
Talking Terms


When talking over a phone, it is often necessary to spell out addresses, words &c. To do this one must know the different names of the various characters and marks used in English as well as the most common in other languages.

´
acute (small slash slanting up and right over a letter, i.e. ó)

&
ampersand (and sign)

‘
apostrophe

*
asterisk (little star — often seen with Obelix fighting the Romans)

@
at sign (commercial at)

^
carat 

^
circumflex (^ over a letter, i.e. ô) 

,
cedilla (, under a letter, i.e. ç)

o
circle above (o over a letter, i.e. å)

:
colon (double dots)

,
comma

-
dash, minus sign

..
dieresis (two dots over a vowel to indicate that it is pronounced separately, i.e. oö — It was naïve to think they had something to gain by coöperating in building the chicken coop.) It is going out of fashion, just like the third particple.

"
ditto (repeating)

…
ellipsis (dot dot dot)

=
equals sign

$
dollar sign, technically the dollar sign has one bar down the center of the “S” and the Peso two

!
exclamation mark or exclamation point

`
grave (small slash slanting down and right over a letter, i.e. ò)

 \/
haček (inverted, upside down circumflex over a letter, i.e. š) 

 —
hyphen (double dash)

#x
number (size as in German A4, A5) #5 — number five bus, number five can

x#
pounds (weight) 5# — five pounds of nails

%
per cent sign

(
left parenthesis

)
right parenthesis

( )
parentheses

{
left brace

}
right brace

{ }
braces (curly cues)

[
left bracket, left square bracket

]
right bracket, right square bracket

[ ]
square brackets

<
less than, left angle bracket

>
greater than, right angle bracket

< >
angle brackets

.
period (full stop, Br.), dot, point (in numbers – decimal point)

|
pipe symbol

+
plus sign

?
question mark

“
left quotes

”
right quotes

“”
quotation marks, quotes, double quotes (in English quotation marks are always superscripted, raised above the line)

‘
left (single) quote

’
right (single) quote

‘’
single quotes (in English quotation marks are always superscripted, raised above the line)


The British quote double quotes within single ones, whereas in America the opposite convention is used: He said, “She said ‘Hi!’”, is in British: He said, ‘She said, “Hi!”’

;
semi-colon

/
slash

\
back slash

~
tilde (a wavy line alone or over a letter, i.e. ñ)

..
umlaut (two dots over a letter meaning that English speakers won’t be able to pronounce it, i.e. ö)

_
underline

©
copyright

®
registered trademark, marca registrada

™
trademark

º
degrees (either in temperature or in a circle 360º)

'
minutes (measurement in a circle, navigation)

"
seconds (measurement in a circle, navigation)

'
feet (measurement in length, i.e. 6' 2", six foot two [inches, can be left out])

"
inches (measurement in length, i.e. 6' 2", six foot two [inches, can be left out])

 A
(
AY
)
as in Amsterdam

B
(
BEE
)
as in Baltimore

C
(
SEE
)
as in Casablanca

D
(
DEE
)
as in Denmark

E
(
EE
)
as in Edison

F
(
EF
)
as in Florida

G 
(
JEE
)
as in Gaza

H 
(
AYTCH
)
as in Havana
British
(
HAYTCH
) 

I 
(
I
)
as in Italy

J 
(
JAY
)
as in Jerusalem

K
(
KAY
)
as in Kilogram

L 
(
EL
)
as in London

M 
(
EM
)
as in Moscow

N 
(
EN
)
as in New York

O 
(
O
)
as in Oslo

P 
(
PEE
)
as in Paris

Q 
(
KYU
)
as in Quebec

R 
(
AR
)
as in Rome

S 
(
ES
)
as in Santiago

T 
(
TEE
)
as in Tripoli

U 
(
YU
)
as in Uganda

V 
(
VEE
)
as in Valencia

W
(
double-YU
)
as in Washington

X 
(
EX
)
as in Xantippe

Y 
(
WI
)
as in Yokohama

Z 
(
ZEE
)
as in Zurich 
British
(
ZED
)




International alternatives (not necessarily Eng.)

0
zero *
ZERO, OH
Nadazero
NAH-DAH-ZAY-ROH

1
one
ONE
Unaone
UU-NAH-WUN

2
two
TWO
Bissotwo
BEES-SOH-TOO

3
three
THREE
Terrathree
TAY-RAH-TREE

4
four
FOUR
Kartefour
KAR-TAY-FOWER

5
five
FIVER
Pantafive
PAN-TAH-FIVE

6
six
SIX
Soxisix
SOK-SEE-SIX

7
seven
SEVEN
Setteseven
SAY-TAY-SEVEN

8
eight
EIGHT
Oktoeight
OK-TOH-AYT

9
nine
NINER
Novenine
NO-VAY-NINER

*
ZERO has many names, some comical and slangy: naught or nought (British), nil, null, nothing, luv (tennis), zip, nada, nix, goose egg. Sometimes the zero will be represented by a Ø in scientific texts and writing to clearly distinguish the numeral or number 0 from the letter O.

When reading or saying numbers in English (Am.) “and” is only used at the decimal point. “Point” may also be used except when talking about money.


1,304.591
One thousand Three hundred Four and Five hundred Ninety-one thousandths
or


One thousand Three hundred Four point Five Nine One
or


One thousand Three hundred Four point Five Ninety-one


$24.59
Twenty-four dollars and Fifty-nine cents
or


Twenty-four dollars, Fifty-nine cents

When reading or saying dates in English the cardinal numerals for the day can be read or said as either cardinal or ordinal numbers: 

June 25, 2002
June Twenty-five, Two thousand Two
or


June Twenty-fifth, Two thousand Two
or


June the Twenty-fifth, Two thousand Two
or


The Twenty-fifth of June, Two thousand Two

When writing a number in a letter or report, the numbers 1 – 9 (or 10 or 12) are written out as words, that is one – nine (or ten or twelve). Which series is written out: one – nine, one – ten or one – twelve (eleven is only written out when twelve is) is a decision of the author’s. Important is that the author be consistent in their use of numerals throughout their text.

Numbers larger than twelve, i.e. 13 - ∞, are always written as numerals. The day of the month is written with cardinal numerals (June 25, 2002; June 1, 2002). Ordinal numbers can be written out (June Twenty-fifth, Two thousand Two) although this seems a bit archaic or old-fashioned. In modern correspondence ordinal numerals are generally no longer used in dates (June 25th, 2002).
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