Cincinnati Magazine Style Guide

An overview of the rules and accepted terms determined to be best practices by Cincinnati
Magazine and associated partners; in coordination with The Chicago Manual of Style and
Merriam-Webster Dictionary, unless otherwise stated.

Acronyms and Miscellaneous Notes

Acronyms

Acronyms are capitalized with no space between letters and no punctuation marks, unless
it’s ending a sentence. Acronyms may include punctuation if they appear that way
elsewhere. Other forms of acronyms may include hyphens with no spaces in between the
letters.

e “(GPA, DNA.)”“X-rays.”

Commonly known acronyms do not need to be written out. If acronyms are uncommon
knowledge, the acronym should be followed by the written-out version in parenthesis on its
first appearance, only if the acronym is used more than once. If the acronym is only used
once, only write it out when it appears.

e “National Endowment for the Arts (NEA).”

Exceptions to using punctuation in acronyms include using periods between letters in two-
letter postal codes, road names, or other specific acronyms.

e “U.S”“-75”“COVID-19.
Miscellaneous Notes

The mail-in cards included follow the same stylistic choices as the magazine.

Footers and Multi-Page Articles

Footers
When it comes to the order of footers, follow the structure as listed below.

e Page number (numeral) Magazine title Month Year (10 Cincinnatimagazine.com June
2024)

Multi-Page Articles



When text continues onto the next page, keep that text running. If there’s an image, table, or
chart that breaks that flow, place a short arrow and the text “Continued on P. #”
immediately before. If the continued page opens with the image and an image appears
atop the continued page, place the short arrow and text above the image on that same

page.

e “->ContinuedonP. 12

Formatting and Text Treatment

Author Identification

Keep author identifications consistent across the text, whether you’re using a short arrow
before an author’s name, a hyphen before, or a phrase before the author’s name.

e “->Jimmy Longbottom,” “- Jimmy Longbottom,” “by Jimmy Longbottom”
Capitalization

Capitalize the first letter of each word in company names and titles of full-length and free-
standing works. Do not capitalize articles (a, an, the), unless the article is the first word of
the name or title in question.

e “The Cupboard’s longevity was the exception, unlike the Open Occult, Shaker Plane,
On-U, Positively 4" Street, All-Together, Trivets, Straight A-Head, Jo-Ro-n, The Eye
Opener, and their brethren.”

Dates

Be consistent when you’re using dates across a publication. Insert the month name
followed by the year in numeral form. Numerical dates don’t include “th,” “st,” “nd,” or “rd”
(1%, 2n, 39, 4'™), Years are to be contracted to a shorter form following “s” with no
apostrophe. Month and day only dates may be written in the form of month number/day
number.

e “June 2024, ’80s,” “6/29”
Italicization

Italicize titles of full-length, free-standing works. Do not italicize short works like short
stories, songs, articles, essays, or poems.

e “You can almost hear the theme from 2001, A Space Odyssey.”



Numbered Lists

When using numbered lists, numbers are written in numeral form followed by a space and
a period with the title.

o “1.Title”
URLS
When you’re inserting web addresses, do notinclude “https://” or “www.”

e “Cincinnatimagazine.com”

Numbers and Monetization Symbols

Monetization Symbols
Percentage signs should be used in the symbol form.
° “(yo'”

Use the $ symbol followed by no spaces. Write money amount in numeral form and place
commas wherever necessary. Other acceptable forms within the text include contracting
the amount if it’s in the thousands using “K.”

e “$469,500,” & “8K.”

Write out “million” and “billion” using the following numerical amount shown below.
e “$8.6 million.”

Numbers

Write out numbers as numerals for quantities, percentages, ages, amounts, time,
measurements, page humbers, lists, and headings. Use commas for any number within the
hundreds and above. When a numeral does precede another number within the same
phrase, write the second number in words.

e “$663,000 over five years.”

