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GASTAT content’s rules of translation into English:

This section is intended primarily for English-language translators, it aims to serve the native and non-native speakers
within the Authority who draft texts in English. It also serves as an effective resource to establish consistency in
editorial style for websites, annual report, publications, social media, and other types of content. Moreover, it
draws attention to some of the common pitfalls involved in translating from Arabic into English. With everyone

following the same guidelines, we will have more consistent content and editing standards to follow.

1. Punctuation

1.1. Colons

Colons are often used with lists.

We have two options here: stay and fight, or run like the
wind.

When a colon appears in a sentence, it usually gives the
silent impression of “as follows,” ”

which is/are,” or “thus.

There are three types of muscle in the body: cardiac,
smooth, and skeletal.

Colons can also introduce a quotation.

He ended with the immortal words of Neil Young: “Rock
and Roll can never die.”

A colon can be used to separate two independent clauses
when A) the second clause is directly related to the first
clause (not just vaguely related) and B) when the emphasis
is on the second clause.

The research is conclusive: climate change is a reality.

1.2. Semicolons

A semicolon is used to join complete sentences when a
period would create too much of a pause in the train of
thought.

He wanted to give his aunt something special; he wanted
to surprise her.

Use the semicolon to set off a series of commas in a long,
complex series.

The main offices are in Mercer County, New Jersey; Marion
County, Indiana; and Broward County, Florida.
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1.3. Commas

Use commas to separate words and word groups in a
simple series of three or more items.

My estate goes to my husband, son, daughter-in-law, and
nephew.

Use a comma to separate two adjectives when the order of
the adjectives is interchangeable.

He is a strong, healthy man.

Use a comma to separate independent clauses joined by a
conjunction.

The professor unlocked the classroom, and the students
hurried inside.

Use a comma to indicate if the reader understands or is
told that the item or clause is the only one of its kind.

His wife, Claire, also was a donor.

Starting with 1,000, use commas to separate every three
digits.

5,000.

1.4. Full stop

Full stops mark the end of a sentence that is not a question
or an exclamation.

The committee met yesterday.

Use full stops with some numbers and shortened forms.

As the decimal point in numbers and currency — for
example, ‘$3.55’

Don't use full stops with contractions or
most abbreviations.

o'clock
GASTAT

Don’t end web or email addresses with full stops.

Website: department.gov.au
Email: example@department.gov.au

Write headings, measurements and captions without full
stops.

Accessibility requirements
kg

Don't add a full stop after hashtags, emojis or handles.

#GASTAT
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1.5. Hyphens and dashes

Modifying phrases are hyphenated when used before a
noun, but not after unless the hyphen is needed to prevent | He was a well-known man
confusion.

Words formed with prefixes (nonprofit, predate,
preexisting) are only hyphenated to avoid duplicate vowels | Anti-inflation
and consonants.

1.6. Brackets

Round brackets, also known as parentheses, round
brackets are used much like commas, except that the text ARZOD (an employment service) is based in Ruritania
they contain has a lower emphasis.

Square brackets. Square brackets are used to make
insertions in quoted material which do not appear in the “Let them [the poor] eat cake.”
original quotation.

Footnote numbers in the text should appear outside of The consumption of raw materials (the majority of which
punctuation, unless they refer to text within parentheses. are mined in Africal) is high.2

1.7. Quotation marks

Quotation marks should be placed outside most
punctuation. Question marks, dashes, semicolons and
exclamation marks go within the quotation marks only
when they apply to the quoted matter.

Who wrote “Little Women"?

Use quotes around titles of works contained within other “Turning Colloidal Gold into Clathrates” was published
works, such as articles. March 3 in the journal Science.
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2. Apostrophes

Using an apostrophe to show singular possession

the boss’s wife

Using an apostrophe to show plural possession. To show
plural possession, simply put an apostrophe after the s.

Two actresses’ roles

With a singular compound noun (for example, mother-in-
law), show possession with an apostrophe + s at the end of
the word.

My mother-in-law’s hat

If two people possess the same item, put the apostrophe
+ s after the second name only.

Cesar and Maribel’s home is constructed of redwood.

In cases of separate rather than joint possession, use the
possessive form for both.

Cesar’s and Maribel’s homes are both lovely.
They don’t own the homes jointly.

Beware of nouns ending in y; do not show possession by
changing the y to ies.

Correct: the company’s policy
Incorrect: the companies policy

To show possession when a noun ending in y becomes
plural, write ies’. Do not write y’s.

Correct: three companies’ policies
Incorrect: three company’s policies

Plurals of abbreviations do not take an apostrophe.

SMEs, PICs, UFOs, UASs, FITs

Plurals of figures, including decades, do not take an
apostrophe.

Pilots of 747s undergo special training. Listen to the
greatest hits of the 1980s on Radio Live 105

3. Date

Dates are expressed as month/day/year.
When the day of the week is mentioned along with the
date, it is followed by a comma.

To write the exact date, spell out the month, and write the
day and the year in numerals.

Gregorian calendar is the calendar that is used in both Ara-
bic and English versions.

July, 12017

Monday, July,1 2017 (note the comma following the day
of the week).




wnginall a;lial dyy il duwlywll i
cloa !l dololl diygll (ué aioayig ot sal Myl

Two digits:
Use two digits when representing a span of years within 2009-10
the same century, and four digits when spanning more
than one century. Four digits:
1892-1925

Do not abbreviate months when they stand alone or ap-

oear with only a year She will graduate in May 2017

Do not place a comma between the month and the year

when the date is not mentioned. May 2017 will be a busy month.

