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The First Amendment: Congress shall make no 
law respecting an establishment of religion, or 

prohibiting the free exercise thereof; or abridging 
the freedom of speech, or of the press; or the right of 
the people peaceably to assemble, and to petition the 

Government for a redress of grievances.

Colon (:)
  Most often used to introduce lists, tabulations or texts.
  Capitalize the first word after the colon if it is a proper noun  

 or the start of a complete sentence.
  Colons can be effective in giving emphasis:
  ex: He collected only one thing: snakes.
  Use a colon in dialogue.
  ex: Susan: What is your favorite class?
  Thomas: I really like them all, but especially …
   Colons go outside quotation marks unless they are part of  

 the quotation.
  Do not combine a dash and a colon.
Commas
  Do not put a comma before the conjunction in a simple  

 series. ex: The flag is red, white and blue.
  Add the comma before a conjunction if an integral element  

 of the series requires a conjunction.  ex: I had milk, a bagel,  
 and ham and eggs.

  Add the comma before a conjunction in a complex series of  
 phrases. 

  When elements of a series contain internal commas,   
 use a semicolon to separate the elements (see section on  
 semicolons).

  Nonessential clauses must be set off by commas, however,  
 essential causes must not be set off by commas.

  Use a comma to separate an introductory clause or phrase  
 from the main clause.

  Use a comma before a conjunction that links two clauses  
 that could stand alone as separate sentences. ex: She was  
 glad she checked, for a man was coming to the door.

  Use a comma instead of a period at the end of a quote that is  
 followed by attribution; do not use a period if the quote ends  
 with a question mark or exclamation point.

Dash (–)
  When separating an abrupt change in thought, use the dash  

 and separate it with a space before and after the dash (the  
 InDesign shortcut is Alt + hyphen for an EN dash)

  Use a dash before an author’s or composer’s name at the  
 end of a quotation. 

  ex: “Who steals my purse steals trash.” – Shakespeare
Ellipsis (…)
  The ellipsis needs a space before and after it; the three   

 periods should be treated as a word.
  When the grammatical sense calls for another form of   

 punctuation (like a period) before the ellipsis, separate them  
 with a space.

  Do not use ellipses at the beginning and end of a direct  
 quote.

Exclamation Point (!)
  Use the mark to express a high degree of surprise or other  

 strong emotion. 
  Do not overuse. Consider using this once per year.
  The exclamation point goes inside quotation marks when it  

 is part of the quoted material.
  Do not use a period or a comma after an exclamation point.
Hyphen (-)
  Use a hyphen to form a single idea from two or more words  

 such as compound adjectives. 
  ex: He scored a first-quarter touchdown.
  Hyphens are joiners so use whenever ambiguity would result  

 without the hyphen.
   ex: The station will do a story on small-business men.
  ex: He recovered his health. He re-covered the leaky roof.
  Use hyphens when two or more words express a single  

 concept. ex: full-time job
Parentheses ( )
 Parenthesis are jarring to the reader, so use sparingly.
 Brackets [ ] are for academic papers only.
Quotation Marks (“  ”) 
  Use quotation marks around exact words of a speaker.
  In a running quotation that is not complete at the end
   of the paragraph: do not close the quotes at the end of   

 the paragraph, but add them to the beginning of the next  
 paragraph. Close the quotation when it is complete.

  Use quotation marks in recording dialogue.
  Quotation marks are not required when questions and   

 answers are identified by Q and A. 
  Nicknames should only be used when the source prefers. 
  Include with the full name and put the nickname in quotes; 
  commonly used nicknames can be used without quotes. 
  When a partial quote is used, do not put quotation marks  

 around words that the speaker could not have used.
  A quote included within another quote is identified with  

 single quotation marks.
  Quotations around words in headlines are presented with  

 single quotation marks
Semicolon (;)
  Use a semicolon to indicate a greater separation of thought  

 than a comma can convey but less separation than a period  
 implies.

  Semicolons are used to separate items in a series when  
 the items in the series are long or contain material that also  
 must be set off by commas. ex: His family includes a son,  
 John Smith; two daughters, Sally Jones, and Peggy Hart; and  
 a dog, Bart, a German shepherd. 

