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[bookmark: _Toc78813826]Introduction	
The goal of this writing style guide is to encourage consistency across all CME Group written communications. It aligns with our brand voice and brand guidelines, and enables CME Group employees to properly represent the company to both internal and external audiences.  
Writing style references
CME Group style generally follows Associated Press (AP) guidance, with some changes for web copy to aid readability. AP guidance can be referenced for items not addressed within this document. These general guidelines should continue to be used for online editorial, such as magazine stories, blog posts and digital advertisements.


Questions about the guide 
If you have questions about these writing style guidelines, please contact: brand@cmegroup.com.





2
	© 2023 CME Group. All rights reserved.
[bookmark: _Toc78813827]References to CME Group
CME Group
This is the name used to refer to our overall organization and should be used in full in written copy. There is no “the” before “CME Group.”

Do not shorten to “CME” unless referring to a particular trademarked contract, product, service or name that uses that short form.

	Example:
	CME Globex





Avoid using the possessive form in conjunction with “CME Group.”

	Examples:
	“CME Group management team,” not “CME Group’s management team”

	
	“CME Globex,” not “CME’s Globex”





Do not refer to CME Group as an exchange or “the exchange.” As an alternative, CME Group may be referenced as a derivatives marketplace.

CME Group is not a DCM and accordingly, CME Group as an entity does not list products.

See Using CME Group vs. DCM.


CME Group trademarks
Consistent and proper use of a trademark in advertising and marketing materials, including websites and print materials, strengthens the CME Group marks and prevents loss of rights or dilution. Follow the rules and examples set forth in these guidelines, and contact the Legal Department or trademarks@cmegroup.com with additional questions.

See Trademarks for specific guidelines.




CME Group products and services
CME must come before the name of the following trademarked products: 
CME Globex
CME Clearing
CME Direct

“CME” must come before the names of specific technologies, products and indexes where CME is part of the trademarked name.

	Branded technology and products
	CME-branded indices

	CME Chat
	CME Fresh Bacon Index

	CME DataMine
	CME Feeder Cattle Index

	CME Direct
	CME Lean Hog Index

	CME E-quivalents
	CME Pork Cutout Index

	CME Globex
	




CME Group divisions and departments
“CME Group” must come before the name of a division or department if used on a piece of external communication and/or promotion at an event. 

	Example:
	 “CME Group Data Services,” not “CME Data Services”





[bookmark: _Toc78813828]Acronyms and Abbreviations
Acronyms are formed from the first letter or letters from a series of words (whether the result is pronounceable as a word or as a series of letters) and should be written in uppercase letters.

	Examples:
	portable document format    	PDF

	
	personal identification number	PIN




Spell out on first reference within body copy, followed by the acronym in parentheses. Use the acronym for all subsequent references. In general, acronyms may always be used in headlines as long as the first mention in the accompanying body copy is spelled out.

	First reference
	Subsequent reference

	Commodity Futures Trading Commisson (CFTC)
	CFTC

	Remote data center (RDC)
	RDC

	Futures commission merchant (FCM)
	FCM

	Short-term interest rate (STIR)
	STIR



See the Frequently Used Terms section of this guide for specific acronyms.


Months
For general communications, use these abbreviations with periods.
Note that short month names should not be abbreviated.
Jan.  	Feb. 	March   April 	May  	June
July  	Aug. 	Sept.    Oct.  	Nov. 	Dec.

CME Group uses nonstandard abbreviations for CME Group contract months. 
They are always three letters long and exclude end punctuation:
Jan   	Feb  	Mar   	Apr   	May  	Jun      
Jul    	Aug  	Sep  	Oct   	Nov  	Dec

	Examples:
	Dec E-mini S&P 500 futures

	
	Jun 2013 Eurodollar options


States
Abbreviate state names when they follow a city name. Use the appropriate two-letter postal abbreviation. 

	Example:
	 Minneapolis, MN





When state names stand alone, spell them out in their entirety.

	Example:
	 Minnesota





Commas go between the city and state name, and again after the state name when it is followed by additional copy. Also, when writing about New York or Washington, refer to the state, when appropriate, to avoid ambiguity.

	Example:
	I drove to New York, NY, after leaving Washington state, and then flew to Washington, D.C.




United States vs. U.S.
Spell out “United States” when it is used as a noun.

	Examples:
	Used as a noun: He is a citizen of the United States.

	
	Used as an adjective: He is a U.S. citizen. 




In print, use “U.S.” only as an adjective. But in digital copy, use “U.S.” in all instances.
Avoid use of “US” (without periods between the letters) unless character count is limited.



United States dollar
Abbreviate as “USD” and never as “US$” using the dollar symbol.

	Examples:
	The transaction was made in USD.






[bookmark: _Toc78813829]Capitalization and Italics
Proper nouns vs. common nouns
Proper nouns are names we use to identify particular people, places, things and ideas. Proper nouns should be capitalized in all instances (e.g., Jonathan, Fido, New York, Monday, Wall Street Journal, Sulzer Regional Library, the MacArthur Foundation). Avoid confusing descriptors for names. 

