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IN THE LAST

= decades the
Oreword g =
teur dupli-

oated newspaper hns seen a phencmenal

growth in this oountry, ™ith the wide-
soread use of dupiioating machines in of-
fices and schools ogue the realization
that the journel of an institution could
be rublished at acost much less than that
of printing, especlally when dupliocating
machines already in use for cther purpos-
ea sonld be utilized 1in publishing the
newspaper.

A few led the way with improvements,
which spread rapidly tihrougn imitation,

The first duplicated papers wers, as =&
rule.,two or three peges, dupliocated on

one pido of sreots arnd staplod
Early at top left cornoers. The lines
Duplipub | of text, whiok ran the full
dot True | width of peges. were left to
Fewspaner| form an irregular right margin

Bemeplates  were irregular
sorawls. These publioations had 1little
resamblance., elther in form or in siyle,

to true newsvapers.

Then hondlines were added; nameplates
wore improved; lines of text were Justi-
fied to make right mergins

Form And even; two columns to a page
Conitent appeared, then three or
Beocome nore; text appeared on both
Jourmalisgtic | sides of a sheel; and vaper

wag folded inte fcur-page
sheets. Illustrations andcartoons, which

had appeared in the early ovapsrs, were
improved;: writing style began to approach
the jourmalistic; and the duplicatad news-
paper was well on its wny ¢€a become a
true newspaver in ocontent as well as in

form.
Today, literally thousends al duplicated

newspapers are published by junior ool-
leres, senior and jumior hich schools.
elementary schools, CCC canps.army posts,
alwmi associations and other groups.
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It is the hope of the eauthors that this
book will prove valuable to the follawing
groups of publishers of duplicated papers;

I()9.) Those who wmst begin the work
of publicetion at the sams +time thst
classroom work in jourmaliam begins;

(b) Those who attegpt to publish a
paper without olassroam instruction
in jourralism;

{¢) Those who do not have advisers
vith newspaper publishing experiernce;

{d) Those who have bLoth trained ed-
visers and classroom Instructiom in

Journoliam, in view of the fact that

gtal'f olmnges are many end frequent;

(e} Thoses who do not hsve courses

in art for the training of ocertoon~-

ists and illustrators.

Work on a duplicated paper| Glossary
brings a student into ocontact| Explains
with & number of technical| Technizal
terms, soms of whieh are pe-| Terina

oculiar to the duplioated
lication, and others of
teken fram professional
tice.

Whenever possible, terminclogy of the
profegssional press is emplaoyed., even whem
the situstion diifers in some detail fram
that of the printed newspaper. Ior ready

reference in understanding these terms.,
8 glossary is inecluded as Unit aaill,

The need for a short name for "dupli-
cetac paper"” has led to increased use of
the word, "duplipub," sredit for the ori-
gin of which is sald to belong to hLoyt
Hurst of the Gary,Indianm,public schools.
This term is used in this book.

Two illustrations on pege 11 are made
from Iinset stencils provided through the
cowrtesy of the A, B, Dick company of
Chicago.

The 39 other drawings used throughout
the bLook are from original drawings made
and stencilized by Co-auther Damon Xnight,

pub- !
vwhioch have baon

newspaper prec-

Hood River, Orerzon. Juns 1941
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Unit |

General Principles

With modern facilitios for duplication,
no school need be without a nowspaper.

While the printod newspaper has mauny
advantages over the duplicated publioa-
tion, not a feow advantages will bo found
on the side of the duplicatoed papor.

For achool purposoes, the duplicatod pa-
per is suporior to tho printod paepor in
saveral ways.

First, the duplioating process wuaffords
the students the opportunity of producing
their own paper from noewsgathering to
publiocation, This advantago will not ep-
ply, of ocourso, in thoase fow schools
whioch have thoir own printing shops.

Sooond. in spood of opcration.tho ston-
oil duplicating proocss 3is osupurior to
printing, espocially undor oconditions
frogquontly found in school ehovs whorao
mxch of the typs must b2 sot by hand,

Third, the duplicated papor has s do-

cided adventego in tho use of illustra-
tions. The printed paper must have its
illustrations mado by m photo-ongraver;
and ongravings aro %oo costly for any-
thing but limitod uso by a school papor
with amall circulation. By contrast, tho
staff of tho duplicatod papcor has only to
have its illustrationsz drawn or tho ston-
eil by studont ertists, thus limiting the
use of illustrations only to the avail-
ability of studont talont, And the only
oxponsa 1is that of a fow articlos of
equipment such as, a duplioating machina,
stonoils, styli, lettering guides., scroon
plates, illuminated drawing board, ste.
A school nowspapor staff
changes elmost, if not qulte.
conpletoly at tho beginning of
oach mschool Yoar. In somo
——ed 5chools the steff ohangos at
the beginning of oroh somostor. This
twice-a-yoar changc should be discouragod
sinac an ontir~ school yoar is nonc too
long for studonte to mastar thoe various
toodniguos involvad,

Porsonnol
Changos
Obstaclas

Google

This constant
staff turnover
is an obstecle
to the produo-
tionn of n high
quality paper,
a fact which
would be adis-
aonraging wore
it not for tho
additionnl fact

that & school

is, {first of

all, an oduca-

tional institu-

tion whosa pur-

pose is best

acoouplishod by making its facilitics
ovaileble to many studonts.

Critics of school nowspa- | Export

pers ofton fnil to reocognize | Leadorship
this fnot of over~changing | Desirnblo

staff porsonnoel, What profos- l—————me—e
siona) nowspopor would care to continue
opcrution with o new steff of green em-
ployees each September following o ocom-
plete shut-down during the months of July
and August?

No modern school would undertake to
mointain a football team without the ser-
vices of a trained ococach; no school band
or orchestra could =aococomplish rmch with-
out o msio-trained director.

And yet some sohool exeoutives thinlk
that tho English teacher ia qualified to
teach a class in journalism and to serve
as ndviser of the school papesr staff,
without truinin§ in journnlism,

Some English teachers nro dofng wvaliant
work cnd ore guiding thoir staffe in the
production of oreditnable papers. But
many there rre whose papors show o lack
of "thot something” which only =n adviser
with journalistic training can give.

It is unfortunacte that tho English of
literature and the Fnplish of journanliss
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are not the same, If thoy wero identical
the work of the cdviser of the school pe-
por would be rmoh simplifiod,

Sowe English composicion torohers. ahen
ploced in chargo
of schocl pap.rs
ignore thy 4dif-
“uroenc s buotwuen
boal: Flish and
che lLaoelish of
nowsrap-rs. with
the rocsult thet
the penurs luck
the jownalistioe
“oush. Farthor-
.anry; their stu-
dnter fall +to
rct the jowurn:l-
fetic visupoint
~hizh is ors of
tho valzos of
on o woll-adited dupiiput.

oxparionoce
Journulistic Engiish has mach in comon

with book Enplish; by no motnma 15 it a
thing entirely distinct from the English

S of litorature. In fact,
Journalistie| its difforonacs we S0
English subtlo that they aorc not

cyon roticed by scorcs of
constont rowcpnpor ro: dors.
First of all, jourvelistio English ia
pood Enpligh, Carcles=noan iz ¢o bo
nyaided hore ue wwll a3 iu aay othar typo
of writing., It is wors simple and Airact
than book Enzlish. Its santonccs snd par-
agraphs, becausa of the anrror celuns of
tho newspanor, arc shorter thun uro thoso
in book Enplinh, Punatuntion Ly simsld-
Piod; fowor oupital lettors arc usad,
Amorican nowaptpor roaders @nt their

Subtle

nows accourts scparato from oditorial
—— opinion and ccxment, Thoy wunt
Omit | tho faots in ordur te ve. thom

Pursonal | es bas:s for forming thiir om

Opinion | opinicas. Tacroforo. ncespaper
i—— ' writers proscnt their sherics
objootivoly. That is, they write in +the

third perason, boing car.ful to avoid pre-
sontinz their own opiniona and being
carcful also, that thaoir personal praju-

Gox WSIE

dicas do not influonco their aststaments.

This is thg ideal of the Amorican news-
papor profession; an ideal that somctimes
fails to mcasure up to its high standuards
but in tho ovursult of which is achiavad a
highur raosult than that ettainod oy the
nownpaners of any othor mation, —

Bsidoea the praaotice of ob- | Acourncy
Jeauivity, nwspapers atrive |Esscntial
fcr recuracy, olcarnesa, sim- ———
nlieity nud conoisencss. Acouracy of
atatemmt; acourucy in pemes; accuracy in
spslling; nld) recoivo the constent vipgi-
ianao of writers aad oditors. Dictiomar-
icrs, roferonce hooss and directorios arc
acnstant companions for the newspaper
writur, who questions uvery stutemont and
verifiise svery fuct.

For verifiostion and to enlivem his
stories, 28 well es to relate them to
cvrrent life, the reporter seeks informa-
tion from locdars 1in povermmoent, busie-
noas and soednl 1if., 3

To ba able to wrike elesrly, |Think
the rejorter must rirst think |Clearly
vlesrly. He muat think, not in |To Write
terms of his own understanding, |Clcarly
but in terms of 2hat of his ;
rcaders, for it is for hils readers that
ha ~mri%us.

Incoiplzternesa of scotement makcs the
following lac!t alcarnass:

¥ihg pamo wrs won by cur toam,"”

This ertatement, no doubi, was perfectly
clazr to the revcortur wvho wrote it, But
he did not' 4wll tho roader: That goame,
football or zolft Who wore the caontest-—
sbs v That was the soorc? Thare and
whon was the pamce playnd? %hat is the re-
leticn betvreen this game nnd others, past
nnd futura:! In othur words, tho raporter
failed to think in terms of his readors,

Ihoidentally, tho oitod stetomont vio-
lates the objootivity ruls by using tho
tirst porson "our," instond of whigh he
should have writton, "Tha blank high
scioul football temnn (or basebull, golf,
ste.) defsatad the (nnae of team).” He
would of osourzs state the score and tell
where und when the ganma was played.
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Simplioity requires that words used
shall be within the conprehension of the

———— readers; thot difficult words
Explain | if used, be explained. 4 jun-
Uncommon| ior high school paper, for ex-

ample, would be axpected to usa
language within the range of
camprehension of 12 to l4-year old pupils,
High school and junior ocollege papers,
however, may employ language on the level
of ﬂ.dultau

Comoisenass demands that the writor go
direotly to his subjact without wmecos-

i sary proliminaries or intro-
Coneigeness| duotions; and that he con-
But Not plete 1t without superfluous
Without verbioge., Conoiseness does

not mean, however, that ea-
sential details be omitted, Refercnce is
made again to tho oited stotément about o
gome., The statement oertainly wans ocon-
cise; but even newspaper ocnciseness doos
not go to that extent, Conciseness must
always be associated with oclearness, and
it should never be practiced to the point
of leaving the meaning of any statmmont
obsours.
In connection with the discussion of
fournalistis style, with (ts dirfforvnocs
1 from literory style, 1%
No Genersl|, should be pointed out that
Agreement i
|

newspepers differ among thome
On Style selves concerning tho partic-
———J qlar type of  jowrmelistio

style they ochooss to pdopt.

The differences, however, are limited,
as o rule, to usege in capitalizetion cnd
and in tho spelling of certain words,Them
more than ono spelling of any word is ape
proved by a standard dictionary, & nows-
paper sdopts onc of the wuys for its use
in grder to svoid inoconsisteoncy in 1ite
oolymsa,

Newspapers agroc, quite genorally, in
amployman®t of objoctivity dn their naws
colummsa; thoy insist that tholr reporters

practico concisonecss and simpliocity so
long as thoy mnintain  olearness of
thought. But thoy diffor oomsidorably in

thelr use of capitalization, This diffora-

Google

enoe extends from literery style with
much use of onp-
itul letters to aynower

an extroma down
gtylse with apar-
ing use of cap-
it=1ls. A snhool
paper will find
that a desirchle
practice 1is %vo
adopt a  style
whioch cloge-
ly approximctes
thot of a dully
newspaper of
general oiroula-
tion in the ocom=-

mmity, -

A nowspaper which conforms to litarnry
style in its proctice of oape ——
itelizariom, is =zald +o use | Up=style
"up-style," ond a paper which | Has Many

usos fewor capitals is said to | Capitels
employ "down-style.” Some down- '————
style papers are oonservative, and others
ere oxtreme in the oxtent of their avoid-
ance of the use of capital letters,
loym=-style has anttnined rather wide no-
ceptance in rocent years; it is the style
roocoammonded for a school pnper unless the
school is situated in a re~ —

gion whore the prevoiling |Down-style
praotice nmong professional ; Rocommended
newspepers is the wp-style. ‘——m————me——onoH

Hore are o fow oxamples to illustrato

the distinotion between up-style oand
dovn-ptylo:

Upestyle: Mayflowor High School; Dromntic
Club; Standard 0il Company; Houso of Ro-
prosentutives; John Jones, Superintond-
ont of Schools; HNational Labor Relations
Board; Nazi; Republiocan Party; tho Presi-
dont of the United States; Bigvills Pube
lic Schools,

Consorvative down-gtyle: Mayflower high
gchool; Dromatio club; Stondard 051 came
pany; houso of roprosontatives; John
Jones, superintendent of schoolsy Natione
nl Labor Relations board; Bigvillo Pub-
1ic sclicols,
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Extroms down-style: dramatio olub; nae
tionnl lebor relations boords nazi; re-
publican party; the federnl buronu of in-
vestigation; ecto.

Somoe school pnper ndvisers believe that
student journalists should be permitted
and encouraged to establish styles of

STUDENTS MAY TEST UNDERSTANDING
OF UNIT I BY THESE QUES TIONS

1, What is o duplipub? .

2, What adwantagos hos a  duplicatod
newapaper over a printed

their own for use iIn their
achool pnpers,

But a sachool paper pub-
1iahod without ragard to
established newspaper prao-
tlces soldom ocmmands any
more reapeat thon would n
football team which estab-

lished its own ploying
rulea for its omn wuse.
In other words, it is

wall to reoognizo tho faoct
thaet the publioation of a
school paper involves the
use of oortain toohnical
knowledge if tho pepor is
to risc nbove moedioority

ono?

3. What effect on af-
ficienoy has ths evor-
changing personnel of the
school papor staff?

4, Why 1s it that 1lit-
ercry writors and nowapo-
por writers do not employ
the samo style?

5. Boforo boginning the
study of nowspopor writ-
ing, had you observod the
difforcnoes botwcen book

and if it is to warrant +tho time and en-
orgy put lnto 1tes production. It moy be
bottor not to hove o poper at all than to
publish ono whioh givea tho studonts
troining thot thoy will have to unlearn
loter whon thoy mnle contaota with prof-
fossional newspaopora, as somo of thom ot
lount, will,

The advisor of a school papor staff may
not approvo professional nowspapor styloe;
but it is ns futile for him to set up a
atylo of hls own as i€t would be for o
banacball ooach to disoard ostablishod
ploying rules boonuso of personnl disap-
proval of thom.

Epglish ond nowapapor English?
8, Why doos Jjournnlistio
quiroe shortor par..graphs than doos

English?

English ro=
book

7. What ia said about mixing oditorial
opinion and nows aoccounts?

8, Whet 1s objootivity in tho nowa?

S, Why is nocurnoy ossential in a
nowspepor?

10. What aida to insure ncournoy nro
amploycd by nowspapor writors?

11, iny should Jjournalists quostion
overy stntonont and verify ovory fuot?

12, Why doos o roportor sock informn-
tion from governmont, Lusinosa cnd saoial
lcudors?

13, Waat must prooodo eloar writing?

14, What rostricts tho usc by o nowse
papor writor of tho porsonnl pronouns in
the £irst parson?

15. What limits tho uso af aoncisancse?
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18, Explain why it is not suffioiont
for ¢ reporter to think in terms of his
own undorstunding,

19. Explain why the following stato-
ment is not cloar from a  journclistioe
viewnoint,

The speo'er told us muny inter-
esting thinge about his exporience.

18, What violation of the objectivity
rule does the foreogolng setatcomont oon-
tain?

19, What ia the Journnlistic roquiree

ment of simplicity? 27. Thy should o school paper udopt o
strlo which ologoly cpproximates that
20, Explain tho roletionship Tboetween of vrofussional nowspapors’?
cloarness und oonclscnces,
28. Pind in o dally papor oxamplos of
21, Wny doos o nowspaper adept o cor=  objcotivity in the nows.
tain spelling of = word?

