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Style Guide for Creating the KEXP Music Matters Newsletter 

KEXP sends out an electronic newsletter to subscribers every month. It is produced by the 

Development Department, and often is created by several writers and editors. It is important that 

the tone is consistent, and accurately represents the friendly, informal voice of the organization.  

If you are unsure of how to spell or format something, refer to the Chicago Manual of Style or 

Dictionary.com (this evolves with the public vernacular much faster than published dictionaries). 

Overall, use your best judgment – Music Matters is informal and often directly addresses the 

reader. It should be fun, informative, and recognize that the largest single part of our funding 

comes from charitable gifts from listeners. 
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Newsletter and Article Titles 

Every month, Music Matters is emailed to subscribers; the title of the publication only appears in 

the email subject line. It must be engaging to draw the reader in, but short enough that it doesn’t 

get cut off by the inbox window. It usually uses lists, alliteration, and focuses on the reader and 

why the content is important to them. Use Title Case according to the Chicago Manual Style for 

capitalization. 

 Music Matters: Iceland, Amplifiers, and Twelve Hours of Awesome! 

 Music Matters: Better Sounds for a Better World 

 Music Matters: You Make Summer Sizzle 

Each article must have a title that makes it easy for the reader to find information. Many 

recurring spotlights (I Power KEXP) use colons to separate blocks of title info. Only use end 

punctuation if it’s commas in a list, or an exclamation point to add emphasis. Use Title Case 

according to the Chicago Manual Style for capitalization. 

 Service Spotlight: KEXP Social Media 

 You Choose the Best Albums of the 21
st
 Century! 

 Join the Fun: KEXP’s Halloween Open House 

 Shake the Shack Annual Food Drive 

 

Acronyms and Abbreviations  

The first time an acronym is used, both the entire proper name and the initials will be mentioned. 

Any further mention of the group or organization can be either the acronym or the full name, 

depending on sentence structure.  

Exceptions: time zone shorthand, event placeholders as yet to be determined, a company’s name 

that is primarily referenced by its initials (STG, not Seattle Theater Group). 

 Our Community Partnership Initiative (CPI), started in 2006, provides small Puget Sound 

charitable organizations with the exposure they need to continue helping people in and 

around Seattle. 

 For the second year in a row, we are proud to sponsor SMooCH – the Seattle Musicians 

for Children’s Hospital Benefit and Auction. 

 When you make a gift of support to KEXP between 6am and 6pm PST on Friday, June 7, 

you’ll be eligible to cast a vote for the neighborhood of your choice. 

 

 

 



3 
 

Outside References and Hyperlinks 

Whenever mentioning outside resources for an organization or event, use an in-text hyperlink to 

make it easy for the reader to learn more. Remember that Music Matters is read exclusively 

online. Keep the titles short. Using a direct URL is acceptable if the web address is short. 

KEXP is more informal about what is considers outside references. Social media, a band’s 

Facebook page, and event pages are all good ways to connect the reader with more relevant 

information. 

 Rock out with KEXP and Audioasis at Barboza on Friday, September 13
th

 for a benefit 

concert for supporting Rain City Rock Camp for Girls. 

 Wakuda’s work can also be seen at the ArtXchange gallery in Seattle’s Pioneer Square 

and online at www.wakudastudio.com. 

 

Capitalization 

Always capitalize radio call signs, organization names and other proper nouns, specialty 

programming show names, and commonplace music industry terms like DJ and VIP. Always 

mention our website in all caps (KEXP.ORG). Observe companies and events that use 

capitalization for emphasis in their titles, as well as band names that use capitals (Alt-J and !!!). 

 Toby Bright stumbled upon Positive Vibrations on KEXP back when it was KCMU in 

1985. 

 In 2011, the Seattle Foundation created a one-day online event called GiveBIG, where 

donations to hundreds of local nonprofits are “stretched” with a prorated match. 

 DRILL: SEATTLE will take place November 21-23 at three different venues around the 

city. 

 

Dates and Numbers 

When writing out a date of an event, always write out the entire month and the day of the week. 

Never add modifiers to the date (August 5, not August 5
th

).  

For times of day, include the half-hour placeholders. Specify if the time is AM or PM with 

lowercase letters directly after the time – don’t include a space after the time, for both in-text 

mentions and the in-studio performance calendar. 

 Tune in at 9pm on Saturday, December 21 for three hours of oddball Yuletide rockers by 

artists ranging from the Vandals to Spinal Tap. 

http://raincityrockcamp.org/
http://artxchange.org/
https://d.docs.live.net/a6698382c064463e/Documents/Style%20Guides/www.wakudastudio.com
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Other numbers: dollar amounts should be rounded to the nearest whole number for in-text use. 

