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METRIC STYLE GUIDE

Prefixes: Some of the metric units listed include prefixes such as kilo, centi, and milli. Prefixes, added to a unit name, create larger
or smaller units by factors that are powers of 10. For example, add the prefix kilo, which means a thousand, to the unit gram to
indicate 1000 grams; thus 1000 grams become 1 kilogram. The more common prefixes follow.

Factor Prefix Symbol

1 000 000 10 mega M6

1 000 10 kilo k3

1/100 10 centi c-2

1/1000 10 milli m-3

1/1 000 000 10 micro µ-6

Spelling: All units and prefixes should be spelled as shown in this guide.

Conversions: Conversions should follow a rule of reason; do not include figures that imply more accuracy than justified by the original
data. For example, 36 inches should be converted to 91 centimeters, not 91.44 centimeters (36 inches x 2.54 centimeters per inch =
91.44 centimeters), and 40.1 inches converts to 101.9 centimeters, not 101.854.

Capitalization of Units: The names of all units start with a lower case letter except, of course, at the beginning of the sentence. There
is one exception: in "degree Celsius" (symbol ºC) the unit "degree" is lower case but the modifier "Celsius" is capitalized. Thus body
temperature is written as 37 degrees Celsius.

Capitalization of Symbols: Unit symbols are written in lower case letters except for liter and those units derived from the name of a
person (m for meter, but W for Watt, Pa for Pascal, etc.).

Capitalization of Prefixes: Symbols of prefixes that mean a million or more are capitalized and those less than a million are lower case
(M for mega (millions), m for milli (thousandths)).

Pluralizations of Units: Names of units are made plural only when the numerical value that precedes them is more than 1. For
example, 0.25 liter or 1/4 liter, but 250 milliliters. Zero degrees Celsius is an exception to this rule.

Pluralization of Symbols: Symbols for units are never pluralized (250 mm=250 millimeters).

Incorrect Terms: The prefix "kilo" stands for one thousand of the named unit. It is not a stand-alone term in the metric system. The
most common misuse of this is the use of "kilo" for a "kilogram" of something. The word "micron" is an obsolete term for the quantity
"micrometer." Also "degree centigrade" is no longer the correct unit term for temperature in the metric system; it has been replaced
by degree Celsius.

Spacing: A space is used between the number and the symbol to which it refers. For example: 7 m, 31.4 kg, 37º C.

When a metric value is used as a one-thought modifier before a noun, hyphenating the quantity is not necessary. However, if a hyphen
is used, write out the name of the metric quantity with the hyphen between the numeral and the quantity. For example:

a 2-liter bottle, not a 2-L bottle;
a 100-meter relay, not a 100-m relay;
35-millimeter film, not 35-mm film.

In names or symbols for units having prefixes, there is no space between letters making up the symbol or name. Examples: milligram,
mg; kilometer, km.

Spaces (not commas) are used in writing metric values containing five or more digits. Examples 1 234 567 km, 0.123 456 mm. For
values with four digits, either a space or no space is acceptable.

Period: Do not use a period with metric unit names and symbols except at the end of a sentence.

Decimal Point:The dot or period is used as the decimal point within numbers. In numbers less than one, zero should be written before
the decimal point. Examples: 7.038 g; 0.038 g.
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