Punctuation

Apostrophes & Contractions

Contractions are acceptable within a conversational tone and when quoted. If you’re using
“it’s” it means itis or it has, while “its” is possessive. Always form contractions with an


http://www./

apostrophe rather than spelling them out. For example, use these few examples of the
following contractions listed below for consistent tone.

o “it's”

o “we'll”

e “hasn’t”
e “can’t”

e “there’s”

When abbreviating a decade (“90s” for “1990s”), insert an apostrophe before the numerals.

e “Upcoming dates include NYC-based Jay Jurden on June 7 and 8; Michael lan Black
of Wet hot American Summer and ‘90s sketch comedy show.”

Colons

A colon may follow a title when it’s followed by a subtitle that clarifies the topic in some
way.

e “From Promise to Reality: The Game-Changing Scholarship at Miami University”

If a complete sentence foreshadows an elaboration of sorts, use a colon to introduce that
elaboration.

e “There are certain sounds | associate with summer nights: the incessant white noise
of crickets, of course, but also exploding fireworks, kids squealing in the neighbor’s
yard.”

If there is a grammatically incomplete sentence (if the second part completes or expands
on that sentence that feels effective), a colon may follow.

e “With the fools at our disposal: images and words.”
Commas

Use the Oxford/serial comma. Use commas to separate items within a list and always
include a comma before the final item within that list. When listing three or more items,
separate each with a comma.

e “The light wood shelves are lined with all manner of staples like Kewpie mayo, mirin,
sake, soy sauce, noodles, seaweed, and rice.”



When listing multiple descriptors that follow a main clause and expand upon that
sentence, use commas to separate each phrase. This doesn’t exclude modifiers of any
sorts.

e “But pinball has special sounds, an extra thwap thwap of flippers keeping a ball in
play, the hollow scratch as a ball rolls down the playfield, the dings as the pop
bumpers kick the ball away.”

Em Dashes
No space before or after an em dash, referred as a closed emdash.

e “The club’s origin dates back to a fateful dog walk, when owners Jacoba Wells and
Nathan Kroeger—programming director and artistic director, respectively—noticed
a “For Sale” sign.”

Hyphens & Hyphenation List

e Hyphens can be used to join two or more words that act as a single adjective
modifying a noun when they appear directly before the noun in a sentence

The following words in the hyphenation list below should always be hyphenated.

e now-closed

e early-color

e women-owned

e high-end

e pop-culture

e stand-up

e two-bedroom

e one-bath

e teal-painted

e long-term

e tree-shaded

e longest-running
e hard-bop

e Cincinnati-born
e high-closed

e problem-solving
e single-handedly
e all-star



e tri-state

e chandelier-lit
e barrel-aging
e Dbarrel-aged

e half-roasted

When linking compound modifiers that precede a noun, use hyphens to link multiple words
that function as a unit altogether.

e  “Which launched as a coffee-house-by-day-jazz-club-by-nightin 2018.”

When using hyphens between a number and “year,” there should be no space, excluding

¢

the insertion of “and,” “or,” or “a” before the next number
e “7-year-olds and the 12- and 13-year-olds"
Quotation Marks

When referring to a quote, include all punctuation within the quotation marks.

e “Braley was also a pastor at one time, an experience he’s used as source material.
“Now I’m the creative director of a comedy club that meets in a church,” he says.”

Semicolons

If two complete sentences are linked towards each other in cohesion, like a cause-and-
effect relationship, use a semicolon to join them.

e “The effect of purchasing from these businesses extends beyond dollars and
contracts; it contributes to economic growth.”

If you have two complete sentences that express a connection or relation between ideas,
even if the second portion adds an irony or wittiness of sorts, use a semicolon to join these
together.

e “Court Street Plaza’s facility is one of five substations throughout the downtown
area; there are no prizes for pointing out the others.”

Parenthesis

Use parenthesis to enclose information that supports or references something within the
sentence, especially when citing a source.

e “We aren’t able to capture those three senses in a print magazine, unfortunately, so
we celebrate the season this month (“Summer Nights,” page 34.)



Use parenthesis to insert humorous or author commentary that acts as a placeholder for
the following sentences, as long as it doesn’t disrupt the sentence’s flow or cohesive
clarity.

e “Atthe reading of Abe’s will (insert lyric from that Taylor Swift song here), the
formerly Phenomenal Max Kraus—who might have been released from the asylum.”