Common nouns are the generic terms we apply to people, places, things and ideas; they are not as particular. Common nouns should be lowercase in body copy (e.g., boy, dog, city, day, newspaper, the library, the foundation). Capitalization is applied to common nouns when they start a sentence or appear in a title-case heading.


Sentence case capitalization
In body copy, use sentence case; think of it as the default setting. In sentence case, most words are lowercase; all sentences begin with a capital letter, and full sentences need end punctuation – most typically a period, but exclamation and question marks are also acceptable. Sentence case is also used for digital copy, such as web and online editorial, including headlines and subheadings.

Unnecessary capitalizations should be avoided at all costs; however, proper nouns (i.e., the names of specific people, places or things) as well as references to CME Group asset classes, products and services should be capitalized.

	Examples:
	CME Group launched Micro Bitcoin futures on May 3, 2021. 

	
	A record number of Copper options contracts were traded on May 10, 2021. 




Title case capitalization
Headlines, titles of works, and references to CME Group asset classes, products and services require the use of headline-style capitalization, also called “title case.” 

Here are some guidelines:
Capitalize principal words.
Capitalize verbs, including short ones, like “is.”
Capitalize articles (a, an, the) and prepositions of three or fewer letters (for, of, on, up) only when they appear as the first or last word in a title; in all other instances, articles and prepositions of three or fewer letters should be lowercase.	
Do not use title case for digital copy, including web and online editorial (see “Sentence case capitalization” above). 

In addition, specifically for headlines and subheadings:
Do not use italics in headlines; doing so causes formatting problems for the CME Group corporate font.
Do not use title case for subheadings.

	Examples:
	Headlines
	Headline with subheadings

	
	Eurodollars and Fed Funds Shine as Rate Cut Probabilities Rise Sharply
	Equity Swaps Lifecycle Management (headline)

	
	Participation and Open Interest Reach New Highs 
	What we are solving (subhead)

	
	
	How we can help (subhead)




Roles and job titles
Always capitalize formal work titles, no matter whether they precede or follow a name.

	Examples:
	CME Group Chairman and Chief Executive Officer Terry Duffy

	
	Terry Duffy, CME Group Chairman and Chief Executive Officer




Informal titles should be lowercase when preceding or following a name.

	Example:
	John Doe, a floor trader




Titles of works
Use title case for titles of works (books, magazines, etc.).

	Examples:
	The Chicago Tribune 

	
	Forbes

	
	The DaVinci Code




Apply italic formatting in body copy to the names of books, magazines, newspapers and journals:

	Examples:
	USA Today has the largest circulation of any newspaper in the U.S.

	
	Business leaders depend on Forbes for insightful articles.







Use quotation marks in body copy for the titles of poems and songs:

	Examples:
	“The Star-Spangled Banner” is often sung at sporting events.

	
	Edgar Allan Poe is the author of “The Raven.”




[bookmark: _Currency_names]Currency names 
Lowercase when referring to the currency only.

	Examples (generic currency references):
	British pound 

	
	U.S. dollar 

	
	Euro



See FX product names.






[bookmark: _Toc78813830]Contact Information
Addresses 
Abbreviate directionals (N., S., E. and W.) in an address. 
Spell out words such as “avenue,” “boulevard,” “street,” “road,” “lane” and “drive,” etc.
Spell out and capitalize First through Ninth when used as street names. Use figures for 10th and above.

	Examples:
	20 S. Wacker Drive

	
	Ninth Street

	
	7 Fifth Avenue 

	
	100 21st Street








[bookmark: _Toc78813831]Dates and Times
Dates
The CME Group standard is North American style: “Wednesday, April 22, 2021.”
For communications targeting a regional audience, use the appropriate regional convention – 
e.g., “Wednesday, 22 April 2020.”
 
Do not use ordinals in date references.

	Correct
	Incorrect

	March 21
	March 21st

	July 17 
	July 17th



For all digital date timestamps, use the format style DD MM YYYY.  For month, please use the abbreviated form noted on page 6.

	Example:
	04 Nov 2022



Times
Use the 12-hour clock except when the industry standard is military time (i.e., for technical and programming-related communications).
 
For U.S. time, use a colon between hours and minutes, and lowercase “a.m.” and “p.m.” with periods after each letter.

	Example:
	3:37 a.m., 7:42 p.m.


 


For EMEA time, use a colon between hours and minutes, and no periods or space following am/pm references and time.

	Example:
	The 1:25pm train is pulling into the station.




Time zones 
Spell out the desired time zone on first mention.  For all subsequent references, use the abbreviated form.

	Examples:
	10:30 a.m. Central time (CT)  - first mention

	
	10:30 a.m. CT – subsequent mention(s)



[bookmark: _Toc78813832]Numbers
Numerals
In print, spell out numbers one through nine and use numerals for 10 and greater.

