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Title: Mastering the Chicago Manual of Style for Press Releases: A Comprehensive Guide

Introduction

chicago manual of style for press releases may not be the first thing that comes to mind when
crafting a compelling announcement, but adhering to its principles can elevate your public relations
efforts significantly. While press releases have their own conventions, the deep-rooted authority of
the Chicago Manual of Style (CMOS) offers invaluable guidance on punctuation, grammar,
capitalization, and overall clarity that can refine any piece of professional writing. This article will
delve into how the CMOS can be effectively applied to press releases, ensuring your message is not
only impactful but also impeccably presented. We will explore key areas such as sentence structure,
date and time formatting, the proper use of numbers, and the nuances of attribution, all with the
goal of enhancing your press release's credibility and readability. Understanding these elements is
crucial for journalists, PR professionals, and businesses aiming to disseminate information with
precision and professionalism.

Table of Contents

e Understanding the Chicago Manual of Style's Relevance to Press Releases
e Key CMOS Principles for Press Release Writing

e Formatting and Punctuation in Press Releases According to CMOS

e Date, Time, and Number Conventions

o Attribution and Quotations

¢ Capitalization and Titles

e Clarity, Conciseness, and Readability

¢ Proofreading and Editing with CMOS in Mind

Understanding the Chicago Manual of Style's Relevance
to Press Releases

While press releases operate within a specific genre of communication with established best
practices, the foundational principles of clear, accurate, and professional writing promoted by the
Chicago Manual of Style are universally applicable. The CMOS, often considered the gold standard



for American English, provides a comprehensive framework for grammar, punctuation, citation, and
editorial style. Applying these guidelines to press releases ensures a higher level of polish and
credibility, making your announcements more likely to be taken seriously by media outlets and the
public. It’s about building trust through meticulous attention to detail, a trait highly valued in
journalistic and business communications.

The core value proposition of using CMOS for press releases lies in its ability to minimize ambiguity
and maximize reader comprehension. By standardizing practices like date formatting, the use of
numbers, and the presentation of quotations, you create a consistent and professional document.
This consistency reduces the cognitive load on the reader, allowing them to focus on the news itself
rather than being distracted by stylistic inconsistencies. In a competitive media landscape, a well-
crafted press release that adheres to rigorous editorial standards can differentiate your
organization.

Key CMOS Principles for Press Release Writing

The Chicago Manual of Style offers a wealth of guidance that, while not exclusively designed for
press releases, significantly enhances their effectiveness. The overarching principle is clarity. Every
decision, from sentence construction to word choice, should aim to convey information as directly
and unambiguously as possible. This aligns perfectly with the purpose of a press release: to deliver
news efficiently and accurately.

Another critical principle is consistency. The CMOS promotes uniformity in style throughout a
document. For press releases, this means ensuring that elements like dates, numbers, and the titles
of individuals are presented in a consistent manner from beginning to end. This consistency
reinforces the professionalism of the release and makes it easier for journalists to extract the
information they need.

Furthermore, the CMOS emphasizes precision in language. Avoiding jargon, clichés, and overly
complex sentence structures is paramount. Press releases are often read under time pressure, so
straightforward and precise language is essential for conveying the core message effectively. The
manual's detailed advice on grammar and punctuation also plays a vital role in achieving this
precision.

Sentence Structure and Flow

The CMOS advocates for clear and grammatically sound sentence structures. In press releases, this
translates to concise, active-voice sentences that convey information directly. Avoid long, convoluted
sentences that can obscure the main point. Break down complex ideas into shorter, more digestible
sentences to improve readability and impact. A well-structured sentence guide readers smoothly
through the information, making the news more accessible.

Logical flow between paragraphs is also a key consideration. The CMOS emphasizes smooth
transitions between ideas. In a press release, this means ensuring that each paragraph builds upon
the previous one, leading the reader from the most important information (the lead) to supporting
details and finally to boilerplate information about the organization. This structured approach makes
the press release easy to follow and digest.



Grammar and Punctuation Excellence

The Chicago Manual of Style provides exhaustive guidance on grammar and punctuation. For press
releases, adhering to these rules is non-negotiable for maintaining a professional image. This
includes correct comma usage, proper apostrophe placement for possessives and contractions, and
accurate use of semicolons and colons. Small errors in these areas can undermine the credibility of
even the most significant news.

