chicago style punctuation for press
releases

The Chicago Manual of Style is a widely recognized and respected authority on grammar,
usage, and citation in the publishing world. When crafting a press release, adhering to a
consistent and professional style guide is paramount for credibility and clarity. This article
will delve into the intricacies of chicago style punctuation for press releases, examining
how its principles apply to common punctuation marks and elements found in these crucial
communication tools. We will explore the proper usage of commas, periods, quotation
marks, and other punctuation within the context of a press release, ensuring your message
is delivered with precision and professionalism. Understanding these nuances can
significantly impact how your news is received by journalists and, subsequently, by the
public.
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Understanding the Importance of Punctuation in
Press Releases

The effectiveness of any press release hinges on its clarity and professionalism.
Punctuation plays a vital role in achieving this, acting as the silent conductor of your
message, guiding the reader’s eye and ensuring comprehension. Incorrect or inconsistent
punctuation can lead to misinterpretations, undermine the credibility of your organization,
and ultimately, cause your carefully crafted news to be overlooked or dismissed by busy
journalists.

A press release is a formal document designed to disseminate information to the media.
Therefore, adhering to established style guides like The Chicago Manual of Style (CMOS)
is not merely a suggestion but a best practice. CMOS provides a comprehensive
framework for grammar, punctuation, and style, ensuring a consistent and polished
presentation. For a press release, this consistency translates to a more professional
appearance and a greater likelihood of acceptance by media outlets.

This article focuses specifically on chicago style punctuation for press releases. We will
break down how the esteemed guidelines of CMOS apply to the unique demands of press
release writing, from basic sentence structure to more complex stylistic choices. By
mastering these elements, you can elevate your press release from a simple
announcement to a compelling piece of communication that respects the reader’s time and



intelligence.

Core Chicago Style Punctuation Principles for
Press Releases

The Chicago Manual of Style offers a wealth of guidance, and its core principles are highly
relevant to press release construction. At its heart, CMOS emphasizes clarity, consistency,
and logic in punctuation. This means using punctuation marks to clearly delineate ideas,
prevent ambiguity, and create a smooth reading experience for the journalist.

One of the most fundamental aspects is the correct use of the period. Periods signal the
end of a declarative sentence. In a press release, this means ensuring each distinct
thought or statement is properly terminated. Avoid run-on sentences or sentence
fragments, as these can appear unprofessional and confusing. Similarly, the comma is
essential for separating elements within a sentence, such as items in a series or clauses,
thereby enhancing readability and preventing misreading.

The exclamation point, while used for emphasis, should be employed with extreme caution
in press releases, if at all. CMOS generally advises against excessive use of exclamation
points, as they can detract from a professional tone. For a press release, the news itself
should be compelling enough to generate excitement, rather than relying on punctuation
for that effect. Maintaining a measured and authoritative voice is key.

The Role of the Comma in Press Release Clarity

Commas are perhaps the most frequently used punctuation mark, and their proper
application is crucial for clear communication in press releases. CMOS advocates for the
serial comma (also known as the Oxford comma), which is the comma placed before the
coordinating conjunction in a series of three or more items. While some style guides omit
this comma, CMOS’s recommendation adds an extra layer of clarity and prevents potential
ambiguity, especially in complex lists.

Consider a press release announcing a new product line. A sentence might read: “The new
line includes smartphones, tablets, and laptops.” Without the serial comma, it could be
misread if one of the items itself contained a conjunction. With the serial comma, “The
new line includes smartphones, tablets, and laptops,” the separation is unambiguous. This
attention to detail ensures your message is precisely as intended.

Commas are also used to set off introductory phrases or clauses, nonrestrictive clauses,
and parenthetical elements. For instance, “According to CEO Jane Doe, the company is
poised for significant growth.” The comma after “Doe” correctly separates the
introductory attribution. Incorrect comma placement can lead to awkward phrasing or
fundamentally change the meaning of a sentence, making careful application essential for
effective press release writing.



Periods and Sentence Endings: The Foundation of
Clarity

The period is the definitive mark of a complete sentence in standard English prose, and its
function in press releases is straightforward yet vital. Every declarative statement must
conclude with a period. This applies to the core narrative of your press release, whether
you are detailing company achievements, product launches, or event information. The
absence or improper use of periods can lead to run-on sentences, which are notoriously
difficult to read and can make the writer appear less competent.

When constructing your press release, consciously ensure that each complete thought is
followed by a period. For example, “The company reported record profits in the second
quarter. This growth is attributed to innovative marketing strategies.” Each sentence is
distinct and complete. Avoid the temptation to link short, related ideas with only a comma,
as this creates an incorrect sentence structure that deviates from standard grammatical
conventions and the principles of chicago style punctuation for press releases.

