Metrication in the office - Basic

Prepared and arranged by

Mohammad.A.Y ousef

1- Length

- Eng. Yasser S. Mohammad

RECOMMENDED o o TYPISTS'
LENGTH m UNITS and GUIDE
should be used
Mm whenever possible
NEAREST CONVERSION
UNIT SYMBOL IMPERIAL IMPERIAL TO |FORMULA TYPE LIKE THIS:-
EQUIVALENT METRIC
kilometer= km 5/8 mile |1 mile=1.609 10°m 8 [2 |3 k [m
1000 meters km
meter m 1yard 1 yard= m 7 |5 |2 m
0.9144 m
decimeter= dm 4inches [4in=1.016dm/| 10" m 2 [0 |4 d [m
1/10 meter
Centimeter | ¢m 1/2inch  [linch=254 | 10 m 6 7 |2 c |[m
— cm
1/1000 meter
Millimeter= mm 1/16 inch [1/16 inch = 10° m 3 12 ]9 m |(m
1/1000 meter 1.588 mm
Micrometer Hm 1/250fa |1 thou=25.4 um| 10 °m 2 |1 |8 Hom
_ 'thou’
1/1 000 000 meter
NEVER MIX METRIC UNITS OTHER LENGTH
CONVERSIONS
eg write: 1 foot = 304.8 mm 4 8 m | m
39.410 m 1inch =25.4 mm 5 m|m
NOT 39 m 410 mm 1chain-20.12m 0 1|2 m
1 international nautical mile 5 [2 m
(6076 ft) = 1852 m




2. Area

2

km
i are RECOMENDED UMTS and
AR E A m LR GIEiE) should be used whenever possible
mm?
NEAREST CONVERSION
SYMBOL IMPERIAL IMPERIAL TO [FORMULA .
UNIT EQUIVALENT METRIC TYPE LIKE THIS:-
spare kilometer , k
_ 1 square mile 6 2 ol|m
= km? 250 acres 10° m 2
1 million square = 2.590 km’ 2 R1Q
meters S
hectare- 1 acre 42
: 3191 h
10 000 square meters ha BRI =0.4047 ha 10°m
are = 1/4 sq 1acre= oo alaly 3
100 square meters 4 chain 40.47 a 10°m
square ; 1sq yd ) 6(2|5]0|M|?
meter m sqyard | g g3grmz| 1M 6 Rl
square d|m
= — 2 - 1 Sq ft -2 2 7 7 (o)
decimeter= dm 16sqin | _gygg gm2 | 102 M I RE 2
1/100 square meter s|q
Square one Six - Mim
millimeter= | mm? |hundredth _é455q£“"h | 105me [ 2] 20l i
1/1 000 000 square of a sq inch | Z0%2-< MM = S |d
meters




3. Volume

NEAREST CONVERSION
IMPERIAL _
UNIT SYMBOL EQUIVALE IMIF\)/IEERI'IQILCTO FORMULA TYPE LIKE THIS:-
NT
cubic 3 1cuyd 3 51713 m |3
m® |1 cuyard m or
meter yardl—o.7646 m? 51713 c |V
. 1 gallon = 3 7 d
Cubic dm? 4546 dm? 2l - mi3iD
Decimeter or | & 1 quart i or 7(2or|c|u il r
litre= 1/1000 . 5’83 e | liter | 7 2 1 i
cubic meter .9 il
I : :
“illier = | M | 1/ cu |1 fluidounce | M 5(5|° c
1/1000 000 [ m inch  |=-2841 cm®| 5 .
cubic meter 5 m

NOTE : ALL CONVERSION FACTORS ARE ROUNDED TO
FOUR SIGNIFICANT FIGURES -THIS IS USUALLY
SUFFICIENTLY ACCURATE FOR OFFICE WORK.




OTHER AREA CONVERSIONS

1 acre

4047 m?

1 sq. foot

0-0929 m?

1 rood (1210 sqg. yds.) = 1012 m?

1 sq. mile (640 acres) = 2-590 km?

1 sq. inch = 645.2 mm’

OTHER VOLUME CONVERSIONS

1 cu. foot 28.32 dm’
1 cu. inch 16.39 cm’®
1 UK gallon 4546 dm’
1 US gallon 3.785 dm’
1 UK pint 0.5682 dm?®
1 UK fluid oz. 2841 cm’
1 UK fluid drachm 3.552 cm’

1 UK fluid mimim 59.19 mm

or
or
or
or
or
or
or
or

28.32 liters
16.39 milliliters
4.546 liters
3.785 liters
0.5682 liters
28.41  milliliters
3.552 milliliters
0.059 19 milliliters




METRIC QUANTITIES
( Writing , Typing ,Printing)

RULES

1. The names of the units are NEVER written with an upper case (CAPITAL) letter
(except at the beginning of a sentence) nor are they followed by punctuation.

e.g. 175watts 16 joules

2. Symbols can be either upper or lower case BUT the correct choice is essential. No
abbreviation stop is used.

eg. 1/5W 16 J 12-5s

3. Names of units can have an V in the plural.
Symbols NEVER.

e.g. 175 watts but 175 W
12-5seconds but 12-5s

4. Always leave one space between number and unit or between number and symbol
(except for 0 « " when used for angles)

e.g. 175watts 175W

5. A prefix is not separated by a space from the number or unit it qualifies.

e.g. 17 kilometres 17 km
490 MW 490 megawatts

6. A complex unit formed by multiplication has its units or symbols separated by a
space.

e.g. 39 newtonmetres 39 Nm

7. A complex unit formed by division

has:— (1) 'Per' between units (18 tonnes per square metre)
or (2) A'solidus’ (/) between symbols (18 t/m2)

or (3) A quotient can be used (18-")
or (4) Theform 18 t m"2 can be used.

8. If possible, prefixes should be used to ensure that numerical values lie between 0-1
and 1000.

e.g. 97000 V is better expressed as 97 kV
00026 m 2-6 mm

9. For numbers less than unity, put a zero before the decimal point.
eg. 0012 0-975




10.

11.

12,

Write or print the decimal point above the line.
Type it on the line.

eg. 0-7/3 0-713  0.713 (typed) ™

Split large groups of numbers into blocks of three by means of a space starting from
the decimal point.

e.g. 23471586-248 1316
The above rule (11) can be ignored for groups of four figures UNLESS tabulation is
involved.

e.g. 4783-6247 but 15314. 17128
127-9865 4783 .624 7
20 097.795 98