For instance, the CMOS offers clear rules on when to use a serial comma (the Oxford comma) in a
list. While some publications omit it, consistent application of a chosen style, as recommended by
the CMOS, ensures uniformity. In press releases, this consistency demonstrates a commitment to
detail. Similarly, understanding the proper use of quotation marks for dialogue and titles is crucial
for accurately attributing statements.

Formatting and Punctuation in Press Releases
According to CMOS

While standard press release formats include elements like a dateline and a at the end, the CMOS
provides the underlying rules for how these and other elements should be presented. This includes
the punctuation within the dateline itself, which typically follows a city, state, and date format.

The use of hyphens and em dashes is another area where CMOS guidance is invaluable. Hyphens are
used to connect words forming a compound modifier (e.g., "state-of-the-art technology"), while em
dashes can be used for emphasis or to set off parenthetical information. Correct usage ensures
clarity and avoids misinterpretation.

Parentheses are also subject to specific rules in the CMOS, particularly regarding their placement
within sentences and the punctuation surrounding them. Ensuring that parenthetical information is
clearly delineated without disrupting the flow of the main text is a hallmark of good writing that the
CMOS helps to achieve. For press releases, this means ensuring that supplementary information,
like contact details or brief company descriptions, is presented cleanly.

Date, Time, and Number Conventions

The Chicago Manual of Style offers specific guidelines for presenting dates and times, which are
critical elements in any press release. For example, it generally recommends spelling out months
and days of the week when they stand alone, but abbreviating them when used with a specific date
(e.g., "January 15" vs. "Jan. 15"). The manual also dictates how years should be included and
punctuated.

When it comes to numbers, the CMOS provides a comprehensive system. Generally, it recommends
spelling out numbers one through ten and using figures for numbers 11 and above. However, there
are numerous exceptions, such as when comparing numbers, using fractions, or when referring to
statistics and measurements, where figures are preferred. Applying these rules consistently in a
press release ensures clarity and avoids reader confusion.

For instance, when referencing monetary amounts, the CMOS has specific formatting
recommendations. It often suggests using figures and the appropriate currency symbol or
abbreviation (e.g., "$5 million" or "£100,000"). The key is consistency throughout the press release,
following the established CMOS rules for numbers and measurements.



Attribution and Quotations

Accurate attribution is paramount in press releases, and the CMOS offers detailed guidance on how
to present quotes and attribute them correctly. When including direct quotes from key individuals,
ensuring the quotation marks are used properly and that the attribution ("said [Name], [Title]") is
clear and grammatically correct is essential.

The CMOS outlines the correct placement of punctuation in relation to quotation marks. For
example, periods and commas generally go inside the closing quotation mark in American English.
This detail, while seemingly minor, contributes to the overall professionalism and adherence to
established editorial standards.

When paraphrasing or summarizing statements made by others, it is still good practice to indicate
the source, even if not a direct quote. While the CMOS provides detailed citation styles for academic
works, for press releases, a simple attribution (e.g., "According to [Name],...") is usually sufficient.
The principle remains: clearly indicate who is conveying the information.

Capitalization and Titles

The Chicago Manual of Style has extensive rules on capitalization, particularly concerning titles.
Generally, titles are capitalized when they precede a name (e.g., "President Biden," "Chief Executive
Officer Smith"). However, when titles follow a name or stand alone, they are typically lowercase
(e.g., "Joe Biden, president of the United States," or "The CEO announced...").

Applying these rules consistently to the names and titles of individuals mentioned in your press
release is crucial. Incorrect capitalization can make the release appear unprofessional or indicate a
lack of attention to detail. This applies to company names, product names, and the titles of reports
or events as well, with the CMOS offering specific guidance for each category.

For specific event titles or formal names of programs, the CMOS generally recommends capitalizing
the first word, the last word, and all principal words. Minor words such as articles, prepositions, and
conjunctions are usually lowercase unless they are the first or last word. Adhering to these
capitalization conventions ensures your press release aligns with established editorial standards.