	Example:
	There are four new futures contracts listed for trading in the last 12 days.





Spell out “first,” “second” and so on, up to and including “tenth”; use numerals and “st,” “nd,” “rd” or “th,” as appropriate, for larger ordinals. Avoid superscript.

	Examples:
	The office is on the second floor.

	
	The 17th president of the United States was Andrew Johnson.




Fractions
In all copy, write fractions out as words. 

	Example:
	The tick is one-quarter of a point.




Exceptions are in contract specification tables, like Treasury futures and options, references to products within our Micro suite, and within charts, graphs and visual examples, where the numerical fraction should be used, e.g., 1/4, 1/3 and 5/8.


Large numbers
Use a combination of a figure and a word for very large round numbers (such as multiple millions, billions, etc.). When rounding large numbers, do not round beyond one decimal place.
Do not drop the word “million” or “billion” from the first figure in a range.

	Correct
	Incorrect

	1 million people
	one million people 

	$2 billion
	two billion dollars

	1.5 million
	1.52 million

	He is worth $2 million to $4 million.
	He is worth $2 to $4 million (unless you really mean $2).




Large-number abbreviations
It is OK to use the following financial abbreviations if space is limited, such as in charts and graphs. If an abbreviation is used, be consistent throughout the document but avoid overuse.
K = thousand
M = million
B = billion
T = trillion


Percentages
In print, spell out percent when paired with numbers one through nine. Use the percent symbol (%) when paired with numerals 10 and greater. Use the percent symbol (%) when paired with numeral 10 or greater, with no space. For digital deliverables, such as digital ads and social media graphics, use the percent symbol (%) in all instances. Percentages should always be used with numeric figures (rather than spelled-out numbers).

	Examples:
	Volume is expected to grow by nine percent.

	
	Volume last month grew by 12%.

	
	Average hourly pay rose 3% from a year ago; her mortgage rate is 4.75%.




In headlines, charts and tables where there are often space constraints, use the percent symbol (%).  

 
For numerals less than 1%, precede the decimal with a zero: 

	Example:
	The cost of living rose 0.6%.




Percentage vs. percentage point
A percentage point is the simple numerical difference between two percentages.
A percentage is a number or ratio expressed as a fraction of 100.

	Example:
	Moving up from 40% to 44% is a 4-percentage-point increase and represents a 10% increase; 
it is not a 4% change. 








[bookmark: _Toc78813833]Punctuation
Ampersand
Spell out “and,” except in proper nouns (i.e., names) that require an ampersand (&).

	Example:
	Standard & Poor’s




For digital copy where there are limits on character count (such as for social media), using the ampersand is acceptable.


Apostrophe 
Used to indicate possession.
Use an apostrophe and “s” after singular nouns, plural nouns that do not end in “s” and indefinite pronouns.

	Examples:
	Frank’s book

	
	Anybody’s guess





Use just an apostrophe after plural nouns ending in “s.”

	Example:
	The farmers’ lands yielded successful crops that year.





Do not use an apostrophe in “its” to mean “belonging to it” 
(this is analogous with his/hers/theirs); note that “it’s” is a contraction of “it is.”

	Examples:
	The cat has been out in the rain, and its paws are muddy. 

	
	The cat has been out in the rain, and it’s muddy.





Use apostrophes with noun phrases denoting periods of time 
(use an apostrophe if you can replace the apostrophe with “of”).

	Examples:
	It will arrive in three weeks’ time.

	
	It will arrive in three weeks.




In most cases, apostrophes should not be used to indicate plural terms. Add an “s” but no apostrophe after a singular noun to make it plural.

	Correct
	Incorrect

	FCMs
	FCM’s 

	markets
	market’s

	STIRs
	STIR’s

	1980s
	1980’s




Bulleted lists
For complete sentences, use end punctuation on each line. 
For sentence fragments, do not use end punctuation.  
Do not mix within the same list – use a consistent format across all bulleted lines. 

	Examples that need end punctuation:
	Examples that should not have end punctuation:

	This is a complete sentence.
	Futures 

	Use a period at the end of a complete sentence.
	Options

	Don’t mix complete and incomplete sentences in the same list.
	Cash

	
	Cleared-only




Colon 
A colon may be used to introduce content, such as a list, a table or a long quotation.
The first word following a colon should be lowercase unless it is a proper noun.

	Examples:
	I bought several items at the grocery store today: cereal, milk and fruit.

	
	I bought several items at the grocery store today: Cheerios, Chobani yogurt and Stouffer’s lasagna.


	

Comma
Use the serial comma (also called the Oxford or Harvard comma); i.e.,  insert a comma before the conjunction (and, or, but) in a simple series.  This is a departure from traditional A/P style.

	Example:
	I ate bacon, toast, and orange juice for breakfast.