Any other numbers lower than 10 will be written out. It is acceptable to use modifiers to numbers 

if it isn’t a date. 

 With three sizes options that can be customized with your name, quotes, dedications or 

favorite song lyrics, these tiles make the perfect gift for any music-lover. 

 To celebrate all the incredible music released over the last 14 years, KEXP is counting 

down the greatest albums of the 21
st
 century. 

 They’ll also receive a $100 Starbucks gift card for themselves. 

 

Specialty Programs and Event Names  

KEXP’s specialty programs are capitalized and italicized. Fundraising drives and other events 

are considered proper nouns, but are not italicized. Similar groups of people are also considered 

proper nouns, like the Morning Faithful, KEXP Community, Amplifiers, and the Development 

Team. 

 We’ll be hosting the Bumbershoot Music Lounge, where KEXP Community members 

enjoy intimate performances at a secret location on festival grounds. 

 Brain Foss is one of the hosts of KEXP’s Saturday night punk show Sonic Reducer. 

 

Punctuation  

Music Matters is one of the more informal texts that KEXP sends out to listeners. Exclamation 

points are used, although very sparingly, to grab the readers’ attention. Observe band names that 

use punctuation in their titles (like Alt-J and !!!). Use an ellipsis when joining two separate parts 

of a quote. Quotation marks can be used for direct quotes, as well as to emphasize a pun or 

double meaning of a word. For all other punctuation, refer to the Chicago Manual of Style. 

 “Every time I listen to KEXP, I discover music that absolutely moves me… It’s like 

opening up a treasure chest.” 

 You can be the foundation of KEXP’s New Home (literally!) and have your legacy of 

support displayed for all to see. 

 In 2011, the Seattle Foundation created a one-day online event called GiveBIG, where 

donations to hundreds of local nonprofits are “stretched” with a prorated match. 

Italics and bold: specialty programming, titles of albums and tours should be italicized, as well as 

photo captions and credits. The titles of the newsletter articles and the in-studio performance 

calendar should be bold. 

 Post punk icons Wire have an affinity for Seattle – they even played a 2011 in-studio that 

was included on Live at KEXP Volume Seven. 
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 A special series of Seattle dates on the band’s Change Becomes Us tour. 

Hyphens: observe hyphens used in band names (like Alt-J). Always use hyphens for in-studio 

and KEXP event names (Hood-to-Hood Challenge). For all other hyphenation, refer to the 

Chicago Manual of Style. 

 

Special Symbols  

Special symbols are only used when they are part of a band name, album title, or an 

organization’s proper name. KEXP only observes others’ special symbols, but never adds their 

own. Direct quotes can be shortened if you need to save space. 

 Julia Massey & the Five Finger Discount will play on Saturday, May 11 at 6:30pm. 

 “I became Amplifier #1, which I’m super proud to be!” 

 

Photos and Captions  

Each short Music Matters article is accompanied with a small thumbnail photo. When choosing a 

photo, make sure it translates well into a generally square image no larger than 185x185 pixels. It 

should be colorful, dynamic and relevant to the article. Acceptable images include company 

logos, event posters and graphics, and close-up photos of artists. To avoid copyright 

infringement, only use photographs from KEXP’s Flickr account. 

Not every image requires a caption. Company logos and event images are public domain and 

self-explanatory (and usually contain the event title in the image), so they don’t require photo 

credit or a title. Some examples of images that don’t require captions include: 

   Logos of companies and organizations that KEXP partners with 

   Album covers  
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   Event material that has been publicly distributed for marketing purposes 

Captions: every photo that is used as an image must have a brief caption (no more than 5 words) 

and credit the photographer. Captions are entirely in italics, followed by the credit in parenthesis 

– other than this and a colon between photo and the photographer, no other punctuation is used. 

Some examples of photos with captions include: 

   Gilbert Lewis of Wire (photo: Alex Crick) 

   (Photo: Toby Bright)  

Note: this particular photo accompanied a KEXP listener spotlight featuring Toby Bright, who 

sent in a photo for us to use. Because the article is entirely about him, the photo does not need a 

caption, only credit. 

 

There’s no need to worry about font choice, formatting, or titles. That is all done automatically 

when the text is imported into Convio to build the newsletter. The In-Studio Concert Calendar is 

built in the HTML viewing window of Convio, then formatted by the program. Photos and 

captions are also formatted automatically when uploaded to the proper place. Use an old 

newsletter template and substitute in the new info to correctly build a final draft. 

Each article should provide general topic information to the reader, explain why they should get 

as excited as KEXP about it, and how they can learn more. If you are unsure about how to format 

something, look over past newsletters and use your best judgment. 