29. Find oxamples whoro tho rulo of ch=-

22, On whot practicos aro newspapors Jjeotivity is violated, Can you nocount
commonly agreod? for this?
23, On whut do thoy diffor? Writo the following in consorva-

tivo dowm-stylo:
24, What may o school nowspapor use 28
a guide to 1ts etylo? 30, bigvillo public schools

25. Explaim tho distinstion betweon 31, damoerutis party
up-style and dovm-stylc,
J2. the mazi in franeo
28. Find soveral oxcmplos of up-atylo
and down-stylc in daily popors circulated 3%, thc tornossoo volloy authority
in your communiti.
34, bigville dramatie olub

35, jJohm a big, sonator from ohio
36, first national bonie of bigville
37, ford motor campany

38, mississippl rivor

59, columbia river highway

44, houso of represamtutives
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Unit 1l

The Mechanios of the Stencil Duplicated Newspaper

Bquipmehit| Neosssary squipment to pre-
leited duce a duplicatad newspaper

includes tho following: One
or more (preferably more) typewriters: a
duplicating machine; an iiiuminated draw-
ing board; several lettering guldes; six
or more styil; stencils, inl, corrsotian
£fluid: end e supply of paper,

| Typewriters are manufaotured

‘Pioa, Elite| with wvarlous gizes of type,
‘or Miero onoe site to & machine, One
'Type maghine, however, the Vari-
of intere

———amemm—) typer, by moans
ohangeable pletes or fonts has a warieby
of sizea and styles of type on the ane
maochine, It is understood that this ma-
chine is now available et a price whioh
bringa it within the reach of schools.

Pica is the slze of typo commanly in
use an typowritors in sasochools and of-
fices; olite, a little sumllor than pica,
is growing in popularity., It is the size
used in this book. Mioro type:. smaller
than olite, 18 usod by aumc paper stnffs,
althougch the small lottors roquire rmmeh
caere to keop tham free from ologging in
atancll proparation., A sizo largor than
ploe 1ia obtainabley ¢this sizu is usoful
in writing hoadlinos, although it is not
raally nocossary, ainoo lettoring guidoes
provido a groator nrl::i:y.

A duplioatoed popor alweys looks best if
1ts 1linos arc justiried, This oonaists
—————— in making 1linoa comg out oven
at the right of tha colwmn a2
woll as ot tho left, es is
dona in thie book. Profce-
! gional newspapors are always
printod with justified linos. The dupli-
catod papor logks s%ill more liko a true
nowgpapor if it is errangod in ocolumms
ihetoad of in linoe running tho antire
longth of the papoc.

A standard long stoncil har e usablo
erca sovan inchos wido and 14 inchos long.

Linos
Shoulid bo
Justifiod

Google

By wutilizing the full area and by using
the maximum paper width whioh the,
dupliocating machine will take, o
page size 9 x 15 inches omn be ob-
tained.

Objectioms mey be ralsed to this
pege size from an esthetic viewpoint but
they may bo overruled on grounds of util-
itarian walue.

A more pleasing page size 1z 8 x 11
inciies with a usoble area of 7 x 10 inch-
es. The smnller page contains nearly
ono-third less duplicating sepmoe than
doea the larger page.

Littlo more time is required to prepare
material and stenoil for the lomgor page;
no more time is roquired to run the long
poge through the dupliocnting meaohine than
is required for the smailer ona.

All thie a#ums up to an advantags in
favor of the 9 x 15-imeh page unlosa the
stoff has tims to prepare two to four ad-
ditioonl pages sach issus. Shortar pogon
and more of them mke s better ioalsing
paper, Ino point is, howovor, that tho
avoragoe ataf{ has its handas iuwll to pre-
pore rIour stonoils; a four-page papor
oach week is bettor than oight or moro
pagos onoe or twloe a month; and the long
pegoe; thorefore providss the most =space
for the least effort. ——————

Whethor to steplo singlo sheots | Fold
or to duplicatoc on folded paper | or

What
Poge
Size”

is o quostion to bo doulded by | Staple
ooch ataff. —
Advantagos of stapling ares (a) single

shoots may po fed into the dwplicating
moochino with the awtwatio foodor, thus
saving timo in dupliocating: (b) no timo
6 nooded for tho twioce-folding of the
paper which is requircd when foldad papor
is usod; (o) paper prico is luwer boonuso
standard size stock may bo purchasod.
Points againgt etapling are: (a) sta-
plod pogos onsily pull apgrt; (b) time
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pages end staple them is
oqual o, if not greuter
than, the time required
to fold; (o) staplad pa-
ges never rosembla a
true newspaper az mch
ag folded shoete do,
Inder circum-

Spoed strnoes ordi-
Aoquired| narily presont
folded shects

can not bLe fod Bsatls-
factorily with the auto-
motle foodor.  Howover,
e serlous drawbnok be-
couse the dupliecting procoes itsolf is
one of the 1lecet time-consuming opora-
tions, Bosldes, studonts of tcn acquiro o
spood in hand fooding that approximnton
that of tho autamatic fcodor.

If foldod shoots nro to bo used.
16 x 18-inch paper should bo pur~
chased, Foldod, this mnkos pagca
— 9 x 16 inchos with useblo nrons
7 inchos wido and 14 inchos long.

A diffioulty arisos hero boeauso 15 x 18
is not a standard paper sizo. Thon this
papor 8izo has boon gonorally adoptod by
publishora of duplicated prupars, parhaps
pepor makors will inoludc it among their
stundard papor sizos.

ey

Foldod
Papor

Until thoy do., the bost plan is
17 x 22| to purchasu papor 17 x 22 inchos
Usable | which is a stardard siro. Tho
Sizo doclor will out this popor to
tha desired 15 x 18 inchos and

dolivor along with it, &ho wasto strips,
ono of which will boa 2 x 19 inchos and
the othoer 3 x 17 inochos. Tho smmllor
pioeo is of little or no wvnluo ond mny bo
discardod, but tho largor onc mny bo usod
by typists in typing mntoriel to aolum-
width for uso of stoneilists,

By utilizing tho 3 x 17-inch strips and
by purohasing tho yoar's requiramoents at
onc timo, popor cost to-the staff will
bo only a little groctor than it would bo
for standard sizo shocts., The improved
appoarancc which the foldod shaots givoes,

Google

required to gathar the

is well worth the small additional cost,

In selecting paper needs, 8 pr———
20 or 24-pound paper 1is de- |16-pound
girable, but if a ataff must |Paper
aconomize on paper, 16-pound |Will do.
stoex will do. Text end illus- L“L——u—
trations will show through +the lighter

weight paper mnd interfere somewhat with
the leribility of the rcading matter an
the cpnosite side, hut this is not e ser-
ious objection., and many schools use the
lighter weight.

By shopping eround and testing samples
of various prper stooks, the staff will
be able to find a paper which suits its

requirsmants., ——————
The folding of the paper for [ How to
each issue may be done & day or | Duplie
mors in advance of the time the | cato
papor will be needed, Folded
Either page 2 or page 3 may be | Sheets
In order that

dupliceted first.
pages will be in dealired order whan the
paper is oomplete, page 2 should be fed
into the duplicating machine with the
open edges of the paper to tho left; and
pege 3 with open edges to the right.
After pages 2 and 3 hnve Dbeen dupli-
antod, papers should be foldgd egain;
ther will now be rendy to be run through
the duplicoting machine for pages 4 and 1.
In foeding pogo 4, opan odgos should be
et the loft; and for pago 1, opon cdgos
will bo at the right. d
Prilure to obsorve
these dircctions will
result in papsrs with

pegos in wrong posi-

tioms, Care should be
teen salso, to Boo
that papers aro fed

into the mrchino top-
sido first.

The studont will be
quicz to discovor that
tho recson for rmning
pagos 2 and 3 nhond of

pagos 1 nnd 4 is to
savo omno additionnl
folding, If pages 1
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and 4 woro dupliontod bofovrw pogos 2 and
S, threo foldings instoad of two would bo

roquired, As it hoppons, this sogquonco
————— of folding and duplicating is
‘Bditoriesls| convenient for thea stoff in
Featuras onothor woy., Page 2 is gon-
On Inside | ernlly uscd for staff box and
Pages oditorials; page 3 may be

uged for fenture storjes,

gossip column and perhaps o nows story or
two about cvonts which hoppenoed soveral
daoys btefore date of publicction, AlL of
this matorinl onn bc obinined woll in ad-
vanca, loaving pages 1 and 4 for tho lat-
ost nows happonings,

If students who fold the papors
will study thc oeconomy of mo-
tion, thoy will find that oach
papor can be folded with four
————— motions and that 20, 30 or moro
papors o minute can bo foldod. Unloss
spced in folding is acquiroed, this opora-
tion may bocome o long, drenry, wockly
tosk, Howovor, spocd should not bo usod
88 an axouse for 4dnoxnot {folding; for
badly foldod papors will not go through
tho duplicating mnohino properly, ond
wonstod papors rosult,

Somo nowspapor plants havo folding ma~
chinos, Porhaps somo manufacturoer mry
soon placo on tho market & emnll hands
oporatod or motor-drivon folding machino
low ancugh in prico so that schools may

purohaso thom for wuso of their papor
staffs, But hand-fold-
ing iz in satisfoctory

oporation in o number of
schoola. Samo have a
large group do the wocke
ly folding in o short
timos; othors omploy NYA
studonts for this pur-
poso,

A woglkly production
schodulo for o duplipub
issuod on Thuredoys is

suggoatod for wusc as
follown:
Priday: Proparo stone

d- oil for page 2; fold poe
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pers for a week's re-
quirements.
Monday: Prepare stane

oil for paoge 3; dupli-
cate pages 2 and 3.

Tuesday: Prepare sten-
cil for page 4; ref'old
papers on whioh pages 2
ond 3 have boen duplie
oarod.,

Wodnaesday: Propare the
stonoil for page 13 du-
plicnte page 4.

Thuraday:
pagoe 1; deliver papers
to student roaders; propare subseription
and axchange copies for mailing.,

This scheduls 18 deaigned
tor issue of the papers To
studonts somctime during tho
day on Thursday, If papors
ares to be dolivearod before sochool on
Thursday morning, poge 1 should be run on
Todnesdny. e

Woekly
Soheodule
Suggostod

Duplicated paperg aro usually |Threo
producod with ono, ¢wo, threes |(Columns
or four coluins, olthough an |Look
cocasional papor uscs five oole (Best

NS o Tho ome=-columnt  papor
doos not resomblo n truc nowspapor. Two
colusms are botter but throe aro betior
still, Four or moro columns are gonorale
ly not prooticable unless micro typc or
spocial wide stoneils aro useds A wide
stcnoil, of coursc, requiros a spooinl
duplicnting mnohino,

Ascuming +that tho papor is to bo pub-
lishcd in three columns in elito typo,
the typowritor tabulator stops may be sot
at 4, 29, 33, 58, 62 and 87, This will
provido for throo colwms of 26 units
onoh with threc aepacos botweon columns,

By roducing the space botwoon oclumns
to two, 27 unita Instoad of 26 may bo
providod for oach column width. In that
caso, tho tabulator stops should be sot
at 4, 30, 33, 59, 62 and 88, It is moro-
ly n mattor of opinion whothor tho 26-
unit or tho 27-~unit colum looks tho dbot-
tor.
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COLUMN-WIDTH TYPING
FOLLOWS COPYREATING

Tabulator and Margin Stops
Indionte Neaded Number
Of thits In Line

After atories have been
written and oopyrend for
errora, they nre ready to
be typed to colwm width,

The typist should do
this before attampting to
typo the material om the
steonoil,

Before beginning to type
in ooluan widtl. the typ-
ist shouid ohec!: the mar-
gin stops to sou that tho
mnohino is got for tho ro-
quired number of unlts,

¥ the numbor of wnits
in . 1ino is to bo BG, tho
typist may aot the tabulo-
tor aa indiocatod on page
15, exaept that he nood
not be concernod with nll
the oolums m o pago, but
with wmeroly ono columm,

Aftoy sotting the tabu
lator nt 4 cnd 29 ho may
uso - thome poaitions %o
brirg the margin atops in-
to place cnd thon Test hy
striking figures in order
to moke 26 wunite, Tho
following 1llustrntos thae
tost, »mxoopt that tho up-~
por figuroa rapruscating
positions on the tabu-
lator scalc would not or-
dinarily bo typod out.

4 29
12345878901234567890123456

With tho mnchino now in
propor adjustmont, the

Gougle

typist bogina typing the
oony, using tho slant-line
t0 indicato unfillod units
noar onds of lings.

Divido on Syllabloa

If o word La too long to
f£it thc romaining spaco in
a 1lino, tho typist may di-
vido it, but ho should
tako oaro to divide omly
on syllablos, {(Soo Unit
XxI, Division of Words.)

Ha ghould rafor to o
diotimmory whonovor in nny
doubt cbowt oorrcet word
division,

Whon a long Bylloblo or
ono-gyllableo wurd loavos
a largo spaco at tho ond
of a lino, tho typist mny
roarrango a word or two of
tho copy to mako n Dbottor
f£it: but if no satisfac-
tory arrangoment is found,
ho has omnly to oarry tho
word or syllablo ovor to
tho noxt lino, ovon if a
large spnoo is loft.

Indicate Parcgraph
By Two Units

Tho typist should loavo
two spaco units to indi-
anto o paragraph; omo unit
following @ ocoomn, ocolon
or scmioolon; and two
wnita following a poriod,
Thoso sponcos wmay ba ina
eronsod or docronsed in
tho procoass of justifying
thz linoo,

Tha 3 x 17-inch
montionod on page
useful for typing
golumn width,

Aftor oopy has boon
typod to oolum width, the

strips
14 aro
copy to

- 1fiontion,

JUSTIFYING OF LINES
INDICATED BY MARXS

Bditor Makes Plot on Dummy
As Necoseory Ouide
For Stenoilist

next oporatiom iz to go
gver tho copy line by line
and indicate by oheck-mark
the best ploces for the
extra spaces, The problem
is to distribute the
spaoos 80 that each line
will bo justified; that
ia, oxactly f£ill the line.

The mumbor of spacos re-
quirod to Justify eaoh
1line is indicnted by the
numbor of slant-linoa at
tho ond, placed tacro by
the colmmn-width typist.

Rhonovor possible, large
spnoes botwoon words
should not be loft dirocte
ly above or bolow oooh
othor in suctooding lines,
Tha oxtra spacos will bo
loas conspiouous if placod
noxt to long words sr naxt
to punctuation marks.

Editor Proparoa Duiamy

A?tor aopy has Dboen
typod to column width,
oithor boforo or aftor it
has boon ohooked to indi.
oato spnaos for linmo Just-
it may bo usod
by tho oditor to prepare a
dumy .

A dummy 4a a shoot of

por tho size of thoe oom~
nlotod pagoe, on whioh is
indioatod tha position of
oach piooa of copy, To do
this, tho oditor may pasto
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ADDLUIONLL SPACISS
ARE LITTLE MOTICED

the strips of typed-to
column-width copy in do-
sired positions: or ho may
moasure the oopy with e
ruler end indicate taneo
required spaco on the dum-
my. 4 dumy is quite neca
¢sanry for use by o saten-
cilist In placing the mn-
terisl in dosired posi~
tions on the stencll.

In examining meterlial
after it has been ocomplot-
cd in justified lines, oo
might think that tho spade-
o8 botween words would ba
guito oconsptouocua. True
they are roadily notico-
ablo in a fow ocagos, but
on +tho wholo, thay aro
little noted by tho ovor-
ago rocdor,

Exomplo Givan
& Chock-marzed Cony

Tho following paragraphs
show how copy looks whon
comploted by a  column
width typlst and with tho
chock-mary:s anddod to indie-
cato places whorce nddie
tional spccos may bo wuddod
in ordor to justify linos:

At srToopyvhasZbaon,/Yy¥d
typod to columnswidth and/
marked for linc justificu-
tion,” it is roady“te bo,/;’/
turncd”ovor Lo tho-stone;//
cilist to bostyped on tho/
stonetl,”tho position”of//
oach plono of ocopy-faving/

boun indicatod on a & .
Boforo”boginning,7tho ; i/

stenoilist should see thnt
tabulater stopa aro sct to
stop the”tymowriter~oar-//
ricgae at thorfroper place/
for onch columi,

A8 & tust thut’thoy are/
in position, he may insert
a shoot”of “oaperin the//,
manchine #nd tyme 2 lino of
figuros“noross“ths page,//
ns shown ot thobottam of /
thisZpego.% Tabvlutor/fY;
stops will be in“position/
if the ocarriczo is brought
to a stop at tho boginning
and end of oachvoolum as/
indioctad’by the”linoc of /ff

figures.