Furthermore, periods are used in abbreviations and after certain figures. While press
releases often aim to avoid excessive abbreviations, when they are necessary, their
punctuation should follow CMOS guidelines. For example, “U.S.” requires periods,
whereas “USA” does not. This attention to detail, even in seemingly minor aspects,
contributes to an overall impression of professionalism and adherence to established
standards.

Common Punctuation Challenges and Chicago
Style Solutions

Press releases often involve specific types of information that can present punctuation
challenges. Numbers, dates, and direct quotes are frequent culprits for potential errors.
The Chicago Manual of Style provides clear guidance for these situations, ensuring
consistency and accuracy in your press release.

One common area of confusion is the use of hyphens and dashes. Hyphens connect words
to form compound modifiers (e.g., “state-of-the-art technology”), while em dashes and en
dashes have different functions, such as indicating a range or setting off parenthetical
phrases. Understanding these distinctions, as outlined in CMOS, is crucial for professional
writing.

Another frequent challenge arises with the punctuation of statistics and figures. CMOS
has specific rules for when to spell out numbers and when to use numerals, often
depending on the context and the magnitude of the number. Applying these rules correctly
in a press release ensures that numerical data is presented clearly and effectively.



Hyphens, En Dashes, and Em Dashes in Press Releases

The subtle yet important distinctions between hyphens, en dashes, and em dashes are
often overlooked, yet they significantly impact the clarity and professionalism of a press
release. The hyphen (-) is primarily used to join words to create compound modifiers that
precede a noun. For example, “The company announced a groundbreaking, award-winning
product.” Here, “award-winning” functions as a single adjective modifying “product,” and
thus requires a hyphen.

En dashes (-) and em dashes (—) have more specialized roles. An en dash is typically used
to indicate a range, such as in dates or numbers (e.g., “The conference will be held from
June 5-7”). An em dash, which is longer than an en dash, is often used to set off a
parenthetical phrase or clause within a sentence for emphasis, or to indicate a sudden
break in thought. For instance, “The company’s expansion plans—which include new
international offices—are set to begin next quarter.”

When writing chicago style punctuation for press releases, it’s vital to consult CMOS for
precise usage. Misusing these dashes can lead to a slightly off-kilter appearance and can
subtly undermine the reader’s confidence in the document’s editorial quality. Ensuring
these elements are correctly implemented is a hallmark of professional press release
composition.

Punctuation with Acronyms and Abbreviations

Press releases frequently employ acronyms and abbreviations, especially when referring
to organizations, products, or industry terms. Chicago style punctuation for press releases
dictates a consistent approach to their handling. Generally, if an acronym is well-known
and commonly used, it can be introduced by spelling out the full name followed by the
acronym in parentheses. For example, “The National Aeronautics and Space
Administration (NASA) announced new findings.”

Subsequent mentions of the acronym should then use just the acronym itself, without
parentheses. The question of periods within acronyms can sometimes be a point of
contention. CMOS generally recommends omitting periods in most acronyms (e.g., NASA,
FBI, CEO), unless the acronym is an initialism where each letter is pronounced separately
and traditionally includes periods (e.g., U.S.A., although this is becoming less common).
For instance, “The FBI continues its investigation.”

It is essential to maintain consistency throughout your press release. If you choose to omit
periods in acronyms, do so for all applicable acronyms within the document. This attention
to detail ensures a polished and professional presentation that aligns with established
editorial standards.



Quotation Marks in Press Releases: A Chicago
Style Approach

Direct quotations from key figures are a cornerstone of effective press releases, lending
authenticity and personality to the announcement. The Chicago Manual of Style provides
clear guidelines for the use of quotation marks, ensuring that these impactful statements
are presented accurately and attractively.

In American English, which CMOS follows, periods and commas almost always go inside
the closing quotation mark. For example: “This is a groundbreaking achievement,” stated
the CEO. This convention is a key differentiator from British English. Other punctuation
marks, such as colons, semicolons, question marks, and exclamation points, have their
placement determined by whether they are part of the quoted material itself.

When incorporating a quote into a press release, ensure that the punctuation within the
quote is preserved accurately. If the quote ends a sentence, the period goes inside the
closing quotation mark. If the quote is followed by an attribution, the comma typically
precedes the attribution, and both are enclosed within the quotation marks if the quote is
a complete sentence. Understanding these rules is fundamental to proper chicago style
punctuation for press releases.

Handling Attributions and Quotation Marks

Attributing quotes accurately is as important as the quote itself. In chicago style
punctuation for press releases, the attribution (e.g., “said John Smith, President of XYZ
Corp.”) typically follows the quoted material. When a quote is a single, complete sentence,
the comma usually precedes the attribution, and the period follows the attribution.

