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How to Write Numbers, Units of Measure, Equations, and 

Symbols 

 

Rule 1. Write out all numbers below 10. 

Example:  

× 0 quality defects 

〇 zero quality defects 

 

Rule 2. When two or more numbers are presented in the same section of writing, write 

them as numerals.  

Example:  

× Fifteen pumps, five fins, and three heat exchanges 

〇 15 pumps, 5 fins, and 3 heat exchanges  

 

Rule 3. Write large numbers in the form most familiar to your audience and easiest to 

understand. 

Example:  

× $67,000,000 

〇 ＄67 million  

 

Rule 4. Place a hyphen between a number and unit of measure when it modifies a noun. 

Example:  

15,000-volt charge 

12-inch-long ruler 

 

Rule 5. Use the singular when fractions and decimals of one or less are used as adjectives.  

Example:  

× 0.3 microns 

〇 0.3 micron  
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Rule 6. Write decimals and fractions as numerals, not words.  

Example:  

× five point five eight nine 

〇 5.589 

 

Rule 7. Treat decimal representations consistently, especially when presenting them in 

columns, rows, or groups. 

Example:  

× 0.5000 

〇 .5000 

 

Rule 8. Do not inflate the degree of accuracy by writing decimals with too many digits.  

Example:  

× 0.4216216 

〇 0.42 

 

Note: This is an example of rounding off to the nearest hundredth, but you should consult 

your client about this point.  

 

Rule 9. If a number is an approximation, write it out. 

Example:  

one-third less energy required 

 twice the pressure 

 

Rule 10. Spell out one of two numbers—usually the shorter—that appear consecutively 

in a phrase. 

Example:  

× 11 120-ohm resisters 

〇 eleven 120-ohm resisters 

 

Rule 11. Do not begin in a sentence with numerals. 

Example:  

× 2,000 chips have been damaged due to incorrect powering.  

〇 Two thousand chips have been damaged due to incorrect powering. 
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Rule 12. Keep all units of measure consistent. 

 

Rule 13. Use the correct units for the system of measurement you have chosen. 

 

Note: Confirm with your client which of measurement system (English unit, cgs unit, or 

SI units) should be used in the target language. As you know, normally, we use SI units 

in Japan.  

 

Rule 14. Write basic units of measure in word form, derived units of measure as symbols 

Unit of measure    Symbol   Abbreviation 

inch            "   in. 

ampere    A   amp 

kilogram    kg   kilo 

 

Which form should you use? It depends on where and how the unit of measure is referred 

to in your document.  

 

Rule 15. Indicate multiplication of units by a raised dot (.), division by a slash, (/). 

Example:  

× 10 kg per m-s s² 

〇 10 kg/(m•s²) 

 

If, however, you write out a unit in words, not symbols, indicate multiplication with a 

hyphen and division with the word per: 

Top speed is 60 miles per hours.  

 

Rule 16. Write secondary units in parentheses after the primary units. 

Example:  

The operation range is from 10℃(50℉) to 65℃(149℉). 

 

Rule 17. Use too few rather than too many equations.  
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Rule 18. Center and number equations on a separate line in your document unless they 

are short and simple. 

Example:  

The general first-order linear operation is 

  dy/dx = p(x)y + Q(x)   (1) 

  d²y/ d²x = p(x)dy/dx + q(x)y + r(x). (2) 

 

Rule 19. Keep all equal signs, division lines, fraction lines, multiplication signs, plus 

signs, and minus signs on the same level. 

Example:  

× x = A + B + C 

 y=  D + E 

〇 x = A + B + C 

 Y = D + E 

 

Rule 20. Punctuate words used to introduce equations just as you would words forming 

part of any sentence.  

Example:  

× The current in the wire is calculated using Ohm’s law. 

〇 The current in the wire is calculated using 

 E = IR 

 where E is current, I is electric potential, and R is resistance.  

 

Rule 21. Use too few rather than too many symbols. 

 

Rule 22. Define the symbols you use. 

See the Rule 21 example. 

 

Rule 23. Avoid duplication of symbols. 

Example:  

× The R in the test wire was 60 ohms; ambient temperature was 520°R. 

〇 The r in the test wire was 60 ohms and ambient temperature was 520°R where 

r is resistance and R degrees Rankine. 
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Rule 24. Fit symbols grammatically into the structure of your sentence.  

Example:  

If the argument is valid, that is, if r really does follow from p and q, the argument will 

lead to agreement about r provided that there is already agreement about p and q (r = 

conclusion p = first premise, q = second premise). 


