chicago style numbers press releases

Navigating Chicago Style Numbers in Press Releases: A Comprehensive Guide

chicago style numbers press releases are a critical element for ensuring clarity, professionalism,
and adherence to established journalistic standards within your official communications. For public
relations professionals and businesses alike, understanding and correctly applying these guidelines
can significantly impact how a press release is perceived and disseminated. This comprehensive
article delves deep into the nuances of incorporating numbers according to the Chicago Manual of
Style (CMOS) within your press release drafts, covering everything from basic numeral rules to
specific exceptions and best practices for consistent application. We will explore the fundamental
principles of when to spell out numbers and when to use digits, the impact of context, and how to
handle percentages, monetary figures, dates, and times, all while keeping the strategic goal of
effective communication at the forefront.
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Understanding the Core Principles of Chicago Style
Numbers

The Chicago Manual of Style, a widely respected authority in publishing and writing, provides a robust
framework for handling numbers to ensure consistency and readability. For press releases, adopting
these principles is paramount for projecting credibility and professionalism to journalists, editors, and
the public. The core philosophy revolves around making numbers as accessible and understandable
as possible within the context of the narrative. This involves making a conscious decision at the
outset of writing about whether to present a number in its word form or as a numeral, a choice that is
guided by specific rules and exceptions.

The primary objective is to avoid jarring the reader with inconsistent formatting. Whether you are
detailing financial performance, announcing event dates, or quoting statistics, the way numbers are
presented directly influences the perceived accuracy and attention to detail of your communication.
Adhering to CMOS ensures that your press release aligns with the expectations of many news outlets,
which often follow similar style guides. This standardization is crucial in the fast-paced world of public
relations where every word and numeral contributes to the overall message.



Spelling Out Numbers vs. Using Digits

A fundamental rule within Chicago style dictates when to spell out numbers and when to use Arabic
numerals (digits). This distinction is not arbitrary but serves to enhance readability and maintain
stylistic flow. Generally, the guideline is to spell out numbers from one to nine and use figures for 10
and above. This simple rule provides a clear starting point for most numerical references in your press
release content.

However, this rule is not absolute and is subject to various contextual factors and specific exceptions
designed to prevent ambiguity or awkward phrasing. Understanding these nuances is key to
mastering Chicago style numbers for press releases. For instance, when a sentence contains both
numbers that would be spelled out and numbers that would be figures, consistency often dictates
using figures for all to avoid a stylistic inconsistency.

Consistency in Sentences with Mixed Numbers

When a single sentence contains both numbers below ten and numbers 10 or above, Chicago style
generally advises using figures for all the numbers in that sentence to maintain a consistent visual
appearance. This rule prioritizes clarity and ease of reading, preventing the reader from having to
switch between reading words and numerals within a short span. For example, a sentence like "The
company reported 3 new clients and 12 new projects this quarter" would be correctly formatted
according to this principle.

Numbers at the Beginning of a Sentence

A common point of confusion in style guides, including Chicago, is how to handle numbers that begin
a sentence. The prevailing rule is to spell out any number that begins a sentence, regardless of
whether it is below or above ten. This is primarily for stylistic reasons, as starting a sentence with a
digit can sometimes appear abrupt or less formal. For instance, instead of "15 employees attended
the workshop," the preferred Chicago style would be "Fifteen employees attended the workshop."

Specific Rules for Chicago Style Numbers in Press
Releases

Beyond the general guidelines, Chicago style offers specific directives for various types of numerical
data commonly found in press releases. These specific rules address units of measurement,
guantities, and other elements that require precise representation. Familiarizing yourself with these
exceptions ensures that your press releases are not only compliant but also meticulously accurate.

The application of these rules is crucial for maintaining a professional and authoritative tone.
Inaccurate or inconsistently formatted numbers can undermine the credibility of your information and,
by extension, your organization. Therefore, a thorough understanding of these specifics is a vital
component of effective press release writing.



Units of Measurement and Quantities

When dealing with standard units of measurement or specific quantities, Chicago style generally
favors using figures for clarity and precision. This includes measurements like miles, pounds, degrees,
and quantities of items. For instance, "The event spanned 5 miles," or "The package weighed 20
pounds." This approach ensures that these numerical values are easily identifiable and their
magnitude is immediately apparent to the reader.