For example: “We are thrilled to launch this innovative new service,” said Sarah Lee, Chief
Marketing Officer. Here, the comma separates the quote from the attribution, and the
period concludes the entire statement. If the quote is a fragment or if the attribution
interrupts the quote, the punctuation rules adapt accordingly. For instance, if the
attribution appears mid-sentence within the quote, it would be set off by commas, and the
original sentence punctuation would be adjusted.

When a quote begins a sentence, no comma is typically needed before the attribution, and
the period follows the attribution: “Our commitment to sustainability remains
unwavering,” the company announced. This precise placement of punctuation ensures the
flow and readability of your press release remain impeccable.

Punctuation with Numbers and Dates in Chicago



Style Press Releases

Presenting numbers and dates clearly and correctly is crucial for factual accuracy in press
releases. The Chicago Manual of Style offers specific guidance on when to spell out
numbers and when to use numerals, as well as how to punctuate dates and time-related
information.

Generally, CMOS recommends spelling out numbers one through nine and using numerals
for 10 and above. However, there are exceptions, such as when comparing numbers or
when statistics are involved. For press releases, clarity and consistency are paramount. If
your press release is heavily reliant on numerical data, using numerals for all numbers of
10 or greater is often a practical approach for easier scanning by journalists.

Dates require careful attention to their formatting and punctuation. The standard Chicago
style for dates is month day, year (e.g., January 15, 2024). Notice the comma between the
day and the year. This format is consistent and widely understood, making it ideal for
formal documents like press releases.

Formatting Dates and Times

Properly formatting dates and times in your press release ensures there is no ambiguity
about when an event occurred or will occur. According to Chicago style, the preferred
format for dates is month day, year. For example, “The event will take place on October
26, 2024.” The comma after the day is a key element of this format.

When referring to specific times, standard conventions apply. AM and PM should be used,
often without periods, though some variations exist. For instance, “The press conference
will begin at 10:00 AM.” If a date is being used parenthetically or as part of a phrase that
doesn't require a full sentence structure, the comma might be omitted if the structure
allows, but for a straightforward date designation, the comma is standard. Precision in
these details is essential for professional chicago style punctuation for press releases.

When dealing with date ranges, the en dash is often used: “The sale runs from November
1-15.” This clearly delineates the period. For press releases, being consistent with these
formatting rules ensures that your information is easily digestible and perceived as highly
professional.

Beyond Punctuation: Related Chicago Style
Considerations for Press Releases

While this article focuses on punctuation, it’s important to acknowledge that chicago style
punctuation for press releases is part of a broader adherence to CMOS principles. This
includes elements like capitalization, the use of italics, and the treatment of specific terms.



For instance, CMOS has detailed guidelines on when to capitalize titles and when to use
italics for emphasis or for specific types of terms like foreign words or titles of works.
Applying these consistently ensures a polished and professional document. The goal is
always to enhance readability and maintain a formal, authoritative tone appropriate for
disseminating news.

Furthermore, understanding how CMOS handles numbers, spelling, and grammar in
general will contribute to a stronger, more credible press release. The comprehensive
nature of CMOS means that mastering its punctuation rules is often a gateway to
understanding and implementing its other stylistic recommendations, leading to a superior
final product.

Capitalization Standards in Press Releases

Capitalization in press releases, guided by CMOS, aims for clarity and adherence to
grammatical norms. Generally, the first word of a sentence is capitalized, as are proper
nouns. Titles of individuals are typically capitalized when they precede a name (e.g.,
President Biden) but are often lowercase when they appear after a name or are used
generically (e.g., “the president announced”).

Specific company names, product names, and brand names should always be capitalized
according to their established branding. For acronyms and abbreviations, as discussed,
CMOS often recommends omitting periods, and capitalization should follow standard
practice for initialisms and acronyms. When in doubt about a specific term or title,
consulting the CMOS index or style guide directly is the most accurate way to ensure
correct application. This meticulousness in capitalization contributes to the overall
professional presentation of your press release.

The Use of Italics and Other Typography

The Chicago Manual of Style offers specific guidance on the use of italics, which can be
important for certain elements within a press release. Italics are typically used for the
titles of books, magazines, newspapers, and other major works. They can also be used for
foreign words or phrases that have not been fully assimilated into English, or for
emphasis, though the latter should be used sparingly in professional documents.

In the context of a press release, italics might be used to highlight a specific product name
if it’s an ongoing brand element or to set apart a foreign phrase. However, the primary
goal of a press release is clear and direct communication. Overuse of italics or other
decorative typography can detract from the seriousness of the announcement. Therefore,
while understanding the rules is important, judicious application is key. Ensuring all
typographical elements, including punctuation, work in concert to create a clear and
professional message is the ultimate objective.