Cheok~markod Copy Eepcatod
In Justified Linos

atorinl in colums 1
and 2 on thie prge whioh
is choot-mar'od to indi-
cato oddod sepaoing for
lino justifiortion im ro-
pectod below to show how
the somo copy looks when
typed in justilicd lines:

iftor copy hoes  boon
typcd to coium width and
murked or lino justifica-
tion, it is rondy to bo
turned ovor to tho stun-
cilist to bo typcd on tho
gtanaii, tho position of
oach piococ of ecopy having
boor indlentod on n dunmy,

Boforo buzinming, the
stuncilist should so» that
tabutator stepe arc got to
stop ths typawritor oar-
riage at tho propor placo
for onoh colwmn,

Ae ¢ tcst that thoy arc
in position, ho may insort
a shoot of papor in tho

AS TYPPWRITERS VARY
TAB STOPS HAY CHANGE

mohino and typo o line of

figuros aoross tho page.
ns shevm at the bottom of
this  pago. Tabulator

stops will be in poritian
if tho onrrisgo is brought
to a stop at the beginning
and ond of each colum os
indientod by tho lino of
figuroes,

Typowritors wary somow-
what so that tho tabulabor
figuros of 4, 29, 33, 55,
62 ond BT, mny nood te bo
ohnngod, Tho point to bo
ohookod carofully is that
tho position for all the
columns on o pagc must be
ocorofully arrrngad  bofore
boginning to stonoillize,

Sotting of the tabulator
stops insures that colum
1imits will be arranged
properly on each stencil,

If the typewriter in use
has no tabulator, it mey
be adjusted by use of mar-
gin stops only, This will
ba found not quite as oon-
venient as use of tabulet-
or in determining limita,

First Colum
Stenoilized

With merzin stops set
for the left~hand colwm,
the stencilist places the
stonoil 1in the typevriter
and oarefully adjusts it
so that the first letter
of a line will fall Jjust
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Google



18 The Stemoil Tuplioated Hewspapor

STENCILIST TYPES
FIRST COLMMN COPY

liwide the usable ersa,
He should shift ths ribbon
out of typing poeition and
observe other directions
which aococupany the paok-
age of stencils.

The atencilist is now
ready to begin +typing the
first oolumn, beginning
with the hsadline if it is
to be typed, If the head-
1line £a to be put on with
lettering guides. he will
leave Bpace faor it to be
added later,

Reinsert Stsencil

After oompleting the
laf't colum, the beemeil-
ist echould remove the
stencil fram the typewrite
or and reinsert it, This
is gonerally found prefer-
able to turning the sten=
01l backward in tho ma-
ohine, Ho will now adivet
tho oarriage to midfle
column position and pro-
aood to stensilize the ma-
torial prepared for this
golum, At the coapletion
of the middle ocolusmn, he
should remove the stensil
again and reinsert it for
the +typing of the ¢hird
column,.

Clean Type Of ten

The stencilist should
clean the typewriter type
frequently, as ofton ana at
the end of emch ocolumm or
of toner, Whon the type
beocoros fillod with sten~

| Google

of] eoating, it deos not
make clear-cut lettors on
the 'tmill

If holes are out in the
stoncil by round parts of
lettors, espeolally o, o,
b, 4, oto., the stoncliist
may be striking tho keys
too hard,

Corrooting Errors

Whon an error ocsura in
typing a stemoil, uso cor-
rection fluid according to
inatrugtions whish aocoom-
pany 1t. With this sud-
gtanco, the orror is oocat-
ed ovor, aftor whioh the
gorreot lettor is suporim-
posad, 5¥ill which comos
only with praocticoe, is ro-
quirod to mako good oor-
rootions,

If the oorrcotion ine-
volvos more than a line &
two, 1t is more satisfec-
tory to out away with a
sharp Meife, the portion
of tho stenoil oontaining
the error and to fit ovor
the oponing & match of
stonodl materisl talken
from the unused portion of
s discarded stenoil. Sten-
0il oamont may bo usod to
hold tho patoh in pisoceg
oorrootion fiuid smorvos
this purposo, also.

Corroctions involving an
ontirc paragraph or moro
may bo mado by tho patoh
mothod and may save tho
stai'f from esbarrossaent
whon tho samo story is
atenailizsd, inadvertently
o two stenoils for the
same 1iague of the paper,

To avoid stencilizing
the same story on two dif-

TYPIST SEOULD LABEL
COMPLETED STEJCIL

forest stonoils. partiou-~

larly Iif more than one par-
sgn does the stenolilizing,

the stenoilist should merk
each pliece of acmpleted

oopy, using some such no-

taticn as the following:

* 8t. 3/AT N.0.

This would indicate that
the oopy was on the
atenoil on March 17 by
stencliiat M, G,

Aniother method is to de~
stroy eaoh piece of copy
as soon a8 it has deem
stencilized, This practivce
is not recamended, how-
ever, boteuse sopy should
be retained for uso of the
stonoll proofreaders who
ey neod to refer to the
oopy in omse of errors on
the atensil,

Juatify Colivems

Each oaolumn should be
Justified: that is, it
shouid end at the bdottam
even with other columns on
the page.

Copy too lopg for the
firast oolunn may de oar-
ried over to the top of
the middle ocolwm; Dbut
ecopy too long for the mid-
dls ooluar should not dbe
oarried over to the top
of the right-hand oclumn,

Sinos muoh of the work
of oopy preparatica, typ-
ing copy to ocolwm width,
atencilizing, proofreading
and operation of the du-
pliocating machine will be
done by different persons
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ORDERLY ROUTINIZ ING
PROMOTES ACCURACY

aystemiging of the varicus
operations will enhance
speed ns well as promote
acouraoy.

It 1a odrvious that prog-
ress will de delayed and
morale af the staff undere
Jained when a stemoilist
has to spead half his froe
poriod trying to find the
oopy to be stomoilized; or
if tho oporator of tho du-
pilouting maochino muet
wait wntil he oan find the
odltor or proufreadsr to
find out whother a stencil
is ready for the duplicate
ing maohine,

Editor to Diroot

To the aditor will fall
maoh of tho work of sys-
tomizing and routiniiing
the work, The oditor will
mako his offorts oaount
most if he does littlo op
none of the work of typ-
ing to coluwm width, sten-
oilising. running the du-
plicating maohine, eto,

Ho will serve his paper
best by tralrping sskista
ante and Adiroecting the
work generally. He should
be & persom who has done
all the various oporaticns
oonnootod with the publie
oation of a dppliontad
nowspapor 80 +that he can
show othors how to do them
but he should not pormit
himaollf to bocoma ewampod
in tho routine matiors
whioh he should +train
asgistante to do, .
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Quostions amd Problems om Unit II

1, Yhat ogquipment is ncodod in ordor
to pablish a duplicetoed nowspapor?

2, What sizo or sizos of %typo aro sat-
isfaotory for use in o duplipub?

3. Desoribo tho
have not scen o mashinoe,
from a donlor.

Varitypor, If you
got information

4, Explain how linom in o duplipudb aro
Juntifiod,

€. Visit & nowzpapor offico ond find
out ‘how a printed papor's 1llnos of type
aro justificd,

€. Yhat is tho largost pago sizo you
have soon in o duplipub?

7. Oive arguncnts for and agoinst
stapling tho pagos of a duplipub,

8, ¥hy aro inside poages of o folded
papor duplioatoed shond of outsido pagos?

9, What numbor of colwmns is most ent-
lafeotory in a duplicated nowspapor?

10. Bxplain how n typist sots margin
limiss to typo copy to ocolumm width.

11, What doos tho typod-to-moasuro typ=
iet Ao whon words or syliables wontt fit
tho spaco at tho end of o lino?

12. Bow doos tho
linos of a duplipudb?

stoneilist justify

15. Explain
ﬂ.nd us od.

how ¢« dummy 3s properod

14, Deafino: stonolilise,

15, Why wshould o stoncil not be turned
baokward in a typowriter?

stoncilist;

16. Explain how stomoll errors may be

sorrootad.

17, What means should be taken to guard
againdt losa of time by the etenoilist
in obtaining ocopy to be stemoilized?

18, -Why should copy be retained after

. yotam stenvilived?

19, How are columms justified?

20, How oan the editor best seorve the
interests of the: paper?

21. Why is u four-page wookly papor to
be preferred %¢ a larger mumber of pages
once or twice a month?

22, How may a stenoil error of one or
more peragrapis be corrected?

23, Sometimes e story is stencilized
twioce, Wiat meana may be taken to -
avoid this ocourrence?

24, How may the task of folding pepers
be pocomplished in a minimm of time?

26, Why 18 & page adre of 5 ¢ 1% inches
used by numerous duplipubs when this
is not tho most pleasing size?

26. Scloot fram your exobangos the pe-
per which you 1like Dbost, What slsa is
1t? How many columns has it? What seite
typo does it uso? What is the quality of
tho paper stook used?

27. Do you have any produotion problems
that noed solving? Suggest possible sa-
lutions,

28, Explein the use of tho line of fig-
uras at tho bottem of this page.
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HEADS ARE S TRIXING
PART OF NESSPAPER

They Add Attractiveness
Espacially to Front
Pago

¥ith the exoeption of
the nameplate, hoadlines
are the moat oonsplouous
part of s nemspapor, But
until recontly, duplipube
have not given hoadiines
tho attontion thoy morit,
~" Hoadlinos sorvo to ime
prove the appoaranoco of
the papor; to summarice
the story; to identify the
story; and to advertise
the Btmo

Heads Summarize

The headline should swume
marige the story to indle
oate reader interest; it
should ldentify the story;
and it should emdvertise
the story to interest buy-
ors of the papor,

Bﬂwer’ the mout SJBPWP
tent funotion of headlings
in duplicated papors is to
add attractivoness to the
front peago,

Good headlines mako tho
ditferonce boetwoom an ata
tractive papor and a dull
one, A 1littls oxtra of-
fort horo, pays blg divie
donds in mesking a duplipub
look liko & truc nowapapor.

Unit 111

Hondlires and Malke-up

2 % ] i 4

Head Writing. Art
hd 9
. Hendline writing

is an art which re-

* gquires much prantice 3
to gain orofiolency.

» Rowever, students =
after a fow woeks'

© practicos a8re able ¢
to oomastruct head-

¢ 1lines which give the =
paper much improved
APPAArarice.

o ° o = L L a

HFADS MPROVE LOOXS

SO ARE WORYH EFFCRT

Resder May Not Observe
What Ma'tes the Faper
Attraoctive

The aversage reader of a
duplipub may not read the
hsadlines. Probably he
iwill read the first para-
Igraph of the story, but he
,will oontinue from there
; only if he is interested.

He may not eoven xvtice
the hoads; but hs will
sonso that somothing is
not just right if heads
are missing or fxulty,

It 1s oasy to see the
difference betwsen a paper
with good looking head-
lines and cne with poorly
oonstruoted or improperly
arrangad headlinss, The
difference is striking,

its five or more

A E-UP IS ARRANGELMENT
OF MATERIAL ON PAGE

———

Balanoe is Obtained When
One Mass is Ooposite
Anothesr One

MaXe-~up has to do with
grrangsment of matorial oan
B vage to give the pags an
lartistio and inviting ap-
|pearance.

" Makeeup invplves balanoce
amd éontrast, Balance is
brought about when a mass
‘of type, headline, drawing
lor white space in one part
of tho pags is offset by
another mass aof elmiler
sizo on the oppoalts .side
of the page.

| Contrast requires that a
Roavy mase shall not have
snother equally heavy mass
next to it in the adjoin-
ing ocolumn,

Balanoce Not Easy

It 48 oonceded that a
balanced make-up is diffi-
ocult in a three-coiumn pa-
per, A printed paper with
oolwms
has & decided advantage
over a duplioated papar
with two or trree colums.
But the presence of diffi-
oulty need not deter a
staff from attempting bale-
anoe in the make-up of its
duplioated pagei.
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fhe Stonedil Duplicatod Nowspapor

SCHOOL PAPER

aOI. 1, E\). 1

~ Beho0iviilo, OcooLB, THur#ahys AOTLL 13, LO&L

THIS PAGE ILLUSTRATES
MAKE-UP WITEOUT GUIDES

This Type of Headline Deck
Is Called™ianging In-

dontion.”
This page, as woll as
pege 21, 1llustrates du-

plipud seka-up without uge
of lettoring guldos, All
work on this page was done
an e typowriter, excopt
the namoplate on which a
lottoring guido wes usod,

Tho mako-up illustreted

on thoso two pagos, dif=-
fors in two ways,
Bax Not Usod

fage 2 has & box for

oomtirazt at tho top aof tho
middle ooclwrm, but on this
pago cantrast 1a aohiovod
by oerrylng tho story at
tho bottom of tho I'irst
colum ovor to the top of
tho middlo oolumn,

Tho othor difforonco is
that this pagc has s hange-
ing indontion instecad of e
pyramid for tho scoond
dook of main hoedlinos,

SCHOOL PAPER H¥ADLINFS
CONFORM TO USAGE

-

Headlines in duplipubs
should oonform to accepted

Google

headline usago, a fow of
tho prinoiples of which
ara tho following:

The head should toll a
atory and not be moroly =
labol; ocach wnit (dock) of
tho hoadline should be
comploto; ono dook should
not ropoat important worda
from wanothor dack; caoh
doo't should have a subjgot
and vorb,

Tho vard may bo omitted,
howovor, if tho moaning is
cloar without it; parts of
tho vorb ™te bo" aro fro-
quontly amdttod, therofore

PRESENT TENSE IS USED
EVEN FOR PAST EVENIS

Tho word "Y¥ay" Exprossos
Possibility or doubt
Whon Fuote Aro Tnlmown,

Prosont taonso is most
comuonly wsed in hoadlinos
aovon if tho story aoncorns
ovants In tho past, Tho
futuro tonse is used somo-
Timos; posaibility or
doubt may bo axprosscd by
tho word "may,"

Exempios: Mill union
votos  strilo (prosent
tonsc); 100 millionm  lent
to China (prosemt tanse
with "is" wdorstood);
coaxl mino blast may olaim
32 (possibility oxprossod
by "may®™); Lorraino outors

1ST COLUMN CARRY-OVER
PRODUCES CONRAST

———

Uso of Lottoring Gulidos
To Obtain Uniformity
Givos Bottor Effoot.

Similar hoedlings in tho
left and right columos
produce balances; the box
at the top of middle ool-
wm on pago 21 and the
first columm ocarry-ovor an
this pags provido ocontrast,
A bottor comtrasty offoot
may bo obtainod by the uso
of lottoring guides on
hoadlines to obtain heav-
ior massos, [Examples are
shown on following pagos,

84noo fow sohoole lave
students who oun do gid
freohand letterings the
use of lottering guidos is
recommonded for wmiform
lottering in hoadlines.

ACTIVE VOQICE PREFERABLE
THO PASSIVE OFTEN USED

Active volco is profore
ablo to passive 1in heade.
although somo nowspapors
make rogular uso of tho
passivo voloo,

Examplos Gold stoppod by
Fortugal (passive.voiqe}e

Gorman roalm(prosont tones
for past ovaont).



Quide Headlines
More Contrasty

Free-hand Lettars Not Good
Tnloess Skiilcd Artist
Drews Thum

The make-up of this page
is similar to that of pa-
gos 21 wund 22, tho only
difloeronco being that lot-
toring guidos instoud of a
tyvowritor woro usod to
mako top dook hoadlinos,

Lottoring gulde heeds
provide groator oontrast
than ie poseibla with the
typew:itten hoads,

Typod Hoads Saorvo

Howevor. e staff should
not noglost tho wuso of
hoadlines boczusa of tho
lack of lottering guidos,
Tyoowritten hoads aorvo
quito woll,

Froo~hand lottoring, on
tho othor hand, ashould not
bo attomptod unleee a por-
son is avallablc who ¢an
lottor woll, Poor froo-
nand lottoring dotraota
from tlio appceranca aof the
"papor whothor usod in ade
vortisomonts, hoedlinos,
cartoons or ¢lsowhore.

If no ono 1s available
to do good free-hand let-
tering, it is betltar ¢to
uso the typawriter for the
heads until such time ae
funds are aevailable ‘o
purchagse a  eatiafustory
st of lettering guides
and the necessery siyil,

Google

Headlinos and Maks-up

OTHER HEADS LISTED

——

Beslides the drop-
1line, pyramid and
hanging indention Rl-
ready iliustrated,
‘other hoads aro,orosi-
‘1ine, subhoad and left
safgin® £luskh,

Dropline and margin
flush hoadlines may be
oomstructed in two,
threa or more dooks,
although more than two
are soldom usod,

» In e duplicated pa-
pors one and two-dook
hoadlinos are tho most

popular.

CROSSLINE IS WRADLINE
THAT PILLS COLUMN 9iDTH

Subheads and oroaslines
are headlinea in owamon
use in nowspapers.