Dashes and hyphens
Use the smallest dash, a hyphen (-), to connect words that form a single idea.

	Example:
	Real-time quotes





Use the en dash ( – ) with a space on both sides to indicate an example, a break in thought, parenthetical phrase or a numeric range. Do not use an en dash with no space on either side.

	Examples:
	Cows produce a perishable product – milk – two to three times per day.

	
	The document is expected to be 10 – 15 pages long. 




CME Group does not use the em dash (—).


URLs
Include a period at the end of a sentence that concludes with a URL. 
Except where needed for programming or technical documents, drop the “www” prefix.

	Example:
	For more information, please visit cmegroup.com.








[bookmark: _Toc78813834]Social Media 
Social media plays an integral role in marketing and distributing brand content. Perhaps more importantly, it encourages people to engage with us through the channels they prefer. As we integrate various social media channels into our overall content strategy, we create opportunities to build stronger relationships and drive brand awareness.
These social media writing guidelines will help you create shareable content that can easily be promoted to our audiences. 
Channels and profiles
CME Group posts on all major global social networks. When creating social media content, always consider the appropriate channel(s), as distribution tactics may vary depending on the audience and the content. For example, consider Facebook if the content includes a compelling visual, or use Twitter if announcing a new product, news item or research piece. It is important to keep content timely, engaging and relevant to the appropriate channel.  

Below is a list of our social media channels.
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	@CMEGroup
	CME Group
	CME Group
	CME Group
	CME Group
	Weibo
	CME Group

	@CMEActiveTrader
	Futures Fundamentals
	Futures Fundamentals
	Futures Fundamentals
	
	StockTwits
	Futures Fundamentals

	@Open_Markets
	CME Group Interest Rates
	
	
	
	GitHub
	

	@Futures101
	CME Group Energy
	
	
	
	Glassdoor
	

	@CMEFoundation
	CME Group Options
	
	
	
	Xueqiu (Snowball)
	

	
	CME Group Metals
	
	
	
	Youku
	

	
	CME Group Agriculture
	
	
	
	Reddit
	

	
	CME Group Equity Index
	
	
	
	TikTok
	

	
	CME Group Economic Research
	
	
	
	
	

	
	EBS
	
	
	
	
	

	
	BrokerTec
	
	
	
	
	

	
	CME Group Data Services
	
	
	
	
	

	
	CME Group FX
	
	
	
	
	

	
	CME Group Cleared Swaps
	
	
	
	
	





Content guidelines
All content posted on the primary CME Group channels should achieve one of four key outcomes: to educate, to entertain, to inform or to inspire. 

Copy needs to be direct, succinct and confident with a clean call to action. Consistent with our core message of providing leaders with the confidence to act in a complex and often uncertain world, our social tone and voice should offer readers a sense of assurance, strength and authority. 

Copy examples for the four key outcomes are included below:
Educate
Ready to trade futures? Here are five steps we recommend you take first: [LINK]
Entertain
Today is National Maize Day! Corn futures and options are an integral part of the agricultural market – learn more about our corn product: [LINK]
Inform
Gasoline prices have fallen from four-year highs even amid reduced supplies from Iran. Can motorists expect further declines? Read more: [LINK]
Inspire
Dylan Byers sat down with Steve Wozniak at #GFLC18, speaking about user experience and credibility. Watch full interview highlights: [LINK]


Length
When creating social media content, keep in mind the copy-length and shelf-life specifications for each channel:


	Social network
	Copy length
	Shelf life

	Twitter
	280 characters or fewer (limit to 257 or fewer to allow for URLs); 
140 characters or fewer are recommended
	1 hour 

	Facebook, LinkedIn
	250 characters or fewer
	1 day 

	Instagram
	250 characters or fewer for short posts; if appropriate, a longer story may be included in the caption; use seven to eight hashtags
	1 day 




Percentages
To save character space, always use the percent sign (%) in social media to indicate percentage rather than writing “percent” or “percentage points.”


[bookmark: Trademark]Trademarks
The use of trademark symbols, such as ®, ™, © and the like, is not required for social media content. If accompanied by a third-party image or visual, it is appropriate to include copyright and trademark notices in the footer copy in an unintrusive manner.


Voice and tone  
Social networks are conversational by nature. Maintain a professional tone, but avoid any language that sounds too formal or closely resembles sales or marketing language. When creating social media copy, consider the following with regard to tone: 

Social media followers are not necessarily our customers or even involved in the futures industry. 
Copy that works for the web, email and print ads often does not work as well on social. Avoid marketing slogans, e.g., “The Choice Is Clear.”
Keep the tenets of our brand voice in mind: approachable and engaging while reflecting our leadership status in the exchange marketplace.
Avoid any language that could insinuate controversy (e.g., political language and references to political figures). 
Avoid passive voice, and always try to use active words in your copy by making sure the subject is performing the verb in the sentence. Follow the formula of: subject + verb + object.

