chicago manual of style for press release writing

chicago manual of style for press release writing provides a robust framework for crafting professional,
impactful, and clear communications. Adhering to these established guidelines ensures that your press
releases are not only grammatically sound but also strategically formatted to capture media attention
and convey your message effectively. This comprehensive guide delves into the nuances of applying
Chicago’s principles to the unique demands of press release creation, covering everything from
headline construction to the essential boilerplate and contact information. By mastering these
elements, you can enhance the credibility and reach of your news, making it more likely to be picked
up and disseminated by journalists and newswires. We will explore the core components of a press
release and how the Chicago Manual of Style’s emphasis on clarity, consistency, and accuracy

translates into best practices for this vital public relations tool.
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Understanding the Press Release Format

A press release is a formal, written announcement distributed to members of the news media for the

purpose of providing information, making an official statement, or announcing something new. While



specific industry conventions exist, the foundational principles of clarity, conciseness, and accuracy
championed by the chicago manual of style for press release writing are paramount. The structure of a
press release is standardized to allow journalists to quickly extract the most crucial information, making

adherence to format conventions essential for effectiveness.

The primary goal of a press release is to generate news coverage. Therefore, its structure is designed
to be scannable and informative, prioritizing the most critical details at the outset. A well-written press
release adheres to a logical flow, moving from the most important news to supporting details, and

finally to background information.

Headline and Dateline Essentials

Crafting an Effective Headline

The headline is arguably the most critical element of your press release. It must be concise, attention-
grabbing, and immediately communicate the core news. Following chicago manual of style for press
release writing principles, headlines should be informative and avoid jargon or overly promotional

language. It should entice the reader to delve deeper into the release.

A strong headline typically uses active verbs and clearly states the main subject of the announcement.
It acts as a summary, giving journalists a clear indication of the story's significance. Think of it as the

ultimate hook to capture the attention of busy editors and reporters.

The Dateline: Location and Date

The dateline specifies the city and state from which the press release is issued, followed by the date of
distribution. For example, "CHICAGO, IL — October 26, 2023 -". This convention, consistent with
traditional journalistic practices that the Chicago Manual of Style implicitly supports through its

guidance on manuscript formatting and clarity, provides immediate context for the news. It tells the



reader where and when the information originated.

This element is crucial for geographically relevant news and helps journalists understand the origin of
the story. Ensuring the date is accurate and the location is relevant to the news being announced is a

fundamental step in professional press release writing.

The Lead Paragraph: The Who, What, Where, When, and Why

The lead paragraph, often referred to as the "lede," is the most important part of your press release. It
must succinctly answer the five Ws: Who, What, Where, When, and Why. This approach aligns
perfectly with the Chicago Manual of Style's emphasis on directness and clarity in conveying
information. Journalists often rely on this single paragraph to determine if the story is newsworthy

enough for further coverage.

A well-crafted lead paragraph encapsulates the essence of the announcement. It should be a
standalone summary that provides all the essential details. For instance, if a company is launching a
new product, the lead would identify the company (Who), the product name (What), where it's

available (Where), when it's available (When), and the primary benefit or reason for its release (Why).

Body Paragraphs: Elaborating the Story

Following the lead, the body paragraphs expand upon the information presented. Each paragraph
should focus on a specific aspect of the news, providing more detail, context, and supporting evidence.
The chicago manual of style for press release writing encourages a logical progression of information,

moving from the most significant points to less critical details.

These paragraphs should offer supporting facts, statistics, and background information that flesh out
the story. Avoid making unsubstantiated claims; instead, back up your assertions with data or verifiable

information. The goal is to provide journalists with enough substance to write a comprehensive article.



Quoting and Attribution According to Chicago Style

Incorporating Expert Quotes

Quotes add personality and credibility to your press release. They should be attributed to relevant
individuals within the organization, such as executives or subject matter experts. When incorporating
quotes, follow the chicago manual of style for press release writing guidelines for punctuation and

attribution. Ensure quotes are direct, meaningful, and contribute to the overall narrative.

Quotes can humanize the announcement and provide valuable insights or perspectives that text alone
cannot convey. They should sound natural and reflect the speaker's voice while still being concise and

impactful.

Proper Attribution Practices

Attribution in press releases is straightforward. Typically, quotes are attributed by stating the person's
name and title, followed by a comma, and then the quoted text. For example: "John Smith, CEO of

Innovate Corp., stated, 'This new technology will revolutionize the industry.™ This clear and consistent
method of attribution is supported by the Chicago Manual of Style's general principles of clear

documentation and citation.

Ensuring that all individuals quoted are accurately identified with their correct titles is crucial for
maintaining journalistic integrity and credibility. This practice prevents confusion and reinforces the

professionalism of the release.

Formatting Lists and Numbers

When presenting multiple items or data points, the use of lists can significantly improve readability.

The chicago manual of style for press release writing provides guidance on how to format these



elements clearly. Bulleted lists (

) are excellent for enumerating features, benefits, or key facts that don't require a strict order.

Numbered lists (

) are appropriate when there is a specific sequence or hierarchy to the items being
presented, such as steps in a process or rankings. Consistency in formatting is key;
decide on a style and stick with it throughout the release to maintain a polished

appearance.

= Use bullet points for itemizing features or benefits.
= Employ numbered lists for sequential information.

» Ensure consistent indentation and punctuation for all list items.