Punctuation for Journalists

Note: Most of the above punctuation rules apply to all 
standard writing situations. AP Style, on the other hand, can 
evolve quickly. The AP rules you find on the reverse are taken 
from the 2015 edition. We recommend that each student 
medium have access to at least one copy of the Stylebook.

Online Resources
Colorado Student Media Association
 http://www.colostudentmedia.com
Columbia Scholastic Press Association
 http://www.cspa.columbia.edu
Journalism Education Association
 http://www.jea.org
National Scholastic Press Association
 http://www.studentpress.org/nspa
NewsU (sponsored by Poynter Institute for Media Studies)
 http://www.newsu.org
Quill and Scroll Journalism Honor Society
 http://www.quillandscroll.org
Student Press Law Center
 http://www.splc.org

When your medium is under attack
First, know your local resources. Contact CSMA by email 

(jpkjournalism@gmail.com), and find help on the website, 
through the CSMA listserv, as well as social media (on 
Facebook at Colorado Student Media Association, and 
on Twitter @ColoradoSMA). You can also get help from 
the Colorado ACLU chapter (http://aclu-co.org) and from 
the many professional members of the Colorado Press 
Association (http://coloradopressassociation.com)

Second, know your national friends. Resources include the
 Student Press Law Center, the JEA Scholastic Press 

Rights site (http://www.jeasprc.org), 
 and the First Amendment Center 
 (http://www.firstamendmentcenter.org).
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AP Style for Journalists

adviser or advisor?
  always adviser
Attribution, placement of
  Said is the preferred attribution verb in  

 most cases.
  The word “said” should normally follow the  

 name or pronoun; ex: he said or Jones said.
  Attribution should come in the middle of  

 a long quote, usually at the end of the first  
 sentence.

  The final paragraph of the story should not  
 end with “said.”

Brand names
  When used, capitalize.
  If not essential to the story, replace the  

 brand with a generic equivalent.
  Here are some brand names / trademarks:
  Astro-Turf          Coke Dixie cups 
  iPod                     Kleenex Roller Blades
  The International Trademark Association  

 website provides a list of trademarks  
 and the comparable generic term at

   http://www.inta.org. Look under Publishing  
 for Trademark Checklist.

Collective nouns
  Including examples such as class,
  committee, crowd, family, herd, jury,
   orchestra or team... these nouns take
  singular verbs (see exception to this rule  

 under Sports and Team Names)
Composition names
  Newspapers – capitalize but no quotes  

 or italics, capitalize “The” if it is the way the  
 paper prefers to be known.

  Books – put the name in quotation marks
  Reference books (Bible, Webster’s
   Dictionary, AP Stylebook etc.) – No   

 quotations or italics 
  Software titles – no quotations or italics
  Songs – put the song title in quotation  

 marks 
  CD titles – capitalize only
Days of the week and months 
  Abbreviate these months when they are  

 used with a specific date: Jan., Feb., Aug.,  
 Sept., Oct., Nov., and Dec.

  Spell out March, April, May, June and July
  Spell out all months when used alone or  

 with only a year
  Do not abbreviate days of the week except  

 in a tabular format; in tabular format, use  
 three letter abbreviations without the  
 period

  In stories, use the day of the week, not  
 today or tonight 

Internet and Technology
  Use the format listed here:
  Internet (capitalized) MP3 PDA 

 website           email (no hyphen) podcast   

 World Wide Web
  If a Web address comes at the end of the  

 sentence, follow it with a period. 
  If a Web address continues to a second line of  

 type, split it just before a slash or dot that is  
 part of the address. Do not add a hyphen.

  When a story mentions a specific website or  
 Web service, include the Internet address  
 within the text.

  Use the http:// at the beginning of a Web  
 address.

it’s or its?
  It’s is a contraction for “it is” or “it has.”
  Its is the possessive form of the neuter  

 pronoun. ex: The team lost its chance to  
 make the playoffs.