	Examples:
	Active
	Passive

	
	Jack mailed the letter.
	The letter was mailed by Jack.



Social media copy should speak directly to the reader, not just about the company behind the products or services being offered. Use second-person pronouns (you, your, yours) far more often than first-person pronouns (I, me, mine, we, us, our, ours).


Links 
If the post links to a specific webpage, include a call to action that encourages the audience to follow the link (e.g., “Watch” or “Read” or “See more”). Please note URLs will be shortened on the final post using the Sprinklr link shortener. 



Graphics 
Regardless of the social channel(s), always think about what graphic (e.g., chart[s], graph[s], infographic[s], photography or video[s]) will work best to engage the audience. Data shows that including a graphic can result in significantly more views and generate more engagement even if the content does not seem visual (e.g., a volume record or product launch). Keep in mind the following:
The graphic should contain limited text (five words or fewer as it is meant to visually support the copy in the post). 
Charts and photographs are often the most effective.
The CME Group logo (and sub-brand, if applicable) should be included. 
All images must be high quality. Anything that is blurry or distorted will be rejected in the *socialapprove process.
Work with Creative Services to compose the graphic as they will have the correct sizes for each channel and know what brand guidelines need to be followed. 


Hashtags
A hashtag is a metadata tag used widely across multiple social media channels. Including hashtags can be effective in helping the audience find content in limited circumstances and increasing engagement. Keep in mind the following:
Hashtags can be used when posting on Instagram, Twitter, LinkedIn and Pinterest. 
Hashtag use for Facebook is supported, but less common.
Product tickers and event hashtags are the most common use of this tool (i.e., #CL_F #GFLC). Incorporate them when appropriate.
Include one (maximum two) hashtags to drive home your message or create conversation. Tweets with hashtags see higher favorability and message association than those without one.
Before incorporating a general hashtag (e.g., #crudeoil #futures), verify that it is used regularly to identify a product, issue or event. 
Creation of hashtags for a campaign, event or product should be coordinated with the social media team in advance. In many cases, using a new hashtag will not be as effective as an existing hashtag.
If appropriate, non-industry-specific hashtags can be used to generate stronger engagement (e.g., #NationalIceCreamDay).


The do’s and don’ts of #hashtags
	Do
	Don’t

	Make it easy to remember (and spell).
	Overhashtag your content (1-2 per tweet max)

	Be realistic about what users will gravitate to.
	Expect your brand slogan to translate to a hashtag.

	Research how it’s being used already.
	Expect users to hashtag without a reason.

	Reward users for interacting with your hashtag.
	Neglect consumers of education on what it is and how to use it.

	Use your VITs to drive awareness and integrate across all channels.
	Use CAPS LOCK, unless it’s an acronym.


[bookmark: _Toc78813835]Spelling and Word Choices
Spelling
U.S. English vs. British English
All global company communications and web properties are to use U.S. English spellings. Avoid British English.

	Examples:
	“analyze,” not “analyse”

	
	"optimization,” not “optimisation”

	
	“organize,” not “organise”

	
	“color,” not “colour”

	
	“liter,” not “litre”

	
	“canceled,” not “cancelled”

	
	“toward” not “towards”




For global communications and web properties targeting regional audiences (e.g., event invitations), the use of the local spelling is permitted so long as it does not change the spelling of a particular product, service or offering (i.e., “Optimization Solutions” should always be spelled as shown).


Word choices
fewer
“Fewer” refers to individual items that can be counted.

	Example:
	Fewer contracts were traded in March than in February.




less
“Less” refers to bulk or quantity – items that cannot be individually counted.

	Example:
	There was less activity in the markets than expected.






more
Can be used synonymously with “over” to refer to quantities.

	Examples:
	Volume was up by more than 108.6 billion contracts last year.

	
	Volume was up by over 108.6 billion contracts last year.




over
Can be used synonymously with “more” to refer to quantities.

	Examples:
	Volume was up by more than 108.6 billion contracts last year.

	
	Volume was up by over 108.6 billion contracts last year.





[bookmark: _Toc78813836]Trademarks 
Overview 
The trademarks of CME Group Inc. and Chicago Mercantile Exchange Inc. (collectively “CME Group”) are valuable intellectual property assets. It is important to protect these assets through proper use. This section of the Guidelines applies to the use of CME Group trademarks. In following these guidelines, you help CME Group protect and strengthen its trademark rights. 


Definition of trademarks and scope of guidelines
A trademark, service mark, CME Group mark or “mark,” as used in these guidelines, is any word, name, symbol, design, group of letters or numbers or combination of these elements. A mark serves as an identifier by which customers recognize, select and purchase a company’s products and services. As indispensable marketing tools, trademarks symbolize a company’s value, quality and reputation. Trademarks must be used continuously and consistently, or their validity can be challenged by other companies.

Trademarks identify a tangible product, while service marks identify an intangible service. The terms will be used interchangeably in these guidelines. 