A subhead is used within
e story to break up the
p0lid effect of & long sto-
ry. The subhcad is not so
of footive in duplipubs Pe-
cause it reoquires a typs
blacker than the regular
tyvo to show best., How-
ever, its usc doos holp to
broak up the masa offoct
of = oolumn-long story,
It ie illustratod in scmo
of the storics on %his
pegs and olsewhoro,

A o1rosslino is e ono-
1lino hoedlino which oom-
plotoly 1fille tho 1linme
aorosgs tho width of tho
colwmn, liko thias:

PAPERS TO BE ISSUED TODAY
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Count Head Units
To Avoid Misfits

Letter Width is Comsidered
To Avoid Overorowding
Or Leanness

— N

Headline units should de
oounted oarefully in the
typo of hoads demomstrated
thus far,

Units oomsist of lettara
figures and panctumtiean
marks, On the tyvowriter.
width reguired is the same
for all the unita, ocapital
M needing no mora spaoce
than lowsr oase 1 and the
puaoctuation marks, o
colon, poriod, essmioolion,
&80, This is shown by the
Iollowing lines)

MLAMNGOANONAIONRIANINI
1110 ... 3535313440 02 22%?

In the 1line of oaps ae
woll as in the line of 1 ¢
and punotuation marks, ere
exactly 26 units,

In newspaper typs, the M
and W oaps aro 1% units;
1 o0 letters oxoept i and 1
are ome unit; and punctua-
tica marks exoept the
quostion wmark, are half-
units; 1l and 1 are halyi-
units, also.

In lettoring guides, the
width of units is eimilar
to that of printing type.

This faoct must be oon-
sidored in making lotter-
ing guide hromde 1in ordor
to have heads fit the
spaco to good advantage,
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Dropline Head
Has Equal Banks .

Nos Toe Pat Nor Too Lean
Shaould be the HKulo
For Best Effsct

T Sop Gevim of Dbeadlises
& pages 1, 33 and 23 are
twoebank droplines, In
this type of hoands each
bank bas approximately the
same mumbor of units, a
louwmay of only about three
units boing ailewod,

Purthormcres oash bank
should have snough units
0 tiat the following bank
distinotly overlaps.

Thoe following hoadlines
aro %oo loan; 4t is,
thoy have teo few units,
Moro units and losa whito
spaoo would malke thom look
bottery

HEADE ARE STRIXINRG
’ PART OF NEWSPAPER

EBADS IMPROVE LOOKS
VORTH EFFORT

150 COLUMN CARRY-OVER
MAXES CONTRAST

Tho following hoadlinos
aro betior:

ACCIVE VOICE PREFERAERLE
THO PASSIVE OPTEN USED

HEADLTNES TMPROVE LOOKS
80 ARE WORTHY OF LFFORT

GO gle

« LEFT MARGIN FLUSH -
POPULAR HEADLINE

A hosdline whioh has *
booomo popular in ro-
cont yoars is tho loft =
mergin flueh -~ margin
flush -- for short, .

This typo of hoad is
oasy to oonstruet bo~ »
oauso the ocount does
not nood to bo so ax~ »
act,. I® is not quite
as good looking as tho »
» 9roplina, but its ocaso

of oonstruotion oom- «

maonds it,
- - -
PATTERNS SHOW PLANS
&F VARIQUS EEADLINES

- . - . -

By way of summery, the

. differemt atyles of head-

lines may be illustrate

od by the fallowing pat-
terns:

Two-bank &rop-)ime

Pyramid

Bu_a.g:l.nz indention

Crossline

Mgrgin flush

Caps Losa favor
inTop Deck Use

Large and 8mall Letters
Are Now Avallable
In the Guides

At ome tims oaps worc
usad oxolusivoly in top
dooks of nowspapor hoeds,

But roscont yocars havo
soon ono nowspapor aftor
anothor chango ovor to the
uso of oaps and 1 o3 <That
is, oaoh importent word in
tho hoad bogins with a oap
and tho othor lottors aro
in lowor caso,

Caps and 1 o0 aro said to
bo oasior to road then all
oaps; and thoy arc bettor
looking booausge morae white
spaca around +tho lottore
mel'os moro cantrast,

Caps in Duplipubs

Lotbor guldos with lowor
caso lotters aro availablo
but in @ duplipub which
must uso typowritton hoads
oaps aro bottor for top
docks boosauso lowor oaso
typowritton hoads do not
ehow omough contreaat from
thoe body of tha ¢tory,

Caps and 1 ¢ miy ba usod
for tho socond dooks ovon
with typod top dooks, but
oaps aro botlor for typod
oroselinos, droplinos and
marginc flush hoads.

A littlo oxporimonting
with Qifforont Xinds of
hoads will show tho staif
mombors tho bost effoqts.
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CountNeed Not Be So Exact
InMargin Flush Headline

The margin {lush headline, dosoribed piwioualy. ie

demonstrated on this page.

The pages make-up hore ls

one which sirivos to cbhtein contrast without the uso of

a box in tho middle colwmm
or oolumn Onge ORrryY-ovon
It han =& two-columm .
wargin flush hoad followsd
by a story, two oclumns
wido, whioch is soon ro=-
ducod to omo-occlumm width,
The middle oolumm has
a out-off rulo to soperate
it from tho story abovo it
followod Dby & two-bank
margin flush hoadlino,

Tho pight oolumm has a
throo=bank margin flush
hoadline followod Dby a
throo-bank margin flush
sooond doclt,

Considorable warioty in
Tfront page male-up oan bo
achiovod by tho staff,
with or without tho uso of
8 bax for ommtrast botwoem
laf't and rizht columns.

Balanoo Top and Bottom

The two-oolwmn headline,
inastoad of boing at the
top left as on this page,
may be at the top right.

A troecslumm  lheadline
bolow the middle of the
perzo and at the opposite
sicdie helpa to belance the
two-oolurn hoad at thne top.

Tha mako-up of this pege
requiros moro caro in fit.
ting oopy to spano, but
soae oditors thing tho ax-
tra offort is warranted
by tho botter appoarcnoc,

SINGLE OR DOUBLE
MATTER OF CHOICE

Whothor tho first story
at tho top of tho fromt
page s doublo-apscod or
singlo-spacod, whilo 4t i3
in tvo-colwm width, isa
mattor of chodoo, Many
profor singlc speoing ms
is donc en thiz pogo.

". Tho uso of a largor tyvo

for tho twoecolimn port,
would be dosirablo,

25
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Non Qbjective

Is Material
Used n Make-up

Material is Exposition
Put in Front Page Form
For Demonsteation

The oharaater of tho mae
terial on tho pages which
desonstrese mko~up is not
the typs of matorisl whidh
wonld normally be found om
the front pags of ¢ sokool
newBpaApar

Front page malko-up ie
intondod for news stories.
whoroes the matorial usod
horo is expositian,: . Nowe
will bo writton objeotiva.
ly: ¢this maberiel is mmba
joetivo and ocditorializcd,

STUDENTS ARE ADVISED TO USE TYPEWRITER
IN THE CONSTRUCTION OF DUPLIPUB HEADLINES

In constrmsrting hocdlinos, tho stwdont should uso tho

typomritor boeonusa he cen

Foop track of tho mumbor of

units oasior and fastor than ho oan whon writing ioads

STAFF SHOULD TEY
VARIOUS MAME-UP

Aftor tho staff has usod
rocognized mako-up Yfor a
mumbor of weoks and has
booomo famiiiar with tho
principles involved. asush
ag contrast and belanco,
the mombors should oxparis
mont with malko-up.

But until thoy got tho
"fool" of firont pago mako-
up, thoy should stick to
conventional mako~up that
has proved sntiasfaotory.

in losghand, Ho eshould
sot tho margin stops for
tho moximm count allowod
in tho heed he is writing,
then prodeed by trial and
oerror wntil ho obtaine &
hoad that will fit, This
method savos preciocus time
otherwiso lost in counting
longhand units,

Somo studonts say thoy
cannot think at tho typo-
writor koyboard as woll as
thoy oan st tho ond of a
pencil or pon, But with a
little prectias, thoy can
aoquire tho typowriter
thiniking habdit.
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Trial and Error
Used to Write
Headlines

Top Deok Based
On Pirst Paragrephs
Of the Story

The triai wnd srror meth-
od of oonstrusting heads
on a typewriter is here
demonstrated.

The head 0 bo censtruots
od is tho ama for the top
lei't story on pago 21. The
typowriter 1s set for 26
units, the width of the
colum, The top dook Ais
& dropline =0 it should
reach more than half way
aoross the oolumm. The
headline writer roads the
story wuntil ho gets ean
idoa for the hoad. The
top dock should be based
on the first part of tho
story. The r'irst attompt
producos:

hoads aro oonspicuous
part of papor

This 4s disoarded bLo-
asusg the soocond bank is
o muich shorter than the
first, If it woro only
ono or two unite shortor,
it would paas, Tho secomd
trial produces:

hoads aro striking
part of nowspapor

This looizs about right
80 ho leaves that for tho
momont and boglins roading
tho story again in ordor

Google

Active Voice Preferable
ToPassive in Headlines

to obtain idoas for the
threo-teslk pyramid whiech
ho wmota to follow tho
dropline. Ho writes:

heads summarizc nows story
but warrant duplipub’s usc
by inoreasod attractivones

Ho reojoots this bacauss
thes sooond and third banks
do not pyramid; thoy aro
too long. Also the final
g in tho word “sttractive-
ness" oan not be usocd be~
causo tho bkak ovoerfills
tho 1line. Furthormore,
tho dool as writton, om-
ploys the passive voioce,
s usago whioh tho hoedlino
writor wants to avoid if
ho oan. So he tries aguin
with This rosult:

incrossod attrastivenoss
makes uses of headlinos
worth effort

This pyramids and 1a in
the active voice. Ho now
chuolts it with tho top
dook and finds that the
word "hoads"™ in the top
dook 48 a rmpititiun of
tho word "hoadlines" in
tho socond doek, Bo ho
omits tho word "hoadiinos”
from tho socoond deolr with
this rosult:

thoy add attractivonoass
ospooially to front

pPago

Tha hoad writor finds
both deoks satisfactory so

Writor Labels Work
So Stoncilist
Will Not zrr

now ho rowritos both dool:s
indicating tho numbor of
spagos to mako the top
dock indomt or "drop" prop-
orly, as woll as to justi-
fy tho first bank of tho
pyranid and to eontor tho
othor two bankZs, Also, ho
labols tho hoad @0 that
tho atonoilist will Inow
at once whore to placo it.
Tho following results:

(Top left pago 21)
HEADS ARE STHIXIG

PART OF WENSPAPER/////////

They Add Attmotivonoy//
Espuoially to¥rout /
wgo/ /111111111717

When the astenciliist has
typod tho heads on the

stenoil, thoy will lool
like this:

HBADS ARE STRIKING
PART OF NETSPAPER

They Add Attrasbiveness
Especially to Front
" Page

Heads on this pego show
a type of make~up but the
text is one discussion in-
stend of sewveral stories

which 2 =chool paper ordi-
rarily would ocontain.



Try-Eivorinfo

s Continued

Spaoces Added at Beginning
&f Seoond Bank
Of Dropline

This 1s a ocontinnetion
of the triml and error
method of oomstructing
headlines begun onpage 26.

The headlino writor has
Just oomploted and labolod
the hoad for tho top loft
atory on pago 21,

Going back to vonsidor
additional polnts in tho
oonstruction of tho samo
headline, the atudent will
observe that the spaces to
make the +top bank drop
properly are all adcod at
tho beginning of tho =wvo-
ond bank, To ropost tho
dropline used on pago 21:

AEADS ARE STRIZING

PART OF NEWSPAPRR/////////

Nino spacos arc indicate
od at tho and of +tha sco-
ond bank,  They arc loft
this way by tho hoad writ-
or to show that both banks
aro approximatoly oqual in
length. But th2 stanoil-
ist will add tho spasos at
tho boginning of tho sco-
ond bank, thus:

HEADS ARE STRIXING
/////////PARE CF WENSPAPER

Howovor, instoad of aot=-
urlly striking tho slant-
ling kay ninn times, tho
stonoilist will strike tho

Google
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space-bar nine times and
the rosult on the stancil
will be:

HEADS ARE STRIXIEG
PART OF NEWSPAPER

The sooond deck,a three-
ban: pyremid, is presented
to the stenoilist in this
form:

They Add Attraotivonoao///
Espocially to Frout///////

Pago/ L1111

The top ban! will bo Jus-
tified by adding the throo
spaoes botwoon the words,
Groater spaco may be added
noext to the longor word,
a0 cno spaoo should bosdd-
ed aftor "“thoy" and +two
spraos after "mdd." This
will justify tho bank,
that 1s, space it out to
f1i11 tho oolumn width and
it will {hem bot
Thay Add Attractivonoss

Tho gucond and third
banks of this hoadlino aro
handlod diffcrontly. Those
banis should ba oontored,
If the hoad writor had
actually iIndicated wharo
spacos worc to bo placod,
he would have luft thoe
hoad 1iko thian:

///Espacinlly to Fromt
/A;/}/////sto
As typod by tho atonecil-

ist, tho socoond dock will
loo= liko this:

Thoy Add Attrectivomoss
Espocially to Front

Pago

27

The Stencilist
Centers 2d Deck

Jim Dashes Ofton Placed.
Botween Headline
Decks

The stencilist will ob-
sorve that tho threa spac-
os added ¢o Juatify <the
top bank of the threo-bank
pyraxnid aro in addition to
the spacos normally left
betwaon words.

JIM DASH SIHOWS END
OF DBCK OR STORY

Jim deshes ayo placed
botwoon dooks of certain
types of hocadlinos and at
the and of all stories ax-
oopt thoso which ond at
tho bottom of & pago.

Thosg jim dashos aro
fivo sproos lamg betwoan
top and second deaks and
throe speccs long at the
end of the second deok and
at tho end of s story.

In ordor to center the
Jim dashes in a 26-unit
lina, tho stoncilist
should count 13 am tho
spaco-bar, back-space two
apaoos, thon strike tho
undorline Yoy five <timos
for lomg dash; back-apaco
one and strikeo throc times
for the short dash.

No jim dash, wastcrisk
(2), nor othor ornamont
should bo placed at tho
bottom of a colwm;colums
may ba justifiod by edjust-
ing spaoo hotwaon linos.
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StafftoSeek
vumited Variety
Waek-to-week Make-up

To Be Different
Within Bounds

The staff of tho sochool
nowspapor should vary the
make-up of tho papor from
lesue to issuo, ospocially
the froat page. But thoy
should koop tho variations
within ocortain welledo-
finod limitas,

Tho variation should not
be groat cnough to chango
tho antiro ohareotor of
tho paper, Just as tho
pirofossional dsily papor
is rooognized day aftor
day booauso of its mako-up
80 also, should tho wookly
duplipudb maintain a rooog-
nizod droses,

Howovor, +tho steff neod
not hold wstriotly <o ono
make=up; thoy may vary it
onoh issuo without depart«
ing from tho charactorise
tios whioh make their pa-
per a little differomt
from othor papara.

JIM DASE NOT USED
WITH MARGIN FLUSH

The jim dash 1s not used
with margin Ilush hoads,
but it is usod at tho onds
of storion on papers that
uso margin flush hoada,

Margin flush hoads save
spaco by olininating dash-
os and they ere asasy to
oonstruct,but they are not
a8 good looking as drop-
lines and pyramids, ac=-
oording to scme critloe.

Google

Nameplate of Duplipub
Important tho Neglected

The nameplate is an important featurs of frémt page

maks-up. Indeed,
front page,
papors 18 ofon noglooted,

Thoe word “namsplato”
nowspapors,

scparato plocos of typo,

id pioco or plato of motal,
not only to tho glate fram whloh tho name 1z

eppliod,

is barrowoed from
the namoes of whish aro pricted,
but from a oasting of a sal-

it is the most impertant part of the
For all that, tho namsplate in dupliocatod

prafossional
not from

But the word namopilata 1is

printod, but also to tho printod rosult. i. o..tho name

as it appoars on tho printod papor,

Measured Copy

Plotted on Dummy

A dummy 1s usoful in
plenning +the meko~ur aof
oach iasuo of tho papor,

A dumy is s plan of tho
papor, showing what sto-
rios aro wantod and how
mach apaco thoy aro to oo-
oupy. A blank shoot of
papor takan from tho stook
usod 1in duplicating the
papor, makos a zood dummy.

Whon tho oopy has boon
turnod in and has Boon
typod to column width, the
eopy for ocach story may bo
pastod in its place in tho
durmy; or tho oopy may bo
moasurod with a rulor and
tho speoco markod off in
tho dummy.