Fractions and Decimals

Chicago style has specific rules for fractions and decimals. Simple fractions (e.g., one-half, three-
quarters) are typically spelled out when they do not involve complex numerators or denominators.
However, for more complex fractions or when precision is paramount, figures are used. Decimals are
almost always expressed using figures, such as 3.14 or 0.5. In press releases, using figures for
decimals is standard practice for accuracy.

Handling Large Numbers and Ordinals

Large numbers and ordinal numbers present their own set of considerations within the Chicago
Manual of Style. The approach to large numbers often involves a balance between readability and
precision, while ordinals follow a pattern similar to cardinal numbers. Understanding these distinctions
ensures that even complex numerical information is presented clearly.

Formatting Large Numbers

For very large numbers, Chicago style generally advocates for using figures. The cutoff for what
constitutes a "large" number can vary, but typically numbers in the thousands and above are
presented as figures. Commas are used to separate thousands, millions, and billions to improve
readability. For example, "The company's revenue reached $5 million," or "The project cost
$1,250,000."

Chicago Style Ordinal Numbers

Ordinal numbers (first, second, third, etc.) follow a pattern similar to cardinal numbers. Ordinals from
first to ninth are generally spelled out, while those 10th and above are typically written as figures
followed by the appropriate letters (e.g., 11th, 25th). This consistency helps readers navigate
chronological or hierarchical sequences presented in the press release.



Percentages, Monetary Figures, and Other Units

Percentages and monetary figures are ubiquitous in business press releases, and Chicago style
provides clear guidance on their formatting. These elements require a high degree of precision, and
the chosen style directly impacts their impact and comprehension.

Formatting Percentages

Percentages are almost always presented using figures followed by the percent sign (%) or the word
"percent." For clarity and conciseness in press releases, using the symbol (%) is common. For
instance, "The company saw a 15% increase in sales," or "The offer is valid for 50 percent off." It is
important to maintain consistency in whether you use the symbol or spell out "percent" throughout
the document.

Formatting Monetary Figures

Monetary figures are consistently represented using figures and the appropriate currency symbol or
abbreviation. For U.S. dollars, the dollar sign ($) is used, and for international currencies, their
respective symbols or standard abbreviations (e.g., EUR, GBP). Commas are used to separate
thousands for readability. For example, "$10,000," "€5,000," or "£2,500." When the dollar amount is
less than one, such as $0.50, the zero is typically retained.

Dates and Times in Chicago Style Press Releases

Accurate and consistent representation of dates and times is crucial in press releases, especially
when announcing events, deadlines, or historical data. Chicago style offers specific formats to ensure
clarity and avoid ambiguity.

Formatting Dates

Chicago style prefers the month-day-year format for dates. The month is spelled out, followed by the
day (without an ordinal suffix like "st" or "nd"), and then the year. For example, "March 15, 2024."
When referring to a specific century, the year can be omitted if the context is clear. However, for
formal press releases, including the full date is often advisable.

Formatting Times

Times are typically presented using figures followed by "a.m." or "p.m." or "midnight" and "noon." For
precise timing, minutes are included. For example, "9:00 a.m.," "3:30 p.m.," or "noon." When referring
to specific time zones, it is essential to include them for international clarity, e.g., "9:00 a.m. EST."



Consistency and Proofreading for Chicago Style
Numbers

Achieving impeccable consistency in number formatting within a press release is vital for
professionalism. This requires diligent proofreading and a keen eye for detail. Even minor
inconsistencies can detract from the overall quality and credibility of your message.

The Importance of a Style Sheet

For organizations that frequently issue press releases, developing an internal style sheet that aligns
with the Chicago Manual of Style is highly recommended. This document can outline specific
preferences and reinforce the rules for number usage, ensuring that all writers adhere to the same
standards. Regularly reviewing and updating this style sheet based on CMOS updates is also
beneficial.

Thorough Proofreading Process

A rigorous proofreading process is indispensable. After drafting, take the time to meticulously review
every number for adherence to Chicago style rules. Reading the press release aloud can sometimes

help catch inconsistencies that might be overlooked during silent reading. If possible, have a second
person proofread for a fresh perspective.