Trade names and references to CME Group companies
A trade name, as used in these guidelines, is a name under which a particular company does business. Trade names can be trademarks if used in connection with goods and services. The trade names CME Group Inc. (CME Group) and Chicago Mercantile Exchange Inc. (CME or Chicago Mercantile Exchange) can be used to refer to the appropriate entity without any trademark symbols. However, please ensure that there are no articles preceding the company’s name and there is no comma between the company’s name and the “Inc.” designation.


	Correct
	Incorrect

	CME Group Inc.
	CME Group, Inc. 

	CME Group
	The CME Group

	Chicago Mercantile Exchange Inc.
	Chicago Mercantile Exchange, Inc.

	Chicago Mercantile Exchange
	The Chicago Mercantile Exchange






Basic rules for proper use of CME Group marks
Consistent and proper use of a trademark in all advertising and marketing materials, including websites and print materials, strengthens the CME Group marks and prevents loss of rights or dilution. Follow the rules and examples set forth in these Guidelines, and contact the Legal Department or trademarks@cmegroup.com with additional questions.

In marketing materials, ensure that the generic term follows the trademark.

	Correct
	Incorrect

	CME Group offers the CME Globex electronic trading platform.
	CME Group offers GLOBEX.




Use the trademarks consistently
Do not abbreviate or hyphenate the mark.
Maintain consistent spelling and fonts.
Do not use a mark in the possessive or plural form.
Do not combine any CME Group marks with any third-party marks.

	Correct
	Incorrect

	CME Group services will drive your success.
	Cme-Group’s services will drive your success.




Use of trademark notice symbols
CME Group provides a non-exhaustive list of trademarks and service marks via a link on cmegroup.com so that when referring to any CME Group trademark in web copy or in materials on the CME Group website, you generally do not need to include any trademark notice symbols such as ®, TM and SM. Please contact the Legal Department or trademarks@cmegroup.com if you have questions about whether to use trademark notice symbols with CME Group marks. 


Frequently used CME Group trademarks 
For a list of the most commonly used CME Group trademarks, please visit the Disclaimer page on cmegroup.com.

Please contact trademarks@cmegroup.com with any questions about CME Group trademarks.

[bookmark: _Toc78813837][bookmark: Terms]Frequently Used Terms

AcadiaSoft’s IM Exposure Manager
The possessive form is acceptable.


AcadiaSoft’s MarginSphere
The possessive form is acceptable.


Active Trader
Use title case when referring to CME Group’s website for active traders.

	Example:
	Visit CME Group’s Active Trader website for the latest information.



General references to active traders (i.e., people) are common nouns, and should be lowercase. 

	Example:
	We provide powerful tools for active traders.




agriculture (n.), agricultural (adj.), Agricultural (adj.)
Use “agriculture” when the term stands alone. 
Use “agricultural” when the term is used as a general descriptor, not tied to our products or the marketplace.
Use “Agricultural” in front of “products,” “suite,” “futures,” “contracts” or another noun in reference to our products or the marketplace.


asset manager
Lowercase when referring to this segment.


average aggregate notional amount (AANA)
Spell out and lowercase on first mention; use the acronym for all subsequent references.
 

average daily volume (ADV)
Spell out and lowercase on first mention; use the acronym for all subsequent references.
benchmark
Always one word.
 

bilateral
No hyphen.


Bitcoin vs. bitcoin
Capitalize “Bitcoin” when referring to CME Group products, including Bitcoin futures, Bitcoin options or Micro Bitcoin futures. 
Use “bitcoin” to refer to the spot market cryptocurrency. 


Board of Directors
Capitalize the “B” and “D.”


BrokerTec
Capitalize the “B” and “T”; no spaces.


BrokerTec Quote
Capitalize the “B,” “T” and “Q”; insert a space between “BrokerTec” and “Quote.”


[bookmark: Buyside]buy-side
Hyphenate.
Never “buy side” or “buyside.”
See sell-side.


cash-settled forwards (CSFs)
Spell out and lowercase on first mention; use the acronym for all subsequent references.


central limit order book (CLOB)
Spell out and lowercase on first mention; use the acronym for all subsequent references.

clearing firm
Lowercase.
 

clearinghouse
One word for this generic term. 
Avoid conflating with “CME Clearing.”
See CME Clearing.


clearing member
Lowercase.


ClientLink
Capitalize “Link”; no space between words.


CME Chat
Never shorten to simply “Chat.”

 
[bookmark: _CME_Clearing][bookmark: CMEclearing]CME Clearing
Never “CME Clearing House.”
Never shorten to simply “Clearing.”


CME ClearPort
Use “CME ClearPort.” Never shorten to simply “ClearPort” or reference as “Clear Port.” 


CME DataMine
Use “CME DataMine.” Never shorten to simply “DataMine” or reference as “Data Mine.” 


CME E-quotes
When referencing this CME Group software app, always use a capital “E,” a hyphen and a lowercase “q.”