A plan of oach pago in a
dwwmy is a layout. Tho
layout for oaoh pago may
bo mada by tho oditors bubt
a bottor plan 1s for tho
oditor to appolmt an as-
sistunt for oaoli pago who
will mako tho layout for

his ono dcsi;natod 20,
undor oditor's dirootionm,

It is tho lattor
moaning that is appliod to
tho namo of duplipuia.

Somo dgplipubs ueo hand-
drawn lottors in tho namo-
platgo. Unloes vory woll
drawn, such a nanoploto
dotraocts from an othorwlso
good looking froat pago.

Othor papors use lottor-
ing guldos te mako thoir
namoplatos, but thao offoot
is not ontiroly assatisfaa-
tory for tho roason that
fow lottoring guldos mko
lcttors hoavy anough, Ono
lottoring guidae, howovor,
producos outlino lottors
which arc fairly satiefeo-
tory whon tho spaco within
tho lottors la shadod.

The best nameplats so
far produded is made by
a die impressing proocess,
and is obtainable fram
stenoil deslers. Tho ooat
is about double that aof
plein stencila, but thia
added oxpense dooa not add
much to the total cost of
producing & paper becausc
the die impressed stanoils
are roquired only for the
frout pvaga. Usae of thosa
stonolls is inoressirg,
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NAME IS SER1COUS QUESTION
WHEN UNSATISFACTCRY OME
HAS BEEN I¥ USE FOR LONG TIME

Paper Sual’f Can MaXe the Desired Change

By Carrving on Publicity Campalgn
To Comvince Studerts

What shall be tho nama of tho paper?
This guostion docoa not roquiro any answor
whom tho staff finds tho papor alroady =
going wonocarn with an ostablishod and
satisfactory namo,

But o long establishod zcamo is diffi-
oult to ochange ovan if tho staff thinks
tho nama 38 meaningloss,

PAPER STAFF CHANGES NAME
BECOME TRADITIONAL BY USE
IN OKE EXAMPLE CITED

Simplicity, Dignity and Appropriateness
In Neme of School Publication
Are to be Considered

ploasant sound, But the staifs of <thet

paper | beocame weary fram explaining that
amotan” was tho neme of a oertain wild

rioe whioh furmorly grow in the vicinity.
And they had Uo admit that "amotan til.
1icum." wild rice telks, was meaninglesa
as the nams if their papor. So tho staff
finally devided L& charge

trito or dommright sllly,

TWO- COLUYY AASE-TP

tho manss of the paper,

and thorofaro unsatvisfeo-
tory.

Howovar, o traditional
nama oan bo ohemgoed if tho
stafi will vndortako = pub-
licity campaign to obtain
the cooperation of tho
roeadera.

Students who seloot a
namo for papor, eithor
by ohanging an unsatisfac-
tory ono or by choosing =
nemo for a nowly ostab-
lishod paper, should roal-
ize the rospaneibilivy
whioh thoy boar,

For many yoars. tho pa-
por of & ocortain school
was namod Amotan Tillicum,.
Of oourse, many porsonsa in
that commmity as woll as

outgido of it, woro moro or loss familiar
with Indian words, so “tillioum,"
talk or spoak. was not inappropriato
tho nemo of tho school papor sitwated in
a roglion of Indian traditions

Indiena s¢ill resided.
But “amoten,”

IS DEMONSTRATED HERE

Iwo-column make-up. dame
onstrated on this page,
may be used by slementary
school, small high school,
CCC or other staff which
has a limited personnel.

Two oolumns do not pre-
sent problems of balanae
and oontraa*t in favorable
light, thoy ma%e a better
looking pege than does a
single-colamn make-up.

To broak the monotony of
a solid pege. a sipgle
column insert 1like this
may be maed.

the other word in the
nemo of the pepor,is ancthor thing.

Howe,

mcaning

for

and wharo

True

ramos such as, Tinmos, Bulletin,.
Courior. Roviow,
tha school addod, :mke suitabla

Treditional nowspapor namos appoar to
*woar™ bottor then nmr namos; but this
mey bo only omo wan's opiniom,
whioh has siznificanoo to sachool and com-
mmity is 1iroly to bo satisfaectory. But

calling it simply.,The Til-
ioom. Such is now the

moplate of that paper, a
dignified, good looking.
casily-promounced namo;
namo which has meaning.

It took aocurage for the
ataff to changs a tradi-
tional, thouwrh unsatisfac-
tory name, but the nane
they chose is butter; and
it eaves ocountiess suo-
ocoding staffs the tire-
stao task of trying to ex-
piain the signifisance of
"wild rioca speais.™

A simplo,dignified namo,
one whish characterizcs
tho school or tho oommmi«
ty in some way is bost.

Traditicual noOWSpPaPST
Journal,
cto. with namn ai

names .

Any namo

"Amoten Tillicum™ is oesy to proncunce
and the two warda spolcon togothor hLave e

Gougle

tho bost namo is that which is readily
understood by distant readers as well.
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Nome of Newspaper
Fame of Clty amdt Stmte

Published Weekly by Class
in Journalism of Blank
High School

Annual Subsoription %1.00

Nama of student . Editor
¥one of studont . Reporter
Nome of temoher . Adviser
Names of othur members of
the staflfl.

THIS IS TEE MASTHEAD

_——

The mastheand should toll
tho name of the papor.
oity and stato; namo of
olass or othor group which
publishes tho popor; namos
of mombore of thc staff;
froquonoy of publicatiom;
subsoription prico; aad
somotimos othor itoms,

The name “mosthond” is
borrowod from tho shipping
industry, Just as flags
flom frim o ship's mast-
hoad show nationality and
ownorahip of tho ship, so
the journaliatio moathoad
shewe tho gwnorshlp of the
papor; &8s tho ono idonti-
fios tho ship, the othor
idontifics tho nowspaper.

Staff Orgonization

——

Tho bottor tho staflf is
organizod, tho morc offi-
ciontly will +tho mombors

Google

'“and feature writers;

aoccamplish their purpoae..

In some sohools, the ed-
itor is chosen by student
body election; in others
by the student ocouncil; in
still others, he 1s choaen
by the faculty adviser,

The other steff members
should be chosen by the
edotor in ocooperation with
the faoculty adviser,

Staff members should re-
tain their positions enly
as long a8 they do thetr
wark satiafactorily., Anm
interested staif member
needs little or nos prod-
ding; when he bagina fo
ragquire urging, he should
be replaced by somebody
who really wants to help.

Efficient organization
oalls for specilaigation,
Sperts writers. editorial
gen-
- oral reporters, copyread-
ers, proofreaders. copy
‘typists, stavcocilists and
" duplicating machine opera-

tors working together maks
‘a smoothly rumning writ-
ing and publishing organi-
ration,

The Stenoil Duplioated Newspupor

EDITORIAL PAGE ILLUSTRATED

This page is made up to
demonstrate the gonaral
nppearence af the editori-
al pago of a duplicated
newspaper.,

In a four-pags pepor,
the cditorial pago may bc
oither on pace 2 or on
psgo 3, although it is
moro ofton on pago 2.

WHAT IS ON EDITORIAL PAGE?

Bosides oddtorials, this
pago may csoatain a cartown
an it does in this illus-
tration; it may contain
ono or moro lettors to tho
oditor from studontas or
othore; it mey havo stu-
dont-writton poetry; e fow
linors (ono or twe~ limo
pungont  oxprossions ef
opiniem); or a short fok-
turo story. In fact,
tho oditorial page may bo

found any kind of nowspa-
por matorial; howovor nows

is not ofion found thore.




Hoadlinos and Malto-up

The Stencil Dupliceted Hzwepaper
NHama of City and Stats

Publighed Waokly by tho Journalism Class
of Blanl: High School

‘Subsoription Price:

50 oonts
Tnoluded in aotivity tioket,

8 year dolivered at

aohocl‘ ’:"..m by mi].-
Nemo of Studeaut ..’ v
Hamo of Studant - . o
Namo of Studout . ° .

Nera of Studant . o o
. Numo of Stwdenl . . .
Nome of Stuvdont o ° .
Namo af Stuwdent . . .
Name of Studont . . .
Nama of Studant ., . .
Hnma of Studon‘l: . . -
Noame of Studont , . -
Home of Teachor ¢ .
Neme of Student . > .

[ e L ] L] Mi.tor
Boys' Sporta

. Girls' Sporis
Cartoonist
Columiat
. . . . . sooiet_y
Pago 1 #aic-up
Pugoe 2 Malko-up
Pago 3 FMako-~up
v« Pago 4 Halo-up
Stcneilist

X Advieor

mplioating lnohlno Oporator

EEEL U WSSOSTITmm oo, o s

THIS IS 2«IQLUEN

This pago iliustrutes on
oditorial prage with tho
masthoad two columns wido.

Some ataffs prefer two
colums and others 1ike
a singiec aolurmn best.

A singlo colum ia more
economical in use of space
but a doubliea column magt-
hood malkoa a bottor look-
ing pago, oapociaily when
the pagu wnize ia 9 x 15
inches.

YASTHRAD

SMORT EDITORIALS BETTER

Long editorials should
be avolded exoopt for rare
occasions whon tho subjeot
moy varrant longor troat-
mant,

Ordinarily, throo poro-
grapta should be euffi-
cliant,

GO

e
=

c————

LABEL HEADS MAY BE USED

Label heads may dbe usoed

on oditoriala although
many editora prefer the
full statement  headlino

with subjoot nnd prodicate.

3

EDITORIAL HAR TMR'SS PARIS

The nstandard editorial
han three paragraphs.

The first presenis the
queation or problem; the
seccnd disouasea the prob-

lem: +the third suggoetts a
solution, a choice of so-
lutions, or leawes the

question unsolved to stime
ulate reacor thinking.

"Pronchy™ editorinls
should be avoided. Edlto-
rials moy orgue, explain,
interprot. oritiecize, or
merely ontortain, Thoy
may orusafle for impirovod
oonditiona in o sorios of
oditorinls and roach a
olimex by wurging aoctiom,
Carg should bo takxon to
¥oop the tono of an odi-
torinl oonstruotive.
"Crackpots™ should not
grind axos on this page.

HEH
\-\EN HEN
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Page3d Make-up

is illustrated

This page is mado up in
imitation of page 3 of a
sohool paper whioh has tho
masthead and editorials
on pago 2.

Page 3 is a sort of om=
nibus or carry-all page.
It may have . the gossip
columa; club or organizae

tion news; rewrites from
exchanges; and feature
stories.

Sinoco this page lles op-
posito pago 2, it  ghould
have a mako-up that will
prosant a ploasing appoare
ance whan tho papor is
opon.

First and third ocolumns
may have +two-bank  hecads
with tho bdottom of tho
first column oarried ovor
to tho top of %the middlo
colum; or scoond oolumn
may havo a light houadline,

Qther two-bank hesds or
arosslines may bo scat-
terod ovor tho pegs.

Another pian is to begin
tho gossip column with a
two-oolumn headline in
middlo and right oolumns
with tho text in doublo-
coluwmn width for a fow
lines, concluding in a
sirgle colum et right,

5till anothor plen whioh
has morit is to havo =
cartoon to introduso the

gossip columm,

Numorous othor ways will
bo found by tho cntorpris~
Ing eoditor to obtain var=-
isty on pago 3 without
sacrificing balanco, oon-
trast or harmony with page

=0 Gougle

Editor and Adviser
Choose Staf! Perszomnsl

¢ on opposite psage,

The editor and +the ad-
visor should not hesitate
to change the porsonnel of
tho staff until +they ob-
tain studonts who will ao-
cept the pegponeidility
placed upon them,

Tork divided among re-
sponsible staff members
malkes a smoothly running
nowspapar crganization,

Editor to Direct

The editor should not
attempt to do too much of
the routine work, But he
should know how to do all
tho processas of writing
and publishing tho papor
g0 that ho may broa: 1in
new mombors as ofton as
nocessary. But hse should
dologato to othors as much
of tho work as possiblo.

Ho will havo plamty to
do, managing end organiz-
ing and in doing the many
little +things that ocome
up - things wiich seem to
belong to nobody's assign=
mont - but which are noc-
cessary to make the organ-
ization run harmoniously.

Papge editors, working
under the direction of the
editor, should tale full
responsibility in solect-
ing copy, having it typed
to ocolum measure, etc.
Their rospomsibility doos
not ceaso until thoir pa-
gos arc off the duplioator,

And after that even,they
aro acocountable to readers.

More difference of opin-
ion exists concerning the
goasip oolumm +than about
any other part of the
school paper,

Some school Journalism
advisers contend that the
gossip columm should be
oliminated. They declare
that 1t is silly; 41t hurts
tho foolinzs of thoso
sbout whom it deals; it is
not journelistio.

Othors foeel that the
column can be made a most
interesting end weluablo
part of tho papor provided
tho adviszor and editor ox-
oroise friendly but firm
rostraint on column writ-
ors when nooessary for tho
common good,

Cossip Should not Sting

Cortainly. gossip should
not be of the sharp or
stinging varicty, It may
be humorous without boing
unkind; or pungent withe
without boing unwholesomo;
sarcastio without har=ing,.

With adviser and editoer
editing out objectionable
matter, the gossip ocolumn
may still be san eagorly-
awaitod pert of any school
nowspaper.



Page 3 May'Have

Varioty of forms

Pago 3 of a four-page
paper. of which this is
anothor oxsaminle in malze-up
may be presonted in & ver.
iocty of forms,

Tho two=oolumn lead for
£ho gossip colum aa shown
on +this pago, offore a
varietion from the singlo
oolum: illustratod on pego
32,

Tho two-oclumn boginning
for tho gossip oclunn may
bo onlivoned by tho uso of
a smull ocartoon or othor
m'ins. /

VAZE-UP SIMILAR ro\lmz 1
THO CONTENTS LESS\TIMELY
' \l

The male-up of page 3 is
aulte similer to that of
prge 1. Tho material
whioh is printed on this
page, howevor, 1a differ-
ont froam that of page 1.

The front pago is roe
atriotoed to nows; and bo-
caugo 1t is printod last,
it has the latost nows,

Pageo 3 mny oontain nows
in addition to rogular and
spocinl foatures, but the
news may boc of tho Ykind
that is not strictly up to
tho minuto,

It mny b tho Xind of
nows whioh, acoording to
somo, nobody wants to road
booauso it deals with an
evort which took plaoce

sovora)l days in tho past,
such as last wook's es-

somdly Drogrom.

Google
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Gossip Column Has Place
Despite Some Objections

This is a disoumeion of the gossip column
This part of the paper
used to air pversonnl grievancos
should not depart from the principles

from poge 32,

oontinwed
should not be
and grudges; and it
of aoocuracy and

fair play whioh are practiocsd in other osolwmns of the

Evorybody attonded as-
gomdly s8¢ nobody wants to
road about it in the news-
paper. S0 it is somoiimes
snid., But just let an or-
ror ocour and sco how fow
failod to read it!

It is & faot that mony
porsons fird ploosurc in
roading about ovaonts in
whioh they woro poartiois
pante, But cthors. <hink
that such matarial should
be kopt out of tho papor.

Such storios may not bo
of hot interost to eommo
studont reedors; but par-
ents and othors outside of
school 1izc to road about
achool assombliiocs and oth-
or student activitlos, In
faoct, i the trutk woro
known, & sshool papor prob-
ably numbors & rcadors,
mora porsons out of school
than in,

SHALL MID-WEEK EVENTS
BE PUBLISHED I PaPER?

Anothor roason oxiste
for publishing nows of' as-
somblies and othor ¢vonts
which aro sovoral days in
the pasd by tho timg the
papor 1s publishod, That
rcegon involvecs tho fune-

peper.
The* okarge, somotimos

mde, that tho goaszip ool-~
umn is not Jowrnalisttie,
hag 1little foundation un-
less 1t be oconzeded that
tho work of, such nationala-
ly !mown jowrnaliste as
Walter Winohell and othors
also laoks Journalistio
standing.

The drivel of the sohool
gosslip celunm may bo triv-
ial, but if it entortaine
end if it is harmioss, it
nas o place ir a school
nowspapor.

tion o tho papor es & ro=
sordor of tho yoar's
ovonts; not moroly thoso
ovonts whioh took plasco on
tho ono or two days mnoar-
ost publication day., but
all ovonte worth rocording

ovon if somc of thom bo
gix days in tho pest oo
pross day.