Advanced Considerations and Common Pitfalls

While the basic rules of Chicago style numbers are straightforward, certain advanced considerations
and common pitfalls can trip up even experienced writers. Being aware of these can help prevent
errors and ensure a polished final product.

Numbers in Titles and Headings

The application of Chicago style numbers in press release titles and headings can be slightly more
flexible, often prioritizing conciseness and impact. However, it's generally advisable to adhere to the
core principles where feasible, spelling out numbers one through nine and using figures for 10 and
above, unless a specific stylistic choice dictates otherwise for immediate attention.

Geographical Names and Numbers

When numbers are part of official geographical names, such as cities or states, they are typically left
as they are. For example, "New York City," not "New York City." However, this is less common in
standard press release content and more applicable to specific contexts.



Best Practices for Implementing Chicago Style
Numbers

To effectively implement Chicago style numbers in your press releases, adopting a set of best
practices can streamline the process and improve accuracy. These practices focus on clarity,
consistency, and professional presentation.

Understand the Audience: While adhering to CMOS, always consider your primary audience.
The goal is clarity and professionalism, ensuring the numbers convey your message effectively.

Prioritize Readability: The ultimate aim of any style guide is to enhance readability. If a rule,
when applied rigidly, makes a sentence awkward or difficult to understand, consider the spirit of
the rule.

Maintain Consistency: Whatever approach you take, ensure it is applied consistently
throughout the entire press release. Inconsistent formatting is a surefire way to diminish
credibility.

Utilize Style Guides: Keep a copy of the Chicago Manual of Style or a reliable summary
readily accessible while writing and editing.

Practice and Review: The more you practice applying these rules, the more intuitive they will
become. Regularly review your work and seek feedback from colleagues.

FAQ

Q: How do | handle numbers in ages when writing a Chicago
style press release?

A: In Chicago style, ages are typically treated as quantities and are therefore usually expressed in
figures. For example, "The new CEOQ, John Smith, 45, has extensive experience in the tech industry." It
is generally preferred to spell out numbers one through nine, but for ages, figures are standard for
clarity and conciseness.

Q: Should | spell out numbers like "one million" or use



"$1,000,000" in a Chicago style press release?

A: For large numbers, Chicago style generally recommends using figures for clarity and ease of
reading. Therefore, "$1,000,000" or "one million dollars" would be acceptable, but using the figure
"$1,000,000" is often preferred in press releases for immediate recognition of scale, especially for
financial figures. Consistency is key; choose one and stick with it.

Q: What is the rule for numbers that begin a sentence in
Chicago style press releases?

A: The standard rule in Chicago style is to spell out any number that begins a sentence, regardless of
its value. For instance, instead of "25 companies participated," you would write "Twenty-five
companies participated." This is primarily for stylistic reasons to avoid starting a sentence with a
numeral, which can appear abrupt.

Q: How do | format specific dates like "the fifth of May" in a
Chicago style press release?

A: In Chicago style, dates are typically presented in the month-day-year format using figures for the
day. So, "the fifth of May" would be written as "May 5." If you are referring to the specific phrase as a
title or part of a quote where it's presented differently, you would retain that original format.
However, for standard date references, "May 5" is correct.

Q: Are there exceptions to the "spell out one to nine, use
figures for 10 and above" rule in Chicago style press releases?

A: Yes, there are several common exceptions. For example, when a sentence contains both numbers
that would be spelled out and numbers that would be figures, it's often best to use figures for all for
consistency. Numbers that begin a sentence are also always spelled out. Additionally, certain
categories like dates, times, percentages, and monetary figures have their own specific formatting
rules that supersede the general guideline.

Q: How should | handle serial numbers or model nhumbers in a
Chicago style press release?

A: Serial numbers and model numbers are typically presented as they are given, using figures and
any alphanumeric characters they contain. These are considered identifiers rather than quantities and
should not be altered to fit standard number-spelling rules. For example, a product model might be
"Model XYZ-123," and this should be retained exactly as is.

Q: What is the preferred way to write out time zones in a
Chicago style press release?

A: When specifying time zones in Chicago style press releases, it is customary to use the three-letter
abbreviations, capitalized, after the time. For example, "3:00 p.m. EST" or "10:00 a.m. PST." Always



ensure the abbreviation is clear and commonly understood, and include the time zone whenever
there is a possibility of ambiguity for a global audience.
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