CME E-quotes mobile
When referencing this CME Group mobile app, always use a capital “E,” a hyphen and a lowercase “q.”


CME Globex 
Use “CME Globex electronic trading platform” on first mention, then “CME Globex” for all subsequent references. Do not shorten to simply “Globex.”
 
See Disclaimer page for a list of commonly used CME Group and partner trademarks (cmegroup.com/disclaimer).


CMEGroup.com vs. cmegroup.com
Use CMEGroup.com when referencing a user account on our website, and capitalize the “A” when referencing a “CMEGroup.com Account.”  

Use cmegroup.com when referencing our website within copy.  If a sentence concludes with the URL, complete the sentence with a period at the end.  Except where needed for programming and technical documents, do not include the “www” prefix ahead of the URL.

	Examples:
	Log into your CMEGroup.com Account for exclusive access to educational content and information.

	
	Visit cmegroup.com for more information.

	
	Learn more at cmegroup.com.

	
	For more information, please visit cmegroup.com.




CME Smart Stream
Use “CME Smart Stream.” Never shorten to simply “Smart Stream” or remove the space between the two words. 


Commodity Futures Trading Commission (CFTC)
Spell out using title case on first mention; use the acronym for all subsequent references.


Commodity Trading Advisors (CTA)
Spell out using title case on first mention; use the acronym for all subsequent references.
When using this acronym, avoid potential confusion with the commonly used acronym for “call to action.”


cryptocurrency
One word; lowercase unless the start of a sentence. 
Never abbreviate to “crypto.” 


dataset
One word; lowercase unless the start of a sentence. 


designated contract market (DCM)
Spell out and lowercase on first mention; use the acronym for all subsequent references.


[bookmark: DCM]Using CME Group vs. DCM
CME Group itself is not a designated contract market; avoid referring to it as one, and avoid conflating it with the DCM called “CME.” 

CME Group has four DCMs:
CME
CBOT
NYMEX
COMEX
CME Group does not list products. However, it is fine to use “CME Group” when referring to a suite of products or a specific asset class – not individual contracts.

	Examples referencing a suite of products or asset class:
	CME Group Equity Index futures and options on futures

	
	CME Group Interest Rate products

	
	CME Group Base Metals

	
	CME Group OTC Clearing (if referring to entire suite)


	


When referring to an individual product or contract, be clear about which DCM it is listed under. The DCM name should precede the product/contract name.

	Correct
	Incorrect

	CME E-mini S&P 500 futures
	CME Group E-mini S&P 500 futures

	CME Eurodollar futures
	CME Group Eurodollars

	CME Cleared Swaptions
	CME Group Cleared Swaptions

	CBOT Corn options 
	CME Group Corn options

	NYMEX WTI options
	CME Group WTI options

	CME Bitcoin futures
	CME Group Bitcoin futures




 Generally, do not include a reference to the appropriate DCM before product names.  

	Correct
	Incorrect

	S&P 500 contracts
	CME S&P 500 contracts

	Eurodollars
	CME Eurodollars




EBS
Uppercase.
 

EBS Institutional
Alway capitalize and spell out “Institutional.” 
Never “EBSi.”

 
EBS Keypad
Uppercase “EBS.”
Always capitalize and spell out “Keypad.” 


EBS Workstation                
Uppercase “EBS.”
Capitalize and spell out “Workstation.” 
“Workstation” is one word.


E-mini
Always use a capital “E,” a hyphen and a lowercase “m.”


email
Lowercase. Do not hyphenate.


Ether vs. ether
Capitalize “Ether” when referring to our Ether futures contract. 
Use “ether” to refer to the spot market cryptocurrency. 

Ethereum Network
Capitalize the “E” and “N” when referring to the network protocol. 


eurozone
Lowercase.
This is a reference to the group of EU nations whose official currency is the euro. 


exchange
Lowercase except in titles or where specified for legal purposes.

  
Federal Funds futures
Federal and Funds capitalized; Funds is plural.  “Federal” may be abbreviated to “Fed” when necessary.


forex 
Alternate term for “foreign exchange.”  
Used by retail cash FX traders, “forex” should not be used except in materials specifically designed for a retail audience. Forex is also used in FX-related materials on the CME Group website for SEO purposes because the term is widely used by OTC currency traders.


forwards
Always spell out. 
Never abbreviate to “FWRDs.”
 

futures
Lowercase.
Always referred to in the plural.


futures commission merchant (FCM)
Spell out and lowercase on first mention; use the acronym for all subsequent references.


Futures Fundamentals
Always capitalize when referring to the Futures Fundamentals educational website.


FX
Preferred CME Group abbreviation/term for “foreign exchange” and “foreign currencies.” Spell out “foreign exchange” on first reference.  


FX pairs
When possible, use currency pair symbols rather than spelled-out currency names. This convention aligns with the OTC market convention for referencing certain pairings or matches.