Somo astudonts
tholr papcrs fram wook: to
wook; somo ovon have thoir
copics of tho papor bound
at tho closo of tho yoars
and a filo for futuro rof-
oronge should bo topt in
tho publication offico and
in library and school ofa=
fico., Homoo tho nood to
rocord all tho notoworthy
ovoats of tho yoar.

prosorvo
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Masses Separated |

Produce Contrast

Page 4 1s not unlike
other pages 1in gureral
mal¢-up. Contrust bstween
first apd seoond columms
and between second and
third oolums may be at-
fested by separating heavy
headline wasaas =so thet
they are not in adjoining
oclumns, Thie may be done
by placing hsavy heads in
firet and <third columns
and a light head in the
eacond column;or by oarry-
ing the first colum story
ovor to the top of the
agoond aolumn,

Box May Supply Centrast

Another way Lo achleve
cuntrast is to uge in the
~—second column, e box asot
in & measuroe shortur +than
that or the other two col-
umns, The box may oxtond
tho entiro length of the
column or only part wey,

Drawings mny be used af-
footivily to obtain oon-
trast although thoy may ba
usod primarily to Bsocuro
e moasure of balenoc.

A bannar hoad iz saomc-
timos usod on pagy 4 as
woll ag on page 1, but it
may b9 considorod of doubt-
ful morit in o wookly pa-

i,  Semn staffe conaidor
thy ugo of & bamnor war-
rantod for o story which
brei's enly e short tiwmo
Lofore pruss timo or for
4 garo victory of unusual
morit such as, gvor an ol4d
traditional opponont,

‘porbs
Has Objootivivy
A oontost story

doos not diffor from

“any othor typo of

roporting. It is
writton objcotivoly.
which meoang that tho
roporter limite hia
account %o what Lo
soos and hoars,lcav-
ing tha editorial

coamont , anglysis
and opinion to ar ok
e wbory.

The load o the
sports story should
glve the rosult;

namass of oontunding
toams; whoro and
whon +the gamo was
playcd; namos of tho

playors. aiiiocinls
and coachas,
Any wunuswel oir-

oumstancos o fap-
ponings may bo ir-
cludod in tho 1leeda
such ns, axcoptional
woothor or wunusual
incidcnte.

Space is raroly
availablo in dupli-
puva for play - by~
play accounts, but a
sumary of oach por-
iod of tho goamc may
bo includxd in tho
body of tho story.
Acournoy ig wensem-
tial in sports sto-
rion as woll as in
othor typca of 1o~
porting.Accounts may
be usad for many a
year to verify dis-
vuted points of an

Jmsorvant wontest,

Google

Sports Dope Story

Has Fan Appeal

Bosiidos tho atory of tho
gam¢, the dopo estory has
appoal {or wany roaders,

This siory gives the
oundition of the playuras,
including reoovory from
injuriea in preceding gamo
or lack of rocovery; the
chances of succeas in om-
suing game; commonts of
coachos concerning out-
standing porformanco of in-
dividual players both o
the homs toam mand on visit-
ing toams; and any othcer
itoms of iIntcrost.

Tho writor ol this typo
of story camnnot turn out
suocossful material from o
classroom or offica dosk;
ho must visit tho dressing
rocme and talk to oonehos
and players, Bn  should
wsd taol: howovor.in docid-
ing what metorlal %o wusoa,
if ho would mm!to his col-
ums oonstruoctivo,

Ho mst not allow potty
complaints to got Into his
story; for fow occaslons
ariso whero e writor has
such a good opportunity to
pramoto good focling erd
gocd sportsmenship as in
tha sports dopa column,

In this colwm, tho r¢-
portor may commont. intor-
prot, suggest roferm or
othorwise oditorinlize.His
column is oxpoctod o pre-
sent axport opinion on tho |
sports situation bocause
ho has access to Thoso wio
are in position to give !
insidc icformation, He is
oycs nnd oars for tho fons
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age 4 Best for Sports

PAGE 1 MAY BE PLACE

FOR 1EE BIG GAME §TORY

What page is best for
stories of sporta?

On the duplicated four-
rage papsrs pago 4 probat-
ly is the best placo for
sports stories,

Best practice keeps
sports off tho front pago
axoept for the occasional
big gamo story. Advance
storles of games howovor,
may havo a place om the
front page Dbooauvse of
thoir timelinoss,

Inside pagos, booaune
thoy havo to bo mado up
sovoral days in advanco of

-

publication day. aro not
so good for sports. bo-
ceuso samo phasos  of

sports starics ncod to bo
writton after the elsvse
of a day or two following
gemes in order to have the
propor perspective, If
gamcs are playod on wook-
onds, Londay aftornoon or
Tucsday is nmbout az carly
ag sports dopo storics and

.analysis and dopo

analysis stories osn be
preoparod. X' tho storics
of weck-ond jgamos arg
turned in Monday and if
storiocs
aro submlttod Tuosdey, od-
itors will havo time to
oopyrond, typo to moasure
and stenoilizo pago 4 im

ragular schodulo time.
storios forceasting
onsuing gamoe coannot bo

obtaincd by Tuosday, thoy
may bo put an pago 1 lator
80 na not to dolay tho
publioation of pego 4.

FORECAST STCRY
MAY GO TO PAGE 1

The Tforscast ntory may
be inoluded in the dope
story or it may be a sopa-
rato story.

Especially whon some do-
tails of the earrangements
of tho coming gama are do-
layed tho foroocnst stoe
ry may bo proparcd sopar-
atoly from tho dope story
and may bo given a place
on pago l.

Tho forocast atory is en
inportant foaturc of tha
papor and should ocll for
tho writor's bost offorts,

Tho writor of tho foro-
oast story bocomes the
team's pross agont upon
whom dopends much of the
interest in the sport. A
breozy, enthusiastio foro-
onst story will bring mony
spoctators to a gamo,

On the other hand, =a
poorly written forecast,
or one lacking in enthusi.

asm, MOy oause many pors
sons to remain away.

TRACK AND FIELD STORY
REQUIRES MUCH SPACE

Track stories are tho
bane of a duplipub sporta
writer's life becausno sum-
maries of each of the )4
eventa In a +tracl and
field meet must ba ineclud-
ed in a complete covsrage.

Bis problem is compli-
onted further because of
the faot that other spring
aports, such es basoball
and tonnis, demand their
quotas of space also. Two
or four additionnl pages
may be necossary in the
hoight of the spring zport
season, Treack storien
should have tho ocustomary
leads sumarizing or high-
lighting tho ocontasts,

Storios to sorve as ex-
ampilos & sports storios
way bo found in newspapers.
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QUESJIONS AND PROBLEMS
" PRESENTED ON UNIT IIT

1, What  purposos
served by headlines?

are

2. Should & roador be
able to tell by recding
the headline whothor he
oares to read the atory?

3. Do you sogroe with
tho authors thet the most
importont function of the
headlines in & duplipudb is
to add attractivomoss to
the paper?

4. Do roaders aotunlly
recad tho hoadlines?

5. Seloot from your ox-
change papers, onc with
poor hoadlines and one
with good hoadlines, Com=
parc the gonoral appoar=
anco of tho two papore,

6, Define make-up.

7. How may balanco be
soourod in a duplipub?

8. Why is 1t boat not
to placae hoadlines of tho
gamy s&izo noxt %o vaoch
othor in adjoining gol=
umna ?

9, What mokee n bale
ancod offoot diffiocult in
a duplicated nowspapor?

10, Examine the front
pego of a daily nowspoapor
and toll how it obtains
balanco and contrast.

11, What  purposos aro

Google

gerved by a box? How is
the box used to seoure
contrast in a duplipub?

12, Explain the relation-

ship between bank and deck.

13. "hat threes things
should n haadline do!?

14, When may a verb be
omittod from a hendline?

15, When 1s the wuss of
a label hsad permlissible?

16, What tense is come
monly used in headlines?

17, Why are lettering
guides recormended?

18. In a daily papor,
find examples of the use
of aotive and passive
voioce in headlines,

19, What is tho use of
subheoads?

20, What is s orosaline?

21, Whot is sald of the
width of lotter units on
tho typewriter and in
printing type?

The Stencil Duplicated Newapaper

QUESTIONS AND PROBLEMS
ON UNIT IIX CONTINUED

22, Desoribe the margin
flush headline,

23, Identify the head-
lines illustrated by the
following patterns:

{(a)

(v)

(o)
()

{e)

24, Examine +the head-
lines in a daily paper to
ses whether they have all
oaps or oaps and 1, o,

25, Whot 1is the use of
cut=of'f rule?




QUISTIONS CON®INUE
ON HFADS AND MAKF:UP

25, Why should the head-
line writer use a type-
writer?

27. Explanin the trial
and error method of oon-
struoting headllnes,

28, Explain the wuse of
the jim dash,

29, What orpnmants or
decorations may be placed
at the bottem of a oolum
if the solumm laoks a line
or two of being filled?

S0, How muoh wariatiom
from issue to isaue should
the front page have?

31, With what headllne
is the jim dash not usod?

32, Explein the uso of
& newspopoy dummy,

33, What 1s a layout?
3¢, Wnat is a namoplote?

35, What 1is the Dbest
type of namoplate for a
duplicated newspaper?

36, Distinguish between
hendline, heading and namo-
plﬂto.

37, Why do throe columms
mnke o botter looking page
than two?

38, Why is tho cheolco of

tho namn for a schocl pae
por an important matter?

Gougle

Headlines and Mako-up

39, What 4z the maste
head of & newspaper?

40, What is the informa-
tion which a ma.sthead
should oontain?

41. Why should long edi~
torinls be avoided?

42, What are the marits
respectively of sipgle
and doublo-colum masgt-
honda ¥

HEADS AND MAKE.UP
QUESTIONS GONTINUE

43, In your opinion
what is the bost method of
ochoosing the editor of a
school newspaper?

44, List the types of
material which may appear
on tha sditorial page?f

45, Desoribe the oswm-
struction of the standard
editorial,

46, "hat matarial may bo
plaoccd on page 3 of a four
pags newspapor?

47. How puach work should
the editor of a achool pne
papor delogate to others?

48, Givo narguments for

and sagainst tho gossip
colwm,
49, Should tho mid=weok

evonts bo includod in the
wook®s publishod nows?

50. Dosoribo tho mako-up
and oontonts of pago 4.

51, A oomtost story
should bo ropor<od objoct-
ivoly. Explain.

52, Doos tho analysis or
dope story roquire objocce
tivity, Discuss,

53, Are saports storics
publishod on tho front
prgo? Dipouss,

54, Vhy do duplipubs
raroly havo four colums?
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STANDARDE OF E0V0ORS
HAVE TO BE EXACTING

Baoginners Find They st
Exercise More Care
Than Before

- —

Clean copy is manuseript
or typewritten material
whioh needs 1littleo or no
editing, Such oopy is the
delight of editors.

English composition
teachers are soldom as ax-
aoting in theoir roquiro-
nants ags oditors must be,
Theroforo, boginning ro=-
posters find that thoy
mast exoreies mora sara in
w'iting than thoy evor had
to do baf‘oro,

Gortain moochanical do-
tails should bo roquirod
of all ropoitors im tho
proparation of oopy.

Papor, Uniforn Sizo

Fapor ueod by tho wvari-
oua roportera should bo of
uniforn sizc to recilitate
handling by oovyroadcers,
A smcii sheot among largos
onos is likoly to drop out
of tho pllo and bacomo
lost,

Tot:tor sizo papcer, B4 x
11 inchos, 18 uscd by many
nowepavor ogteblishmonta;
othora uso half-sizo, 53 x
82 inchos, Thc helf-shcot
is proferablc bceauso 1t
iz oasgior to handlo in
copyroading and bceoauso it

GO

gle

Unit |V

Proparction of Copy

i3 moro oconomical whon
preraring short plooos of
copy such aw, ono-para-
graph sdltorisla, 1linors.
Jokes, pte.» 8since not
mor¢ %than ono pleco of
oopy should bo placod on
one sheot,

In using the half-sizo
copy papa?, copy should be
writtom tho long way of
tho pago oxcopt whonm Lyp-

fng to ocolwm width; and
avaon in tho lattor LLY- O
soio oditors oprafor that

tho ¢opy bo writtem with
tho papor in the sano hor-
izontal position to fmail-

itato handling it along
with othor oopy.
30 Indieatos End

Othor diroctions for

the preparation  of oopy:

Flaco namo of writer et
tho top of ovory ploco of
oopy.

If moro than ono page is
noadod for onc picco of
Gopys humbor cach pago.

Placo within parcnthosos
at tho botton of cach pago
of copy, tho sign i or the
rumbor 30, to indicnte
that tho copy is complclio;
or tho word "moro" to in-
dionto to copyrcadors thet
edditiomnl ocopy is on
anothor pago., In lorghand
copy, theso signs arc en-
circlod instoad of in-
closod in paronthoses.

Bo vory ooroful in tho
spolling of nomos. If it
is Clorkc,do not write it
Clark; if it {a Marian, do

MUCH CARE IS NEEDED
IN SPELLING OF MAHES

Reporter Should Not Guess '
But Consult Dirootorlios
Whenevor in Doubt

(c:ﬁtimﬁ from ocohem £)

not spoll it Marion; if it
ia Johnson, do not maka it
Johnsen or Johnston, oto,
Do not gucss when in
doubt about the spolling
of any npamo. Look it up
in a diroctory or tolo-
phono samcbody who mows.

Logibility Importart:

Groat caro should be
takon to insuro the legi-
bility of copy, Usc the
typowriter whonovor possi-
ble.

If you must uso longhand
wndersocras A& and u; and
overgcorc 0 and n, wunrloss
your handwriting is por-
footly logiblo., Aa an ad-
dod prcoaution in tho in-
torost of acouracy, print
all nemos, boosuso orrors
in namos may bo sorilous,

fhockk vour Errors

Always toad your own
copy boforo submitting it;
corroct your own orrors,
You may oorrooct typowrit-
ton ocopy with poncil or
von; it is not nocossary
o rotypu a pago boomuae
of a fow amll orrose.
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DOUBLE SFALE ALL COPY
FOR BASE IN CORKECTING

Don't Type to Column Width
Until Material Hag Been
Froed From Yrrors

Doublo-spaca typawritten
oopy and loave plonty of
spaco botwoan lines of
lenghand, Tho rcason for
this is to allow apaco for
tho oopyroador %o indicato
corroctlions,

Studonts who sro roport-
ors a3 woll ag colwm~
width typists, may boocomo
so accustanod to typing in
golumn width mossuro that
thoy may typo thoir origin-
al copy in narrow moasuro
roady for tho steneilist,

This is not a dasirable
practicec and will rcsult
in littlo or no saving of
timo unioss tho rcportor
is ono whe c¢an proparo
oopy that roauirce littlo

or no oditing. Evon &
sigll orror wmay groquire
tho rawriting of meny
linos of copy.

Gonorally it is bottor

to submit covy on ropular
copy papor without any at-
tampt to put it Into ool-

umn  width, I¢ can Vo
- typod into oolwm width
with most seaving of time

aftor all grrors havo bem
indicatod,

Reporta to Local Pancrs
Studont roportcers may bo
aukad To roport  echool

nuws for local papors.
Thoy should wolcomo suah

Google

opportunitios ror tho prac-
tico it may givo thom in
profossional journalism,

Studonts who sond school
nowg to local popors
should study the sTylo of
thoso paporas eo that tholr
copy will bo in conformity
with the style of the pa-
per to which 1t is submit.
tod,

1, ¥What i3 cloan sopy?

2, hat f{a meant by
editing?

3. Explain why roport=
ors ghould submit copy on

papor of uniform sico,

4, Ynat aro the morits
of hali'-shoots for uso s
copy papor?

&, Givo roasons why on-
1y ono ploco of copy
should bo placod on apago,

6. On half-shcots. how
should copy bo arrangod?

7. How should wuach pago
of copy bec idontiticd?

6. Explaiz 1ho wuse of
tho signs 30 and |,

Y, Why should u rcport-
or placd tho ond sign or
tao word "moco™ at tho boi-
tom of croh pagc of copy:

10. Vhy should caro bo
takon in the &polling of
names of poracus’

1l. whon

CORYs

If,
you baoliovo

riading
tho

QUESTIONS AND PROBLZN
ON UNIT XV AR GIVT

Studonts Tost Inowlodgoe
Of Copy Proparation
In This Quis

Studwnts mey tost their
coxprohension of tho diroc-
tions for tho proparation
of ocopy by answoring or
solving tho f'ollowing quer-
tions and probloums:

pamos "joh A, Andorson,”
should bo "Jahn L, Andor-
son,” what would you do?

12. In your longhand, if
the lotter a looks like o,
and your =n looks like wu,
what oan you do to malke
thoso lottors lcgibleo to
oopyreadora?

13. Why should a rcport-
or read his own copy Lo-
foro submitting it?

14, Why should plenty of
spaoo be loft  betwoon
linos of copy?

15, Should a rvporter on
a duplioatcd papor submit

his oopy typed in column
width?

16, What ocaro 1in copy
shoul be takon whon sub-
mitting oopy to = 1locel
nowsvapor?

17, Yhy should nemos in
longhand copy bo printod?

18, Why should roportors
bo s0 caroful with namos?



