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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.

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.

Free expression questions?
www.splc.org / www.chspaonline.org

AP Style 
for

journalists

Dear Journalist:

As writers, we seeks an audience and a 

medium. Each medium dictates specific rules 

for presentation of the message. 

Journalists are guided by the 

Associated Press and their style rules. 

Some of the most commonly used rules are 

included here. For a complete set, refer to 

the Associated Press Stylebook.

Sources: The Associated Press Stylebook and “Inside 
Reporting” by Tim Harrower.   © CHSPA 2008

adviser or advisor?
 always adviser
Attribution, placement of
 – Said is the preferred attribution verb in most cases.
 – The word “said” should 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.

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 title – 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.
 – Never abbreviate March, April, May, June or July
 – Spell out 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 days of the week, not today or tonight 
Internet and Technology
 – Use the format listed here:
  Internet (capitalized)  MP3  PDA
  e-mail (with the 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 Web site 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; 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
 – In general, 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.
Olympics
 – Capitalize all references to the international athletic contests. ex: 

the Olympics, the Olympic Games, an Olympic-sized pool
 – Lowercase “the games” in second reference.
Percent
 – One 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.
 – Avoid quote fragments – paraphrase instead
Today, tonight, tomorrow
 – Use these words only in direct quotations and phrases that do 

not refer to a specific date. 
 – Use the day of the week in copy.
Spacing
 Use one space after a period at the end of a sentence (use the 

Search and Replace function to correct)
Sports - the AP Stylebook has a sports section with details on each 

kind of competition.
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. 
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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.

Available by the dozen (shipped 
shrink-wrapped) $18

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 CHSPA site.

Available by the dozen   $3

Co-written by a former Colorado 
principal and Quill & Scroll 
Society, this booklet should be 
in every administrative office. 
A great way to welcome a new 
administrator to your school, and 
a great reminder for any who may 
need a refresher (or just a quick 
reference) on their role with the 
student media.

Each copy   $2.50

Compiled by former CHSPA 
executive director Clarissa Crozier, 
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.
While supplies last!

Each folder   $1.00

SHIPPING
under $10.00	 4.00
$10.00 - $20.00	 5.00
$20.01 - $39.99	 5.75
$40.00 - $59.99	 7.00
$60.00 - $79.99	 8.50
$80.00 - $99.99	 10.00
Over $100	 add 10%

CHSPA Reporter’s Notebooks	 __ dozen @ $18/DZ	 $______
First Amendment Cards		  __ dozen @ $3/DZ	 $______
Principal’s Guide			   __ each @ $2.50/EA	 $______
AP Style Folder			   __ each @ $1/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 
CHSPA, 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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