers used together.

Ex. There are ten 50-gallon drums.
We have 350 five-gallon drums.

4. Isolated fractions or indefinite amounts in a sentence.

Ex. Nearly two-thirds of the students are here.
About twenty-five people came to the meeting.

5. Names of small-numbered streets and avenues (ten and under).

Ex. 1020 Sixth Street
Tenth Avenue

Number Expressions (Use figures for)

6. Dates and times (except in very formal writing).

Ex. May 9, 2002 (ninth of May)

10:15 a.m. (four o’clock)

7. A series of fractions.

Ex. Key 1/2, 1/4, 5/6, and 7 3/4 

8. Numbers following nouns.

Ex. Rule 12
page 179
Room 1208

Chapter 15

9. Measures, weights, and dimensions.

Ex. 6 ft. 9 in. tall

5 lbs. 4 oz.

8 1/2” x 11”

10. Definite numbers used with the percent sign (%); but spell out approximate amounts.  Spell out

percent with approximations and in formal writing.

(Match the two – If number is a word then symbol is a word OR actual number then actual symbol)

Ex. The rate is 15 1/2 %.

About fifty percent of the work is done.

11. House numbers except house number One.  (United States Postal Service rule)
Ex. 1915 – 42d Street

One Jefferson Avenue

12. Amounts of money.  Even money keyed without the decimal.  Amounts of a million and over may be

keyed as shown. 

Ex. $10.75

25 cents
$300

$12 million

2-Letter State Abbreviations

Alabama – AL
Georgia – GA
Maine – ME
    Nevada – NV

Oregon – OR
     Virginia - VA

Alaska – AK
Hawaii – HI
Maryland – MD
    New Hampshire – NH
Pennsylvania – PA
     Washington - WA 

Arizona – AZ
Idaho – ID

Massachusetts – MA
    New Jersey – NJ

Rhode Island – RI
     West Virginia - WV

Arkansas – AR
Illinois – IL
Michigan – MI
    New Mexico – NM

South Carolina – SC
     Wisconsin - WI

California – CA
Indiana – IN
Minnesota – MN
    New York – NY

South Dakota – SD
     Wyoming - WY

Colorado – CO
Iowa – IA

Mississippi – MS
    North Carolina – NC
Tennessee – TN
     Virgin Islands - VI

Connecticut – CT
Kansas – KS
Missouri – MO
    North Dakota – ND

Texas – TX
     Puerto Rico - PR

Delaware – DE
Kentucky – KY
Montana – MT
    Ohio – OH

Utah – UT

     Guam - GU

Florida – FL 
Louisiana – LA
Nebraska – NE
    Oklahoma – OK

Vermont – VT
     District of Columbia - DC