Clarity, Conciseness, and Readability

Ultimately, the Chicago Manual of Style’s principles boil down to achieving maximum clarity,
conciseness, and readability. For press releases, this means getting straight to the point, using
precise language, and structuring information in a way that is easy for journalists and the public to
understand quickly. The CMOS provides the tools to refine language and eliminate ambiguity.

Active voice is generally preferred in the CMOS and is highly effective in press releases because it is
more direct and engaging. For example, instead of "The report was released by the company," a
more effective phrasing would be "The company released the report." This makes the subject of the
action clear and the sentence more dynamic.

Eliminating unnecessary words and phrases is also a key tenet. The CMOS encourages writers to be
economical with their language. In press releases, this means cutting out marketing fluff and
focusing on factual information. Every word should serve a purpose in conveying the news
effectively.



Proofreading and Editing with CMOS in Mind

Thorough proofreading and editing are vital steps in the press release creation process, and having
the Chicago Manual of Style as a reference point during these stages is invaluable. It provides a
standardized checklist for ensuring accuracy in grammar, punctuation, spelling, and style.

When proofreading, pay close attention to the specific CMOS rules for numbers, dates, and
capitalization that you've incorporated into your release. Cross-referencing with the manual can help
catch subtle errors that might otherwise be overlooked. A meticulous editing process ensures that
your press release is polished and professional.

Consider having multiple individuals review the press release, ideally with access to the CMOS.
Different eyes can catch different types of errors. A final review focused solely on adherence to
CMOS principles can be a highly effective final step before distribution, ensuring your organization's
communications are always of the highest standard.

Frequently Asked Questions

Q: Does the Chicago Manual of Style specifically address press
release formatting?

A: While the Chicago Manual of Style provides comprehensive guidelines for general American
English grammar, punctuation, and style, it does not have a dedicated chapter on the specific
formatting conventions of press releases. However, its detailed rules on clarity, consistency, and
stylistic choices are highly applicable and beneficial for refining press release content.

Q: How should dates be formatted in a press release according
to CMOS principles?

A: According to CMOS, months are generally spelled out when standing alone (e.g., "January").
When paired with a specific day, it's often presented as "January 15" or "Jan. 15" depending on
context and whether the month is abbreviated. Years are typically included in figures. The key is
consistency, and CMOS provides the foundational rules for these decisions.

Q: What are the CMOS guidelines for using numbers in press
releases?

A: Generally, the Chicago Manual of Style recommends spelling out numbers one through ten and
using figures for numbers 11 and above. However, there are exceptions, such as when dealing with
statistics, measurements, or when comparing numbers. Applying these rules consistently in a press
release enhances clarity.

Q: How does the CMOS handle capitalization of titles in press



releases?

A: The CMOS typically capitalizes titles when they directly precede a person's name (e.g., "President
Joe Biden"). When a title follows a name or stands alone, it is generally kept in lowercase (e.g., "Joe
Biden, president of the United States"). This rule is crucial for professional titles in press releases.

Q: Is the Oxford comma required in press releases when
following CMOS?

A: The Chicago Manual of Style advocates for the use of the serial comma (Oxford comma) in lists of
three or more items for clarity. While some styles omit it, consistent application of the Oxford
comma, as recommended by CMOS, will enhance the professionalism and reduce ambiguity in your
press releases.

Q: How should quotations be punctuated in a press release
based on CMOS?

A: The CMOS, like most American style guides, dictates that periods and commas generally go inside
the closing quotation mark in direct quotations. This rule helps maintain correct punctuation and is
essential for accurately presenting attributed statements in press releases.

Q: Can CMOS be used to ensure clarity and conciseness in
press releases?

A: Absolutely. The core philosophy of the Chicago Manual of Style is to promote clear, precise, and
unambiguous writing. Its detailed guidance on sentence structure, word choice, and the elimination
of jargon directly supports the goal of creating concise and easily understandable press releases.

Q: What is the best way to use the Chicago Manual of Style for
proofreading press releases?

A: When proofreading press releases with the CMOS in mind, focus on the specific rules for
grammar, punctuation, capitalization, numbers, and dates. Use the manual as a reference to verify
your choices and catch any inconsistencies or errors, ensuring a polished final document.
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