Finalizing Your Chicago Style Press Release for
Maximum Impact

The culmination of crafting a press release that adheres to chicago style punctuation for
press releases involves a thorough review process. It’s not enough to simply draft the
content; meticulous proofreading is essential to catch any lingering punctuation errors or
stylistic inconsistencies. This final stage ensures that your message is not only factually
accurate but also presented with the utmost professionalism.

By meticulously applying the principles of CMOS punctuation, you imbue your press
release with an air of authority and credibility. Journalists often review numerous press
releases daily, and a document that is polished, clear, and error-free is far more likely to
capture their attention and be considered for publication. This attention to detail
demonstrates respect for their time and for the importance of your news.

Ultimately, mastering chicago style punctuation for press releases is an investment in your
organization’s communication strategy. It signifies a commitment to quality and accuracy,
enhancing your brand’s reputation and increasing the likelihood that your story will be
told. A well-punctuated press release is a powerful tool in your public relations arsenal.

Proofreading for Punctuation Accuracy

The final and most critical step in preparing a press release that adheres to chicago style
punctuation for press releases is comprehensive proofreading. This involves a close
examination of every comma, period, quotation mark, and other punctuation element to
ensure it is used correctly and consistently throughout the document. Reading the press
release aloud can often help identify awkward phrasing or misplaced punctuation that
might be missed during silent reading.

Pay particular attention to the correct placement of commas with introductory phrases
and clauses, the serial comma in lists, and the punctuation surrounding direct quotes.
Double-check the use of hyphens and dashes, ensuring they are applied according to
CMOS guidelines. A diligent proofreading process will catch errors that could otherwise
undermine the professionalism of your communication.

Ensuring Consistency Across the Document

Consistency is a cornerstone of any professional style guide, including the Chicago Manual
of Style. When applying chicago style punctuation for press releases, it's vital to maintain
uniformity in your choices. For example, if you decide to omit periods in acronyms, ensure
this is applied consistently to all acronyms within the press release. Similarly, if you
choose to spell out numbers up to ten, adhere to this rule without exception.



The same applies to quotation mark usage, date formats, and the handling of any special
characters or symbols. A press release that exhibits consistent punctuation and style
appears more polished and authoritative. This uniformity reassures the reader that the
document has been carefully prepared and meticulously reviewed, thereby strengthening
the overall impact of your message.

FAQ

Q: What is the most important punctuation rule to
remember for Chicago style press releases?

A: The most important rule is to prioritize clarity and consistency. For chicago style
punctuation for press releases, this means correctly using periods to end sentences,
commas to separate elements within sentences, and quotation marks for direct speech,
always adhering to the American English convention of placing periods and commas inside
closing quotation marks.

Q: Should I use the Oxford comma in my press releases
according to Chicago style?

A: Yes, The Chicago Manual of Style recommends the use of the serial comma (Oxford
comma) before the final item in a list of three or more items. This enhances clarity and
avoids potential ambiguity in your press release.

Q: How should I punctuate quotes in a press release
using Chicago style?

A: In chicago style punctuation for press releases, periods and commas always go inside
the closing quotation mark. For example: "This is an important announcement," said the
spokesperson. Other punctuation marks' placement depends on whether they are part of
the quoted material.

Q: Do I need to use periods in acronyms like NASA or
FBI in a press release following Chicago style?

A: Generally, The Chicago Manual of Style recommends omitting periods in most
acronyms. So, for press releases, you would typically write NASA, FBI, and CEO without
periods. However, it's always best to check specific guidance or maintain consistency if a
particular acronym traditionally uses periods.



Q: When should I use numbers versus spelling them out
in a Chicago style press release?

A: Following Chicago style for press releases, you typically spell out numbers one through
nine and use numerals for 10 and above. However, for clarity and consistency, especially
when dealing with statistics or data, it's often advisable to use numerals for all numbers
from 10 upwards. Ensure consistency throughout your press release.

Q: Are there specific rules for dates in Chicago style
press releases?

A: Yes, for Chicago style punctuation for press releases, the standard format for dates is
month day, year. For example, "January 15, 2024." A comma is always used between the
day and the year in this format.

Q: How do I use hyphens and dashes correctly in a press
release according to Chicago style?

A: Chicago style distinguishes between hyphens (used for compound words, like "state-of-
the-art"), en dashes (used for ranges, like "June 5-7"), and em dashes (used for emphasis
or parenthetical phrases, like "The company—a leader in its field—announced..."). Correct
usage is vital for professional press releases.

Q: Is there a difference in punctuation for press
releases compared to other Chicago style documents?

A: While the fundamental principles of chicago style punctuation for press releases align
with the broader CMOS, press releases often have a more concise and direct writing style.
The emphasis remains on clarity and adherence to rules, but the context might influence
the complexity of sentences and the types of punctuation required.
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