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Introduction

Statistics is a specialized scientific field characterized
by its high accuracy. It presents precise data,
indicators, numbers and percentages. Herein lies
the skill and professionalism in writing this statistical
material in a clear and easy-to-read style, devoid of
any confusion or complexity for the non-specialized
reader, while still fully preserving the accuracy of
the meanings, ideas, data, and statistics. Writing
numbers should also be sound and standardized
and easily understood by everyone, as this assists in
comprehending the correct meaning.

To create precise scientific bases that are understood
and consistent across all statistical departments, as well
as to standardize the writing of numbers when editing
the scientific content of GASTAT's statistical products,
the General Department of Strategic Communication,
through the Translation and Content and digital
channels Departments, has prepared (the manual
of writing numbers and percentages in GASTAT's
publications and reports) in an effort to make the
process of writing numbers in various statistical
material easier and more accessible to people who
are interested in technical aspects of statistics.

It is noteworthy to mention that this manual is not
meant to standardize the process of writing numbers
across all styles of writing and editing, but it was
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mainly prepared to be used as a helpful and brief
reference, with a focus on standardizing writing
numbers in GASTAT’s statistical material only. We
have selected the simplest scientific rules for writing
numbers in order to avoid any discrepancies and
misunderstandings. However, this does not imply
that the rules we have not mentioned are wrong.

This manual shall serve as the only reference for
writing numbers in all GASTAT's products. It has
been revised by specialized linguistic entities for
double checking the correctness and accuracy of
its selected linguistic rules.
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1. General Rules

1. The Western Arabic Numerals also called Arabic Numerals (1,2,3...) are used in the writing of all GASTAT's
statistical products, reports and publications.

2. The Eastern Arabic Numerals also called Indo-Arabic Numeral are used in the writing of official correspondences
addressed to government agencies, For example: «The Royal Court... (etc.)

3. Numbers and percentages are written usually without brackets (parentheses).

4. The symbols (+/-) should not be used with numbers if in sentences if the sentence already indicates an increase
or a decrease.

5. Numerals are always used in tabular material, statistics, and sequences, even for numbers below ten.

6. To reduce any possibility of confusion, always express the numbers of a range in full: for example, “between 6
million and 18 million” (not “between 6 and 18 million”).

7. Numerals are used for numbers in headlines. This applies even for numbers under ten and when a number
appears at the start of a headline.
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2. Writing Numbers

2.1. Spelling out numbers:

Rule Example
Spell out numbers up to nine. - The census lasted for four months.
Spell out numbers at the start of a sentence except for - Two thousand people were included.
years. - 2016 is the base year.

2.2. Writing numbers as figures:

Rule Example
Use numerals (figures) for ten and above. Number of households was 112 in Riyadh Region).
Use numerals (figures) for addresses. National Address 1122.

Use numerals (figures) for titles of tables, figures, & charts. = Table1, Figure2.

Use numerals (figures) for ages Population aged 25 and over.

Use numerals (figures) for dates, years, and decades. Feb 12, 2020, 1970s

Use numerals (figures) for decimals, percentages, & fractions. 5.6, 8%, 3 5.

Use numerals (figures) for mathematics. 2 +2 =5, Multiply by 7 and add 3.
Use numerals (figures) for measurements. 4 miles, 5 ml.

Use numerals (figures) for money. $8, SAR 100

Use numerals (figures) for page numbers and sequential

designations. Page 34, Chapter2, Phase1, Quarter3, Wave1.

Use numeral (figures) for times of day 3:30 pm., 6 am.

2.3. Writing Large Numbers:

Rule Example
Use a period to indicate a decimal point. The region has an average of 25.75 doctors
Starting with 1,000, use commas to separate every three digits. = Number of female teachers in Al-Baha region is 5,000.

Starting with 10,000, use a combination of numerals and = Some predict that the number of users will reach 2 billion by
words. 2020.
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3. Writing Percentages

Rule Example

According to the report, 45% of the labor force is employed in
the government sector. Only 6% currently work in non-profit
sector.

With percentages, the standard is to use numerals and
“%" (not “percent”).

The main exception is if you are using a percentage to
begin a sentence. In this case, use words to express the
entire percentage.

Thirteen percent of the employees reported that their salaries
increased after passing the training course.

Use the % Sign Most of the Time, when referring to a

specific figure, place the % sign immediately following Percentage of female employees in private sector
the numeral. You don't need a space between the establishments is 65%.

number and the symbol.

Ranges of percentages are expressed as follows: 20% to 50%.

3.1. What's the Difference Between Percent and Percentages?

The word percent (or the % symbol) follows a number. It means per hundred and is used with specific figures.
« There's a 10% decrease in the number of male students.
» The word percentage is more general and used when an exact number isn't provided.

« Only a small percentage of the survey population completed the questionnaire; more than 90% submitted incomplete
guestionnaires.

Make sure you don't use the word percent in place of percentage.

« Incorrect: What percent of the population participated in the survey?
« Correct: What percentage of the population participated in the survey?
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3.2. How Do You Write Percentage Points?

When writing about percentage points, use numerals.

e.g., The rate was 10% and it increased to 12%, then it increased by 2 percentage points.
3.3. Is It Percent or Per Cent?

Another common question is whether to write percent as one word or two. Both ways are correct; it's a stylistic choice.
Generally, percent is used in American English while per cent is used in British and Canadian English.

3.4. Do You Say Percentage Points or Percent?

As precise writers, we will take care not to confuse percent with percentage point. A percentage point is the mathematical
difference between two percentages: e.g., the difference between 25% and 30% is five percentage points.
At the same time, the change from 25% to 30% is a 20% increase (the five percentage points are 20% of 25%).
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Conclusion

The General Authority for Statistics has developed the
manual of writing numbers, aiming to facilitate the
task of writing numbers in various statistical materials
it produces, and to aid those interested in the technical
aspects of this field. The methodology of this manual
focuses on simplification and brevity, in presenting
the grammatical and linguistic rules. When preparing
the content of this manual, contemporary books
were consulted. However, old scientific sources and
references were not included to maintain an easy-to-
understand style and simple vocabulary for everyone.
In the end, this manual is a simplified reference for
non-specialists, and it shall not be used as a general
linguistic reference. The information and rules are
presented in tables for ease of understanding the
numerous rules of writing numbers.
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