When citing numbers, particularly for large figures or statistics, it is often best to spell out
numbers below ten and use numerals for ten and above, a common convention also found
within the Chicago Manual of Style's broader editorial guidance. For press releases, clarity

and easy comprehension by a broad audience are paramount.

The Boilerplate: Company Information



The boilerplate is a standard, concise description of your organization. It should provide
essential background information for journalists who may not be familiar with your
company. Typically, it includes the company's mission, its primary products or services,

and its market position. This section should be consistent across all your press releases.

Think of the boilerplate as your company's elevator pitch. It needs to be brief yet
informative, giving a clear picture of who you are and what you do. The chicago manual of
style for press release writing indirectly advocates for such standardized, factual

descriptions through its emphasis on consistent and clear communication.

Contact Information and End Mark

Essential Contact Details

Providing clear and accessible contact information is vital. This section should include the
name of the media contact, their title, email address, and phone number. This enables
journalists to follow up with questions or to request interviews. Accuracy here is non-

negotiable, as it directly impacts your ability to gain media attention.

It is good practice to include a media relations department or a dedicated spokesperson's
contact details. Ensure that the individual listed is prepared to handle media inquiries

promptly and professionally.



The End Mark

The "" symbol, centered at the bottom of the press release, signifies the end of the
document. This is a universal convention in press release formatting, indicating to the
journalist that there is no further information to follow. Its use is a simple yet effective way
to signal completion and is implicitly supported by the Chicago Manual of Style's

commitment to clear structural signaling in text.

This mark is a final professional touch that ensures editors know the release has

concluded and there are no missing pages or critical details omitted.

Common Chicago Manual of Style Pitfalls in Press

Releases

While the Chicago Manual of Style is a comprehensive guide for scholarly and
professional writing, certain specific applications can be tricky when adapting it for press
releases. One common pitfall is the temptation to use overly academic language or
complex sentence structures that are ill-suited for the fast-paced world of journalism. Press
releases demand accessibility and conciseness, a focus that the chicago manual of style

for press release writing must balance with its broader editorial principles.

Another area where misunderstandings can arise is in the precise formatting of dates,
times, and numbers. While Chicago offers detailed rules, press releases often benefit from
slightly simplified conventions for immediate readability by a general audience. For

example, while Chicago might have a preferred way to handle ordinal numbers, a press



release typically favors straightforward numerical representation for clarity.

Overly complex sentence structures.

Use of jargon or overly technical terms.

Inconsistent formatting of dates, times, and numbers.

Excessive use of passive voice.

Lack of a clear, concise headline.

Understanding these potential pitfalls and consciously simplifying or adapting Chicago's
guidelines for the press release format ensures your message remains clear, impactful,

and journalist-friendly.

Conclusion: Elevating Your Press Release with Chicago

Standards

By integrating the foundational principles of the chicago manual of style for press release
writing, you can significantly elevate the quality and effectiveness of your public relations
communications. The emphasis on clarity, accuracy, and logical structure, combined with
meticulous attention to formatting and detail, ensures that your press releases are

professional, credible, and more likely to achieve their intended media impact. Mastering



these elements transforms a simple announcement into a powerful tool for news

generation and brand communication.

Adhering to these guidelines not only enhances the readability and professional
appearance of your press releases but also builds trust with media professionals. When
journalists can quickly and easily understand your message, they are more inclined to
cover your story. The systematic application of these standards fosters consistent, high-
quality communication that benefits both your organization and the media outlets you aim

to reach.

Q: What is the most critical element of a press release

according to Chicago Manual of Style principles?

A: The most critical element is the headline, which must be concise and immediately
convey the core news, followed closely by the lead paragraph, which answers the five Ws

(Who, What, Where, When, and Why).

Q: How does the Chicago Manual of Style influence the use of

quotes in press releases?

A: The Chicago Manual of Style's emphasis on clarity and accuracy translates to using
direct, meaningful quotes attributed clearly with the speaker's name and title, ensuring they

add value and credibility to the release.



Q: Are there specific rules in the Chicago Manual of Style for

formatting numbers in a press release?

A: While the Chicago Manual of Style has comprehensive rules for numbers, press
releases often benefit from simplified conventions for immediate readability. Generally,
numbers below ten are spelled out, and ten and above are written as numerals, but clarity

for the intended audience is the primary consideration.

Q: What is the purpose of the boilerplate section in a press

release, and how does Chicago style apply?

A: The boilerplate is a brief description of the company. Chicago style indirectly supports
this by advocating for consistent, factual, and clear self-descriptions within formal

communications.

Q: How should dates and locations be formatted in a press

release based on Chicago Manual of Style guidelines?

A: Dates and locations follow a standard journalistic format, with the city and state followed
by the date of distribution (e.g., CHICAGO, IL - October 26, 2023 -). This aligns with

Chicago's principles of providing essential context.

Q: What are common mistakes to avoid when using the

Chicago Manual of Style for press releases?



A: Common mistakes include using overly academic language, complex sentence
structures, jargon, and inconsistent formatting of numbers or dates, which can hinder

readability for journalists.

Q: Does the Chicago Manual of Style dictate the exact word

count for a press release?

A: No, the Chicago Manual of Style does not dictate word count for press releases.
However, its principles of conciseness and clarity imply that press releases should be as

brief as possible while still conveying all necessary information.

Q: How does the end mark relate to Chicago Manual of Style

principles?

A: The end mark is a standard convention signaling the end of a press release. It aligns
with Chicago's broader principles of using clear structural cues to manage text and

information effectively.
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