BREAKS AND HARD SPACES

6. Breaks and hard spaces

Hard spaces between words ensure that words are not split during the document
formatting stage.

NOTE > To create a hard space in Word™, hold CTRL + SHIFT simultaneously + Space Bar.

In the table below, the slash (/) means a normal break or division is allowed, while the
hash or number sign (#) means a hard space is required.

PLACE A HARD SPACE :

between a person’s title and his or her name Mr#Smith Drijones

between a numeral and the unit or other word page#10 374#firms

accompanying it USD#10#tmillion 19th#tcentury

in the numerals themselves if they are made up 20#000#Cornishmen

of four or more digits

between the day and month (but not month and 15#January/2003

year) in a date

in country names United#States

in currencies EUR#50 USD#10#tmillion

in units of measure (except °C and %) 5801tkg 215#cm
42#hL

other examples US#Government e.g.#[text]
the/embassy, #etc. etttal.
MacAdams, #G./(2000) exftante

OECD STYLE GUIDE - THIRD EDITION @OECD 2015

65



From:

SHGEE  OECD Style Guide
28 Third Edition

T

Access the complete publication at:
https://doi.org/10.1787/9789264243439-en

@/_; OECD

Please cite this chapter as:
OECD (2015), “Breaks and hard spaces”, in OECD Style Guide: Third Edition, OECD Publishing, Paris.
DOI: https://doi.org/10.1787/9789264243439-6-en

This work is published under the responsibility of the Secretary-General of the OECD. The opinions expressed and arguments
employed herein do not necessarily reflect the official views of OECD member countries.

This document and any map included herein are without prejudice to the status of or sovereignty over any territory, to the
delimitation of international frontiers and boundaries and to the name of any territory, city or area.

You can copy, download or print OECD content for your own use, and you can include excerpts from OECD publications,
databases and multimedia products in your own documents, presentations, blogs, websites and teaching materials, provided
that suitable acknowledgment of OECD as source and copyright owner is given. All requests for public or commercial use and
translation rights should be submitted to rights@oecd.org. Requests for permission to photocopy portions of this material for
public or commercial use shall be addressed directly to the Copyright Clearance Center (CCC) at info@copyright.com or the
Centre frangais d’exploitation du droit de copie (CFC) at contact@cfcopies.com.

&) OECD


https://doi.org/10.1787/9789264243439-en
https://doi.org/10.1787/9789264243439-6-en

