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Word Processing

Assignment 2: Spacing Rules

Spacing Rules

1. Space once:
· after a comma

· after a semi-colon

· after a period that follows and abbreviation

· after the second alpha character in a postal code (SOG 4Z1)

· before and after the ampersand

· to indicate thousands when grouping numbers of four or more digits (12 065)

· between a number and the associated metric measurement (35 cm)

2. Space twice:
· after a period at the end of a sentence

· after a question mark 

· after a colon

· after and exclamation point

· after a figure or letter in an enumeration

3. Do not space
· after a hyphen in hyphenated words

· after the $ symbol

· before the % symbol

· before or after a decimal point

· before or after an apostrophe

· before or after the colon when indicating a time (7:15)

· between parentheses and the words they enclose

· between the number symbol and the numerals (#17)
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