Numbers
  Check AP Stylebook for each use; there are  

 LOTS of considerations but here are some  
 of the rules:

  Figures are 1-2-10-100
  Cardinal numbers are the corresponding  

 words (one, one hundred)
  Ordinal numbers are 1st, 2nd, 100th

  Use cardinals for zero through nine when  
 the number indicates sequence in time or  
 location (second hour, first base)

  The age of a person is presented in figures
  Use figures for numbers 10 and larger
  In a series, apply the appropriate guideline,
  though the form may seem inconsistent.  

 ex: They had 10 dogs and six cats.
Percent
  Word spelled out (do not use the symbol)
  Figures should be used with the word  

 percent (1 percent)
  Repeat the word percent with each   

 individual figure. (The teacher said 10  
 percent to 30 percent of the students  
 failed.)

Quotations
  The period and the comma always go  

 within the quotation marks.
Today, tonight, tomorrow
  Use these words only in direct quotations  

 and phrases that do not refer to a specific  
 date

Spacing
  Use one space after a period at the end of a  

 sentence. Never hit space bar twice. 
Sports 
 The AP Stylebook has a sports section with 

details on each kind of competition. Some 
useful highlights:

  postseason and preseason (no hyphen)
  ski, skis, skied, skiing
  Unlike the dictionary, it is backboard,  

 backfield and backspin
  Team names take plural verbs (The Denver  

  Nuggets are hosting...)
  cross-county (needs hyphen)
  We may play on our home field, but that  

 gives us a home-field advantage.
State references 
  Eight states are never abbreviated (Alaska,  

 Hawaii, Idaho, Iowa, Maine, Ohio, Texas and  
 Utah)

  Nine are abbreviated using the two letter  
 postal abbreviation with periods (N.H, N.J.,  
 N.M., N.Y., N.C., N.D., R.I., S.C., S.D.) 

  The other 33 use the traditional    
 abbreviation (Colo., Calif., Neb.). Look up  
 each state by its name.

  Spell out the state name when it stands  
 alone. Abbreviate the state when used with  
 a city or county. 

  When a city is used with the state, place a  
 comma between the city and state names  
 and another after the state name unless it  
 is the end of the sentence.

Time
  Use figures except for noon and midnight;  

 use the terms noon and midnight to avoid  
 a.m. and p.m. confusion.

  Use a colon to separate hours from   
 minutes.

  Avoid redundancies: not 10 a.m. this   
 morning; preferred: 10 a.m. Monday

Titles
  Formal titles denote authority, professional  

 activity or academic activity. Capitalize  
 formal titles when used directly before a

  person’s name. ex: President Barack  
 Obama

  Lowercase the title and spell it out when  
 not used with an individual’s name. ex: The  
 president spoke Tuesday.

  Lowercase and spell out the title when it is  
 separated from the name by commas. ex:  
 Sue Smith, president, gave a summary  
 report of the service trip to elementary  
 schools.

Who, that or which?
  Use “who” when referring to people, “that”   

 or “which” for inanimate objects or animals  
 without names.

  Use “that” for essential clauses; those  
 important to the meaning of the sentence.  
 Do not use commas.

  Use “which” for a non-essential clause and  
 use a comma to separate it from the rest of  
 the sentence.

Who or whom?
 A quick test: If he or she is the correct 

pronoun, who is the correct choice; if him or 
her is correct, use whom.

Common tech terms
 Android
 app
 cloud
 e-book
 e-reader
 Facebook

 friend (can be noun or verb)
 Google, Google Hangouts
 hashtag
 Instagram
 iPad, iPhone (use IPad or  
 IPhone to start a sentence)
 LinkedIn

 retweet
 search engine optimization  
 (SEO on second reference)
 Tumblr
 Twitter (but you send a tweet)
 URL (Uniform Resource  
 Locator) When the URL  

 does not fit entirely on one  
 line, break it into two or  
 more lines without adding  
 a hypen.
 website (but Web when used  
 more generally)
 YouTube

Some help from the Associated Press on using social media
Social media include social networking sites (Facebook, Google Plus, LinkedIn), blogs, microblogs (Twitter), wikis, 
content sharing services (Flickr, Instagram, YouTube, Pinterest), online forums, and check-in services (Foursquare).

How to best use social media in your reporting and publishing
1. Track down sources.
2. Gather user-generated content.
3. Look for news tips or discussion trends.
4. Produce short-format original content, such as blogs.
5. Find new sources and keep up with existing sources.
6. Interact with news consumers directly to inform your reporting.
7. Share links that provide additional entry points to existing content.
8. Get preliminary sense of how members
    of the public are reacting to an event.