Unit V

Gotting the Story

Facts are the raw material of news; ot~
viously. the reporter must ob%aln the
{acts before Lo can writa the stoery.

Thile the writing of the story iz im-
portant because it is the writton report
that the public reads, the gathering of
the facts is no less iportant,

A skilled writer mey rmaic an intcrast-
ing story out of meoagear facts and an un-
sizillod writer .may fell to write a olear
and accurats story out of an abundanco
of fascta. The ideal contination is a
sicflled roporior and abundent fuots.

The skillod ropcricr mows that ho :mst
havo comploto factual oovoeraga, so he
wakes ovory offort to gatuor materisl
Trom all possibly sources.

Tho unskilled reporter 1will rush to hils
typoviritor wlion ho hus gethorod a fow
portinont facts, only to find great geps

in his matorial whon no trios to writo
the story.
Reborting neaws is ossontlally writing

the nows out it generully imcludos tho
zathoring of muatortal facts. Honco &
roporter is a nows gathoror as wcll as

8 nyws writer, This is truo outsldogroat
notropoliter aroas whora tho  "lopman"
12y gather the news and tolophono it inm
to tho ™rovritoe™ man in thc nowspepor of-
fico who doce tho actual writing.

Exaopt for socno motropolitan BCWEDE =
pors howovor, most nawspanur storios aro
writtoo by tne porsons who  garnor  tho

fects upon whilch tho storios ar: bascd,

The reportor trains his uyos to see
newe in noerly overy situation in iife;
"as trains his ears to hear nows--thrt is
“0 rocognizge news--in tha various csounds
he hears from coavorsations to the crash
of & falling oridga.

The ronortor dols not wmako nows; ho
uioroly rocords it as Lt passos boforo him
from day to day.

Tho roporter must loarn to distinguish
notrroonr the true and tho spurious; ho
:mst loox bohind tha scenoea for real
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facts and not be contont with what oor-
tain individuela wmmy wish to hand out.

Propaganda wmay bo truth. half-truth or
falsohoed; propagerda whish is true may
bo !mown as publicity., Propaganda of tha
undosireblo sort of tun tries to masguor-
ado &3 publicity,

A reportor wmust woigh, sift and othor-~
wiso ovaolusto wiat nurperte to bo faet in
order to give his romdors a true pidturo
of pessing aveuts,

A% timos. tho roporitor noods to bo =
dotootlive in ordor to piccc togothor tho
various olamonts of e happoning; at othor
timcs ho is a mmmtor driving out into thc
opcu, thoso aglaaonts which would conccerl
thoraolvss from pullio viow,

#uch of Tho news of tho day is
which heas only to bo rucorded., Suck nows
is that of poliso oourts and otlcr
courts; moctings of govormment bodics,
conventions of civie and fratornel organ-
lzntione, nte.

Other nows is of tho unoxposted tyne
sach as, acoiconts and srimas,

Readors of nowspapors may thin!: thatro-
portors lur: bchind cvory tree and
loamp post with peneil end notebook roady
to record overy cvent as it happens,

But this is not the caso. No nowspapor
orgavizetion in tho world c¢ould havo a
reporter <t ovory spot when nows happous.

Tiuo, roporters aro stationod at plecas

routinc

whorce nows is most likely +to broalt asuch
as, scssions of congrcss and the stato
legislaturcs; at foroign oapitals;  with
araies in tho fiold, ote. DBut aside from
thoro cnd somo othor places. ronortors
simplv talc advantigo of tho fact  that

officialz of pgovermont frem tho rnational
oznter et Vashingtor to the justice of
tho ponce in thc smollest hanlet, bocomo
rccorders of nows in tho course of thely
céaily activitios,

Thms the reportor has morely to 3o
to %ho officos of these officialy o find
facts o matver of offioinl reocord.
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Potty orimos will be rocordod on the
polico blottor; marriage liconses at tho
county olork's offico; tax assossmonts at
tho assossor's offico; plans for coming
conventions at the chamber of cowmorce;
now dovolopmonta in oducation at the of -
fico of the supocrintondont of schools,
sta.s

Tho roportor rfinde nows in all +thess
placos and roports thom to his roondors
who havo not tho time to go to mll this
troubla porsonclly. But as oitizcns of
a domooracy, thcy have an intorost in
imowing how thoir oleotod officors aro
carrying out thu dutioa of tholr offioocs.

Publicity of this -ind is valunblo in
anothor rospoct. Tt Y¥ocps offlcors on
thoir toos, !mowing that any ncglcot of
thoir dutics may bc rcportoed in thc press,

All this, tho roportor may havo in mind
as ho socks tho now, tho wtrango and tho
oxtraordinnry as wcll as tho ' gommomplaca
fer his fodder for the mill of tho pross,

The studont roportor will find routine
nows in tho officos of tho suporintondont
of schools, tho high achool principnl,
the doans, thc ocaches, tho masic diroa-
tore, tho studont body and olacwhoio.

Continuous fountains of nows spring
from othlotic gamos, Intromural sports,
assombly programs. social ovonts, clubd
moutinga ond : musio organlization activi-
tion.

Activitios of tho oclaasroem, although
thoy arv tho main foaturc of tho school,
aro gonorally ovurlootod. Thoy aro seo
oloso to tho daily livos of the studony
roportora that tho rcportors forget that
thoso activitica havc nows valuo to many
rondors, including paronts, taxpayors
and ovon many of tho studonts thamsolvos.

Tho school papor could bottor scrvc its
purpoee ag interproter of school to oome
mnity if it would dovote space in ecoh
issue to classroom activities,

School patrons oftcn obtain a distorted
view of tho gshool fram tho school papaer
with its colums filled with sporte: ea-
sombly end sooial nowa, along with por-
sonal gossip, but scldom & line about the
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things for which tho taxpayors provide
funds for tho oporation of tho sohools,
Tho sohool papore. rightly conductad,
oan bo 2 ronl power in maintaining hor-
monious rclatiuna beotwoan school and com-
mmity to say nothing off providing valu-
able training for tho atudenta who scrye
as roportors and oditors in gotting the
nows and proscnting it to thoir roaders.

QURESTIONS AND PROBLEXS ON UNIT V

1., Why is fact gathoring important?

2. Thy docs an unskilled writor f£ind
gops in his list of factsa?
and nows

3., How aro newa guthoring

writing rclatod?

4, Beplain tho dutios of logmon and
rowrito men,

6. Elaborato tho statament: Tho ro-
portor doos not mako nows,

6. Why should a roportor verify facts
from morc than one sourco?

7. How may a roporter bo comparod to e
dotootivc?

8, How is nows concornlng routinc hap-
ponings obtained?

9, How doos tho roportor obtain the
facts for a story of an wnoxpectod ovonti?

10. %horc amy tho studont find facts
for starica of routinc happonings?
aotivi-

11. How may nows of classioom

tios bo obtained!

12, Namo somo unoxpootod  happonings
which havo boon sourcos of nows storics
rooontly, How did tho roporturs obtain
the facts for the storios?



Unit VI

Yiriting the Lead

LEAD MAY SUMMAKIZE ENTIRE STORY
OR MAY FEATURE SIAGNIFICANT LILEMENT

The lesd is the opening paregrepn of a
news story, It may be & swmoary of the
entire story, or it may atress a single

featuro of it,

Writing e lead is ono of the most dif-
fioult things the beglmming journsliist
has to do, becoaueo it is difforont from
anything ho has d¢no in English ocomposi-
tion classroom work.

The bsginner may havae & tondoncy to
writo his story boforo ho writos tho load
but aftor same practisc ho will find 1it-
tle diff'ioulty in writing the lond first.

Tho 1lcad is gonorally containod in tho
first paragraph, but it somotimus ocontin-
uwos {or a socond paragraph or ovon =a
third,

A mumnary load containa tho gist of tho
ontire story, It should anewor tho quos-
tlons, who?! what? whore? why? whon! and
how? or as many of thaoso clomonts as
apply.

Ofton a ocortain 1cad olemont is moro
importanmt +thsn the othors; <¢this is tho
olamont whioch should bo placod at or noar
tho boginning.

The who, what, how and why oluments aro
importent onough for boginning positions
more froeguontly then ara tho whore and
when eolemonts,

Beginnors should guard against over-
using the when clomsut., It is so casy to
say, "On Friday night tho senlor play was
presonted in the auditorium,"

But the flact that the play was presant-

od on Friday night is ono of tha loast
important facte conneoted with it,
Battor: Tho sonior play, & <three-aoct

molodrama sntitiod, “Un tho Night of June
Ninoteon." was presonted Friday night in
the high sohool auditorium,

This lcad tolls what, whoro and when.
The why olomort asould bo added by saying:
Tho procoads of the play are to be usod
to holp finnnce the Gooso~stop, school,
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DULL LEAD MAY BE ENLIVENED
BY INTRODUCING DRAMATIC ELEI{ENT

——

yoarbook, ncoording to Tam Riockard. eon-
ior clnusa prosidont,
Tho load as now construotod contalns

tho what, waon, whoro and how oloments,
with the what olwmoant "foaturcd” or
"playod up,” It might pass ns a satia-
faatory load, ospocially if spoco avail-
ablo woro limitod., Howover, it 1s a dull
load. It ean bo anlivonod by fouturing
somo dramatic situation in tho play, liko
this:

Choors of opproval grootod tho verdiot,
"not guilty," wspokon by the foraman of
tho jury whioh gavo Miss Annio Kindor her
froocdom from furthor oustody of the court

Roalistic woro tho many inoidonts in
tho murdor +trial, bdbut thoy woro moroly
cpisodces in tho dramn prosontod by the
senior olass ns thc nnnunl olass play.

Tho throe~act molodrama ontitlod, "On
tho Night of Junoc Ninotoon,™ was prosent-
od to an onthusiastio oudiovnco ond ndd-
od moro than $100 to tho fund for publi-
oation of Goosc-stop, school yoarbook,
according to Tom Rioknird, sonior olass
prosidant,

Tho enlivunod 1load roquiros moro spaco
than the moro simplo ono and it may bo
rajootod by tho cditor whon othor urgont
storios clamor for spaco,

After all, thd important ocnaideration
is to inoludoc ns many locd olamorts os
apply and to foaturo tho moat significant
or intorosting olament.

Thae load is tho most important part of
a gtory booouso somo roondors go no far-
thor, Thorcforo, it should oontain gv-
orything ossontial to thp story.

Important words should bo at or noar
the boginning of tho load, 1lcaving loss
Lsportant dotalls for tho lattor part of
tho paragruph,

Trho following lond bopimning 48 +*oo
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gslow in arriving at tho story:

Prosidont Ralph David omlled tho mogt-
ing vo ordor and asked for a reading of
the minutos. An argumont onsuod ovor
whothor tho olub should 1lovy an as=soss-
mont to provido a club picturo for the
school yoerbook. Joo Rogore moved that
tho mooting adjourn. Motion ocarriod,

How many lood clamonts aro missing from
tho ferogolng lond? What club wns  it?
Whoro and when did it moot? What wae tho
outoamo of tho argumcnt? )

A good roporter Aia alwnys looking for
soma  fosture or polnt of high intorost

with which to begin his icad, If ho oan
find somo opposing foroos, somo clomonts
of confllot, ho has found his featurc.

80 he mignt bogin his lced 1liko tho fole
lowing aftor ho hos gathorod tho nooos-
anry informetiom:

Aftor o stormy scossion of tho dramatie
olub at which Prosidont Ralph David ¢ried
not alwrys sucoeonsfully, to koop argulng
membore  from ooming to blows, tho club
mambors dosided by a oloso voto to tax
thamsolvos 50 conts omoh in order to pro-
vidc a ploturo af the olub for tho Gooso-
stcps school yoarboolz,

Tiho mooting was hold in roam 17 of tho
high sohool building Tucsday ovaning,

Such dotails as tho ronding of tho min-
utos and the motion to adjourn arc not
inolwlod booanse thoy aro considorod +to
havo no intercvst for roandors,

In writing o load, thoe roporter first
scloota & foaturc or phaso of tho story
which in his opinion. hns tho grcatest
signifioanocc or intorust for his roadors,
This footuro 1s then playod up by buing
placcd at or noar the beginning of tho
lead, Othor load olamonte, or as many as
apply, aru givon subordinato positions in
the yomninder of tho lond,

Avy ono of tho load
what, whoro, how, why )
nlayed up o8 tho fonturo,

clomonts - who,
whoni - may bo
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Vhatever is interosting or signifiocant
to & numbor of porsons 4a nows and the
best news is that which has the greaterst
interest or signifiocance for the greatoet
numbor,

Boaring in mind this definition of nows
tho roportor will not devoto much spaoco
to n story which has interost end signi-
fioanco to ono porson only; he might bot-
tor sond tho mossago to tho ono porsou
concorned.

For this roasen such a leed as the fol-
lowing should be avoided:

Who was tho porson who was soon mt tho
glating rink Friday night in tho oompany
of & sortnin sophamoro with rod hair?

Howover, & load like this may bo satis-
factory if it revoals the answor in tho
paragraphs to follow provided the nows is
intorosting or sifnifiocant to a number of
porsons. It is !mown as tho qucation
load, Tho purpose of this typo of lead
is to arouso intorost and so to ontieo
tho roador into tho story.

Tho quostiom load, tho exolematory load
and tho wstartling statomont lead aro all
typos of toasor icad. Tho toasor lcud is
usoful in furnishing varioty but it is
not advisod for froquont uso,

The ocausa, tho roasan, tho purposo, aro
ofton significant and intorosting, and
furnish desirablc load olaments,

A nows etory is writton for the infer-
motion of tho roeader, not for tho ploas-
uro of tho writor. Tho roador wainta to
!mow; ho doos not want to bo doecived nor
miginformod, Acouracy, thorefore stands
at tho hoad of tho list of roguiramonte.

furthormorc, tho load mmat bo so com-
structed that its memning will bo cloar
%o tho readorjand it should heve oconoiso~
noss to tho externt that it doos not ocon-
oval its moaning under heapa of varbiago,
but not to tho oxtont that it roquircs
muoh study to determine the meaning.

Simplioity of oxpression roliowos tho
roador from tho burden of unnocossary do-
tails; and both simplioity and oloarnoss
oontribute %o acouracy, without whioh the
lomd would bo objeotiomabhlo.



GPAMMAT ICAL CONSTRUCTION
GIVES LEAD VARIATION

Much variety in load
construction may bo ob-
tained by tho oholco of
gramstical oonstruoction.
Construotiams wusod in in-
Troducing a load sro: ine
finitive phrase, proposi-
tional phrase, partioipial
phraso, dopancant olevse.
noun c¢leusc and noun,

Load Dbeglinninges domon-
gtrating thoso six grem-
matical constructions aro
givon bolow:

HOWNL

BOMBAY. Indie, Jan, 15,-
(AP)~~The aga kahn, loed-
or of Ismaill Mohammodens
in India, East Africa and
Contral Asia, will voooiva
a8 a gift his wolght in
diamonds, if a ocamnaign
startod today by his fol-
lowors in Karachi provinco
is sucocossful.-- Orogon
Journal

Propositional Phraso

OTTER ROCK, Jan, 1§,--
During rocent brilliant
doys it was discovorod

through the lookout tolo-
scopo on Ottor Crost that
whon tho big ocolomy of
cormorunts movod  south
lato in tho fell fram Gull
island, a rock a milo and
2 gmartor from lapo Foul-
woathor, <thoy loft a con-
tingont of a dozon or so
oig birde in possceaion of

thg south and of tho
rofugo. Othor birds notod

Google

firiting the Load

on tha rook inoludc galls
and morras,-0rogon Journ-
al,

Infinitivo Phraso

To supplamont tha fund
boing raigod to sond dolo-
gatos from Portland to tho
national aonvantian of tha
Amgrioan Gold Star Msthers
to be hold in Juno st Los
Angalos, the mothars' Mort-
land ochaptor will have a
12:30 luncheon Monday at
tho home of Mrs. Julia
Weaite, 1751 S W 824 av-
enue, --Orogonian

Participial Phraso

WEST PALM BEACK.. Plia, (Jan.
15.--(AP})-- Rosisting of=
forts Uo budgs nor froar a
sandbar, tho 24,289 ton
linor HNanbattan remnined
hord agronid today while
mogt of hor 200 passongors
lollod in tho sun at Palm
Boaoh.~-Orogont Journal

———

Depondoat Clausc

STATFHOUSE. Salom., Fob,
16 (Spocial) - Whon the
Orogon state logislaturo
rocanvanos horo Mondaey at
10:30 A, M,, following tho
wouk-and rocoss, 1t will
bo faocod wlth oongostod
calondars, = larga numbor
of ocommittoe ocanforcnocs
and tho task of roporting
out somn of the wmost cone
trovoreiol bills of tho
1941 sossion.=--Oragonion
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EXAMPLES OF LEADS
ARE HERE CONT INUED

Noun Clauso

Thot tho Unitod Status
maritimo oomission  has
bcom  looking ahard townrd
groatly inecroseing 1its
ahipbuilding program to
Tit dofonse and wur needs,
ovea  boforo Prosidont
Roosovelt nnmnounced this
wook that plans woro afoot
4o build 200 more ships,
waa noted in soveral pudb-
liontions prior to the
presidant’s announcemant,-
Oregonian

The If Clause

NEWARK, N. J., Feb, 16
(iN8)=-If you should hap-
pen to find 20 army truoks
please notify nearest head-
quariors,

Tho araty lost them Sune
day somewhero along routo
26 in Now Jorsey,--Oregore
ian

Woll-‘mown Quotation Lead

VANCOIWER, Wash.. Fob,
16 (Special)-- "Iron bars
do not & prison mako," but
with the ald of a little
ocomprossod air they'll do,
Tho prison bars boing sct
in plecc for the oounty's
oourthousc, for instanco,
would not memke & prison in
thomaolvos, But punpod
full of air undor pressurc
thoy maizc an cxcollomt
burgular alarm systom,--

Orogonian
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QUEST IONS AND PROBLEMS
ARE GIVEN ON UFIT VI

‘1, What is e newspaper
lead?

