More lessons in "numberology" -- Jeff Rubin. (jeff@put-it-in-writing.com)
When should a number be spelled out and when should it be written in figures? Here are a few more rules:


* Numbers in millions and above are written either in figures or words and followed by million or billion:


"17 million...at a cost of four and a half million dollars."


* Unrelated numbers in the same sentence should be distinguished for clarity. Figures and words can be used to differentiate them: 

"In three days we sold 24 cars, 6 campers, and 11 used trucks."


* Unrelated numbers should not be placed next to each other. You may spell out one of the numbers, use a comma to separate them, or rewrite the sentence: 

"The show consisted of 3 one-act plays." 

"In 1994, 16 incumbent senators were defeated." (Or "There were 16 incumbent senators defeated in 1994.")


* Sums under a dollar are usually expressed in figures, but it is not 
uncommon to see sums spelled out in formal writing. The word "cents" is used following the words or figures in printing and formal writing; the cents sign is used in informal writing: "35 cents," "thirty-five cents." Remember, however, that consistency would demand: "One item cost $1.25 and the other is $.69."