	Example:
	“USD/JPY,” not “U.S. dollar/Japanese yen”




FX Link
Uppercase “FX”; capitalize the “L” in “Link.” 
Word space between “FX” and “Link.”


[bookmark: FXproduct]FX product names
Uppercase FX product names.

	Examples (specific FX products):
	December British Pound futures

	
	Euro British Pound futures



See currency names.
  

indices
Preferred plural form of “index.” 
The term “indexes” may only be used when required by a partner or in the case of CVOL Indexes.

	Example:
	FTSE Russell Indexes or CVOL Indexes



 
interest rate swap (IRS)
Spell out and lowercase on first mention; use the acronym for all subsequent references.


intermarket
Lowercase, one word, no hyphen.
 

internet 
Lowercase, one word, no hyphen.


intramarket
Lowercase, one word, no hyphen.

  
intranet
Lowercase, one word, no hyphen.


JBOND Repo Index Rate
Apply all caps to “JBOND” and apply title case to the rest.


large open interest holder (LOIH)
Spell out and lowercase on first mention; use the acronym for all subsequent references.
 

lifecycle
Lowercase, one word, no hyphen.

	Example:
	Trade lifecycle




Log in vs. login
‘Log in’ (verb; two separate words) should be used when describing the action of supplying an ID, password and/or other identifying credentials to access a tool, platform, account, portal or so on. (Note that ‘to’ often follows ‘log in’ and should be treated as a separate word; ‘log into’ is incorrect). 

	Example:
	To log in to her trading account, Kelly entered her user name, password and a single-use passcode texted to her phone.



‘Login’ (noun, one word) may be used as synonym for describing the credentials – i.e., user name /password – for the purposes of authenticating their identity.

	Example:
	Kelly provided her personal login to view her bank account balances.




MAC Swap futures
Apply all caps to “MAC” and title case to “Swap.” Lowercase “futures.”
Preferred abbreviation for “market agreed coupon.”
Formerly called “deliverable swap futures (DSFs).” 
 

member
Lowercase.
 

member firm
Lowercase.

  
Micro
When referring to specific CME Group products, capitalize “Micro” and always use singular possession. Never use “micro” or “micros.” 


multi-asset class
Lowercase. Always hyphenate “multi-asset.”
 

multilateral
Lowercase, one word, no hyphen.


multi-party
Lowercase, always hyphenate. 
 

Nasdaq-100
Always title case, always hyphenate.
 

Nikkei 225
Always title case, no hyphen. 
“Nikkei 225” is preferred CME usage. 
Also called: Nikkei Stock Average, Nikkei or Nikkei index.
 

nondeliverable forward (NDF)
Spell out and lowercase on first mention; use the acronym for all subsequent references.
Do not hyphenate “nondeliverable.” 


online
One word; do not add a dash or space.


on-site
Hyphenate.


open interest (OI)
Spell out and lowercase on first mention; use the acronym for all subsequent references.
Two words. Do not hyphenate.


OpenMarkets
One word; capitalize the “M” in “Markets.”


open outcry  
Two words; do not hyphenate.
Preferred over “open outcry trading.”
Also acceptable: “pit trading” or “floor trading.”

 
option, options
Lowercase.
Can be singular or plural.


option, options
Lowercase.
Can be singular or plural.

order book
Two words; lowercase unless the start of a sentence.
 

pre-trade
Lowercase.
Always hyphenate.


QuikStrike
Title case.
One word, with capital “S.”


Remote Data Center (RDC)
Spell out using title case on first mention; use the acronym for all subsequent references.


RepoFunds Rate (RFR)
Spell out using title case on first mention; use the acronym for all subsequent references.
“RepoFunds” is one word, with capital “F.”
 
[bookmark: _sell-side][bookmark: Sellside]sell-side
Always hyphenate. 
Never “sell side” or “sellside.”
See buy-side


short-term interest rate (STIR)
Spell out and lowercase on first mention; use the acronym for all subsequent references.
Always hyphenate “short-term.”


Standard Portfolio Analysis of Risk (SPAN)
Spell out using title case on first mention; use the acronym for all subsequent references.


straight through processing (STP)
Spell out and lowercase on first mention; use the acronym for all subsequent references.
Do not hyphenate.


total cost analysis (TCA)
Spell out and lowercase on first mention; use the acronym for all subsequent references.
Do not hyphenate.


third party
Do not hyphenate.


tri-party
Lowercase; always hyphenate.


uncleared margin rules (UMR)
Spell out and lowercase on first mention; use the acronym for all subsequent references.



versus
Always spell out “versus” in text.
In charts or instances where character count is a concern, such as headings, abbreviate to “vs.”
Do not abbreviate to “v.”

 
web
Lowercase.


webpage
Lowercase; one word.

website
Lowercase; do not hyphenate.

 
white paper
Lowercase, two words.

 
workflow
One word; do not hyphenate.


Yuniti
Always capitalize.
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