Abbreviate these months: Jan., Feb., Aug., Sept., Oct.,
Nov. and Dec. Write out March, April, May, June and July.

When writing a span of years or academic year, use a hy-

phen but do not repeat the four-digit year. 2016-17

4. Time

Use a.m. or p.m. after the time of day, in lowercase and al- | The class meets from 12 p.m. to 2 p.m.
ways use periods.

Time is expressed following a 12-hour clock, using a colon | 12:45 p.m.
between the hour and minutes.

When the time is on the hour, do not include “00." 8a.m.
5. Lists

S . [tem one

To order points in general text, don’t use ordinal number
. [tem two
Instead, use a numbered (ordered) list
[tem three

Write all list items so they have the same grammatical [ will:
structure. This is called ‘parallel structure’. It makes lists read more emails.
easier to read. Go to meetings.
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6. Numbers and Percentages

6.1. General

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.

Subsequent numbers are shown as numbers, 11, 12 and so
on.

Avoid starting a sentence with a number, but if you must,
the number should be spelt out.

They discussed TV items at the meeting.

Twenty-seven items were discussed at the meeting.

Decimal points and commas. Numbers over a thousand

3,333 not 3333
should use a comma

300.

Use numerals (figures) for hundred and thousand. 3.000.

Units and figures are combined for 10 thousand and over.

Use a hard space between numbers and their units. 30 thousand, 100 thousand, 2 million, 15 billion.

Abbreviating ‘million” and ‘billion’. Use the letters m and
bn without a space for sums of money to avoid frequent
repetitions of million and billion. This applies particularly to 5m, 60bn
tables where space is limited.

In running text, such as in press releases, write million and
billion out in full. Mexico City has a population of 21.2 million people.

Use numerals (figures) for fractions. 3 V.

Always use figures with units of measurement that are
denoted by symbols or abbreviations. No space between 50m, 15Kg
numbers and units of measurement (Table)
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6.2 Units of Measurement

When writing a percentage, always use the percentage sign
(%) preceded by the number in figures.

Consumer Price Index increases by 3% in August.

7. Currency

Always use the international currency codes. Place the
currency code before the number and write the number in
figures.

SAR 200

8. Capitalization

8.1. General

- Capitalize the first word of a sentence.

- Capitalize names and other proper nouns (Cities,
countries, companies, government entities, religions,
languages, nationalities...etc)

- Capitalize positions/job titles.

- Capitalize days, months, and holidays, but not seasons.

Riyadh, Saudi Arabia, Ministry of Economy and Planning,
Islam, English language.

Senior Statistical Analyst
Sunday, August, Saudi National Day, summer.

8.2. News Headlines

Capitalize news headlines except for the following:
articles, coordinating conjunctions, short words
(less than 5 letters), and prepositions.

Non-Oil Merchandise Exports in Saudi Arabia
Increase by 58.8% in July 2022

8.3. Titles and subtitles

Titles. Capitalize the first word of the title.

In publications:
Inflation rises to 2.7% in July 2022
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Subtitles. Capitalize the first word of the subtitle, including
the subtitles of tables and figures.

Labor market conditions improve among both Saudi male
and female

8.4. Email and web addresses

Email addresses and URLs should appear in lower case.

Do not include https:// at the beginning.

translation@stats.gov.sa

www.stats.gov.sa

8.5. Tweets

Capitalize the first word of the tweet.

Non-oil exports increase by 26.4% in July 2022.

8.6. Names of Statistical Products and Releases

Always capitalize the names of statistical products
and releases, such as surveys, publications, guides,
classifications.. .etc.

- Household Income and Expenditure Survey

- Consumer Price Index

- Saudi Standard Classification of Occupations
- National Classification for Economic Activities

9. Abbreviation

Spell out abbreviations/acronyms in full when they are first
mentioned in text

General Authority for Statistics (GASTAT)
Household Income and Expenditure Survey (HIES)

The abbreviation of the word Quarter is used in tweets,
news headlines, titles of tables followed by the number
without a space.

Use the full form in titles and content of publications.

Saudi Unemployment Rate decreases to 9.7% in Q2 of
2022.
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10. Translation of Letters

Greetings

dill g alll danjg pdulc pdlull

His Excellency...
Or abbreviated (HE)

~dleall cinbal paaillg daill aey

His Royal Highness
Or abbreviated (HRH)

élall gonull Cialo

Best Regards,

sulii alls Joia) lgkaai

11. Headlines

11.1. General

Use present simple tense.

Saudi Unemployment Rate Decreases to 9.7% in Q2 of
2022

Not

Saudi Unemployment Rate Decreased to 9.7% in Q2 of
2022

Use figures for numbers.

Industrial Production Index Increases by 17.7% in July 2022

Headings do not have punctuation marks.

Non-Oil Merchandise Exports in Saudi Arabia Increase by
26.4 % in July 2022

Leave out articles (a, an, the)

GASTAT Announces Completion of “Address Canvassing”
Phase in Saudi Census 2022

Not

GASTAT Announces the Completion of the “Address
Canvassing” Phase in the Saudi Census 2022

Capitalize news headlines.
See 9. Capitalization

Real GDP Grows by 12.2% in Q2 of 2022
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Titles of figures and tables appear above the chart or table.
Capitalize the words Figure and Table.

Leave a space between the number that follows the words
Figure and Table and write it without parentheses.

Do not use punctuation in titles of figures and tables.

Figure 5 Contribution of economic activities to GDP (%)
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