Please don’t...
Never simply lift quotes, photos or video from social 
networking sites and attribute them to the name on the 
profile or feed you found them under. Most social media 
sites offer a way to send a message to a user – use this to 
establish direct contact, over email or phone, so you can 
explain what you are working on and get more detailed 
information about the source.

For photos and videos you would like to use, you must 
determine who controls the copyright and get permission 
from that person/organization to use it.

Phony accounts are rampant in the social media world, so 
examine the details to determine whether the page could 
have been created by someone not central to a story.

Opportunities for CSMA members
Check www.colostudentmedia.com for more details.

CSMA memberships need to be renewed by Sept. 30 of each year.

J-Day is usually scheduled early in October, and includes Best of 
Show contests for media attending.

Winter Thaw is usually in January and provides professional
 development for advisers.

Greer & Benson Scholarship portfolios due Feb. 15.

Capitol Hill Press Conference, usually scheduled in February.

Social Media Coverage Contest, deadline in January.

Best of Colorado individual contests, deadline is early April.

Photojournalist of the Year portfolios, due April 15.

All-Colorado critiques, media must be submitted early in June,
 with results back from judges in August.

Opportunities beyond Colorado
Check organization websites for specific dates and more detail. 

National critique services usually ask for submissions in early June 
(CSPA, NSPA and Quill & Scroll offer a variety of critiques)

JEA/NSPA National High School Journalism Conventions are held 
each November and April, during which students can enter the JEA 
National Write-off contests offerred on site.

NSPA sponsors a variety of contests, including the Pacemaker 
competition as well as Story of the Year, Design of the Year, Photo 
of the Year, and Multimedia of the Year.

Quill and Scroll sponsors a National Writing and Photography 
contest in February, along with Quill and Scroll 
Foundation Scholarships.

A must have for every staff 
member of every medium in your 
school, this notebook is the same 
size as the professionals use and 
adds professionalism to each 
reporter. Special full-color cover 
edition – only 24 dozen available.

By the dozen (shipped shrink-
wrapped) $36

A great “gift” for each 
member of the staff, 
these copies of The First 
Amendment are printed 
on glossy card stock and 
also offer students quick 
reference to the websites 
they need the most in case 
of any free expression issues: 
the Student Press Law Center 
and our own CSMA site.

Available by the dozen   $3

Revised by Quill & Scroll Society, 
this booklet published in 
November of 2013 should be 
in every administrative office. 
A great way to welcome a new 
administrator to your school, and 
a great reminder for anyone who 
may need a refresher (or just a 
quick reference) on their role in 
student media.

Each copy   $4

Newly revised, with updates 
through the 2015 AP Stylebook, 
this folder (with two pockets) can 
funtion as a quick reference to the 
AP Stylebook and as a convenient 
place to store class handouts, copy 
to be edited or anything else your 
staff members need to have with 
them at all times. Featuring social 
media terms, helpful websites, 
social media reporting tips and a 
quick calendar of CSMA events.

Each folder   $1.50

SHIPPING
under $10.00 5.00
$10.00 - $20.00 7.00
$20.01 - $39.99 10.00
$40.00 - $59.99 12.00
$60.00 - $79.99 17.00
$80.00 - $99.99 20.00
Over $100 add 12%

CSMA Reporter’s Notebooks __ dozen @ $36/DZ $______
First Amendment Cards  __ dozen @ $3/DZ $______
Principal’s Guide   __ each    @ $4/EA $______
AP Style Folder   __ each  @ $1.50/EA $______
Total in support materials this order    $______
 Total shipping this order (see below)  $______
Grand Total      $______

SHIP TO:
SCHOOL _______________________
ATTN _________________________
STREET ADDRESS _________________
CITY / STATE / ZIP _________________

Method of Payment:

 Check      Master Card   Visa     Discover

Card Number

__________________________________

CVV code _______ Expiration date ____________

Name on Card _________________________

If paying with a check, please pay to 
CSMA, 9253 Sori Lane, Highlands Ranch CO 80126

For quickest service IF PAYING BY CREDIT CARD, save this PDF 
to your computer, fill in all required information for your 
order, and then email the order PDF as an attachment to 
jpkjournalism@gmail.com
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