2. The lead may be e
summary of the entire sto-
ry or 1t may stress a
single feature of it.
Explain,

3. Why 18 writing the
load difficult for meny a
beginning journalisg? __

4, Whers i=
alweys found!

the lead

5, Of what does # sume
mary load oconsist?

6, What six quastions
should be answered in a
sunmary lead?

7. What aro load aolo-
monts?

8, Which lesd olementa
are the most froquontly se-
loctod as features?

9. Is the when oloment
of suffioient aignifioance
to warrant a place at the
boginning of a load?

10, How 15 & lead ole-
ment playocd up?

11, What i3 tho most ime
portant considoration in
writing e lead?

12, Explain: A good re-
porter 1is alvays looking
for sumo fosture or point
of high intorost with

GO ~3|c

which to bogin his load,

13, ¥hat ie tho first
thiu§ to do whon writing a
lead

14, Aftor oclecting o
featuro elemont, what doos
the writor do with tho
other lead elaments?

WHAT IS NEWS?
THIS IS THE QU&STION

16, What is news?

16, That is the purpose
of a question lead?

17. What is the princie
pal value of all typea of
the teaser lead?

18, Should a papese pab-
lish a story which has ine
terest for only onme persot

19, The cause, the rea-
son, the purpose, are of«
ton intoresting and sige
nificant and furnish de-

girable 1lead slemente,
Disouss,
20, Wny is acouraocy of

prime importance in a nows
story’

21, Toll why olearness,
simpllcity and conaiseness
aroc valuable qualitios aof
nows accounta,

22, What grammaticml con-
structions may bo usod *to
attain varisty 4r writing
of a load?

23. In a daily papor,
find examples of leads
msntioned in this unit.

24, lmprovo this load:

At nine o'clock om 3dmne
day, Soptembor 7, tho stu-
donts mot in tho auditori-
um and wora told by tino
principal that mathomatics

is no longer roquired,
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Vi

Writing the Body of the Story

Following a lead. the body of the story
is sometimes written in chronoclogiccl or-

just as nectarless flowers me lonzer in-
teres® a bees, so stories without continu-

dear. Battor then  cohrenologieal ing significance lose  inter-
———————— order howgver; %s iho crder est for the reader, lHowever, Present
Deoreasing| of deorsnsing importancae, inL,asin°° tha purpose of o news | Most in-
Importance) whioh evemts cro 2rrioged i8™ story is to provide informa- [toresting
Is Bettor ' descending order of incerost tion, the story serves tihe in- First
- This method

or significanco.,
48 especially valuable in duplipubs, bo=
cause s story ouan bLe ocut to £it limited
space without rewriting the story; it may
be cut beginning with the bottom pare-
graph until only the lead paragraph re-
mainsg if necessary; and despite eauh out
the story will retain the most important
slonunta.
‘ Evon in printed papers in fnot, stories
written in this descending ordor are de-
sirable in fitting typec 4rmto available
apacc with a minfuam of rowriting, . .
- Maxt to tho lead; the most

Do Not Bury| important position in B sto-
Significantl ry iz the paregraph immedi-
ately following the lend.

At End Other rparegraphs nroe valun-
—————esme— ble in thelr diroot soguenpe
for the rosdor will disoontinuo rcading o
atory the moment his intcrest coaces.

Thus it follows thet dotalls of intor-
oat and significsnoc should not bo buriocd
in the paragraphs at or nomr tho omd of
the story but should bo writtem in ordor
of doorrasing importanac.

Likowiso, importont words in oach para-
graph shoulé be placed ot or noar the bo-
girning, to cntido tho roader to continua
Waak parograph beginnings moy causo the'
roador to loss Interest end stop reuding.

Howevor. the foct thet a rocdor disoon-
tinuee lLefore rocching the end of a sto-
ry is not of itself an indlcation that
tho slory is poorly conctructod, On the
oontrary, that fact uuy show that the
psory 1o well writtm,

A woll-oonstructed nows story may ine
‘trizuc the reador from parsgraph to para
grepn 1ilo flowors attrocting a bee., But

‘Details |

Google

terest of the reader by with- ————
holding nothing eand by presenting most
significant and most Iinteresting fects
first,

Some readers may thom resd only the
lead; others will ocontinme te the end of
the story or they may stop anywhere be~
twoon, onch reading ucooyding to his ine
torest., Significant or Iinteresting de-
tails therofore, should not bo submorged
in the middle nor at tho end of a Dpara-
graph, but should be placod at the bogine
ning whoro the roador will be most likely
to read them,

Susponsge, whilo usoful in featuro sto-
rias and in fiotion, 1s most undosirablg
in moet news storios,

The following story publabhed n a
school papor 18 san examplo of a story
written in ohronologionl ordor instead of
in tho more desiratlo order of importance
It vas writtean by n sohool

roporter early in the Example of
school yoar bofore ho had |Chronological
tino to learn tho metiod Ordor

of dooroasing importance.
It is an oxampio also, of tho kind of sto-
ry yrittan by o roportor who dopands on
his momory without tho aid of notos, Hero
is tho story:

The girls! trlo ocomposod of Medolino
Yolf, Delores Porter and Helen Imeo, son-
iors, sang the school song, "Keep Up Your
Courago,” in asaenbly last Friday.

Franl: Stephens, faculty aong leader,
thon lud the studonts in singing the saumo
SONE.

Af'tor the singing, John Adems, studont
body prosidonts prosented Rov, Rood Eoos
of OQldhem +to the assombly. Mr. Eoos
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gnoke om "The Little Things in Life,"
ter Mr, Koos spoke, ths vell leader
try-outs werc held with the candidates
le2ding the assambly with a few yolls,
Conch Jamor A, Farr, DPrincipal A, J,
Koplor and Band Leader C, D, Wand, all
gave short talks boforoc Proesidont Adams
dismissed the assembly.

This story is romarimble for tho de-
tails it loaves out., It says tho spoalor

- spoko on "Tho Littlo Things
Dotails in Lifo," but it doos not soy
Lacking what thoso littlo things are
Make Poor| nor what the speaker said
Story about tham, It says that

—————"' yell leeder try-outs wore
hald with oandidates loading tho assembly
but it falls to namo the candidates or to
say whether any candidstes were choson ns
school loadors, Coach, principal and
band loador spoke, but what did they say?

ldontificetion of porsons was done
guito satisfactorily, but othorwisc tho
story 1is faulty., The wrltor neglecoted to
piok e feature for a lond; and he failoed
to pummarizo what tho spealers said., All
told. this is a story which oonocals as
moch a8 it rcveels and 1t leavos tho
roader wondering what roally hepponod,

Upon rocolving & story like tho foro-
going, tho oditor should roturn it to tho
writer with directions to obtain rddi-
tionnl informetion, +o pick a lead foa-
tire and to srrenge the »aresrmphs in or-
dor of decreasing intecrost.

As puolished, tho stury scarocly do-
sorvod the sprca bocauso it omitted so
mych, It did sorve to pudbliclize saue
naics; and namos maikc good oopy provided
soncthing intorosting or significant is
8:id in conncstion with tham.

Ju writiag the dbody of a story, tho ro-
porter  Chewld alwars  koep in mind that
objcn ivity is the rule i =ewewritiag,

10 leep tite story objective, the re-
portor  shoulld vrite in tho {third porson.
Forsonal proromns in the first persun are
to bo carofmlly emvolded except in diroct

Google

verbatim quotation or in a signed story.
Use of first person personal promouns

tends to maks a story opin- _
lonated or editorinlized; it | Naws

then bocomes subjoctive in- (Written
stead of cbjoctive, Person- |Objeotively
el opinion is roservod for L—u-——

editerial writers or for by-lino writors
in stories of annlysis or interpretatiom.

To writo what he soos and hoars without
projudico, ocommont or oxprossion of his
own porsocnal oplnion, 4s the function of
a roportaer,

For example, a reporter would violate
the objoctivity rule if he should write
the following:

The superintendent bought
ug three of the Dbest Iind
of typewriters today.

In the first place, use of tha first
porsonal pronown "us™ makes the writing
gsubjootive; and in tho second placg, "the
bost kind of typowriters"™ is an  expres-
sion of opinion or commont,

The reporter could have mmde the story
objective by writing what he saw and by
attributing what ho hoeard to its source,
like this:

The superintandent bought
threo new typewritors for
the ocommorcial dopartment
todey. Yo said thoy are
the best kind,

Another thing to be avoided te "fine
writing." Uscd in this sense, "fino"
writing nieans the opposite of axozllent
writing. It involves circumlo-
cution; it gooe & 1long woy
arownd to say what could be said
mors simply and directly; asome-~
times it is ovinionated.

If & roportsr shouid say, "The hizh ard
mighty senfors Jjoined forces with lowly
fresmon to rout the arrcgant sophorores
in the urnucl bag rush esterdsy," he
world be uging "Jine writing.® Cimplicity
will Circee him te scy, "Sonlers, joining
forcus with freshmen, routod tha sopha-
mores ostorday Iin tho annual bag rush
on tho cthletic ficld.™

Avcid
"Fine"
Iriting

‘
—— —



Writing the Body of the Story

The use of "there" in "thors are,”
"there is," '"thore will be,"™ otc, may be
—e————— avolded frequently in the ins
torest of dirootness. Instoad
of writing, "There were 35
“"There presont,” "There will be a
Are® meeting ecallod;""There is to beo
—_—l e gume Friday, otc., write,
MAbout 356 woro presont;" "A mooting will
bo ocallod;™ "A gamo will be playod Fri-
day," otc.

How to use figuros and all gquantity ox-
pressions presonts & problem beocause of

Dontt
Overwork

————=—=~--— the absenoce of any one ruls
Rules Glven| to oover all  situatiouns,
For Use of | A general rule presoribes
Figuros that figuros be used when a

numbor is 10 or highoer, and
written words when numbors ares under 10,

Example: Storms Friday damaged two pas-
senger ships and 14 cargo ships on the
groat lalkes aocording to word from Chica-
FO.

Excoptions to the general rule aro manwy
Whon boginning a sentonce with a number,
spell it out or prooede the figure with

"about," "approximatoly,” "noarly," "ox=
aotly,” or a similar word.
Examplos:  About 500 airplancs wore

sountod on the raid on London Wodnosday;
or, fivo hundrod planos worc countod, ots.

Agos of porsoms should bo givon in fig~
uros, Examplog: Josoph Goorgoe, 45, wuos

promotod to hoad mochanio

ot tho Jaoobs

milli this wook.
yoars, was

Philip Goorgo.

talron to a  dootor.

ago 2
Josoph

Jolng, 6-nonth old san of, oto,

Sizos, dimontions, quantitios, time,
otcs,» aro given in figuros, Examplos:
Prunos woro quotod yostorday at 5 conts
a pound, Tho road curves for 5% milos,
Tho sawimming tank is 50 foot b inches
wido and 120 foct 4 inchos long. He ar=-
rived at 6§ A, M, and departed at 11:09
P. M,

The following nowspapor story illus-
trates a number of uses both of f(Iguros
and spellad-out guantity oxprossions:

Forty men from draft board No., § have
baon placed in class 1-4, 76 aro tonta-~

/Google
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tively 1-A, 21 have been olassified for
limited gsorvive and 11 have —
been found wnfit for mili- | Use of
tary duty, ecoordirg to A, |Figures
L. Steels, the ohief olerk, | Illustrated

No delinguencies wore re-
portod among 500 questionnaires sent out,
Eight men wore already in the army, eight
wore voluntoers and two deforrod bocause
of their ocoupations., Thirty-sovon, duo
to bo oxaminod in Juno, woro marriecd but
had working wivos, 262 woro marriod mon
with familics and 15 singlo mon with do-
pondents,

Five were consolentlous objeotors, one
men had completed army service, two were
aliens and two clergymen,

The reportor, in writing the body of
the story will noed to lmow various other
things concorning the praotice of Jour-
nalistic writing.

He should Imow how to give credit to
the source of the story; how to obtain
and write Interview steries; how to covoer
meetings; how to identify persons and
places; how to deal with abbreviations
and whon not to abbreviate; how to use
religious, militery and other titles; how
to write dates; how properly to divide
words at ende of lines, eto,., eto.

These matters aro treated in separate

units in other pagos of this book,
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Questions and Problems on thit VII

1. Desoribe the method of writing the
body of a story in the order of descende
ing significance or intorest.

2, What 48 the value of this method
of writing from a readerts viewpoint?

3. What is the wvalue of this type of
writing to the publishors of the paper?

4, Aftoer the lead, where is tha most
important position in a story?

5. Where in tho story should bo placed
tho dotalls of loast signifiocanco?

6, In each paragraph, whore 1is the

most important position?

7, Why should tho moet interosting or
signifiocant facts be told firast?

8., In nows storica, what is the valuo
of tho oclamont of susponso?

9, What ie objootivity in tho nows?

10, How may a writor avoid the usc of
such exprogsasions as, "thero are," M"thero
will be," oto.?

11, What is the gonoral rulo oconcerning
tho uso of figuros and spollod-out num-
bors?

12, Corroot orrors in this aontonoco:

1500 persoms filled tho auditorium to
hoar 3 apoakors toll how two thousend and
twonty-sovon planes woro unable to do-
stroy olovan ships manncd by sovon hune
drod and 67 sailors,

13, Improvo tho following., paying par-
tioular attontion to objootivity:

Thero was cold at Deviis lake, N, D.
yostorday. Thore thoir thormomotors

Gou Agie

wont to thirty-ono dogroos bolow zoro end
its only the middlo of fob. too., Thers im
e articlo 1n tho papor which says it was
thirty above at our place out in Califoim
ia, we wouldn't I'mow what to do if our
weather went to 30 below; 1lets hope it
never doess

14, Rowrite the following plecing ime
portant words near the beginning of the
paragraph; look out for all Xinds of
Jjournalistic errors:

VASHINGTON, Feb. 18.-(UP)« the u 5 sen-
ats convenad today at the cus hour.
a report was made om the british aid bill
and 1t was sald by opponinta of the bill
that the measuro " makes of the ohiaf
exscutiveo a dioctator, and worso, a dicta-
tor with the power to talie us into war.”
let us sond our vicws to owr socantors.




EXPERTENCFED RIPORTERS
MAY WRITE UNDER BY-LINE

When & reporter booomes
a proficiont gatheror and
writor of news, his editor
may g£ive him a by-lino,

Thia mecns that the namne
of the writar is placed at
tha top of the story Jjust
below the headlino, A sto-
ry with a by-lina is a
by-line story, e gigned
story or eigned artielo,

Tha by=line writor is
not only a good nows gath-
aror and writer -~ a good
roportor = but ho ia also
an oxport or an authority
an tho subject on which ho
writaos,

Sports By-linod

Sports stories are often
by-lined: So are stories
frou the national capital
whigh ara writien by wvet-
eran obegorveors of politlios
in aotion,

Foreirn correspondents
and sneaiel correspondents
agsigned to armies often
write under by-lines.

Gbjeotivity not Roauired

Tra by-line writer is
not hnld to the rules of
abjizctivity which urw the
fricaientel rules f'or gm-
erul rapertors. Conso~
Quer.!13; @ ty-line writer
zar offer norsonal opin-
ian and commant.

This privilore is given

Gougle

Unit VI

The Signed Story

ninm bocause he is ganoral-
ly a man of good judgment
and wida exporience in the
tield in which he writes,

Purthexmere, ho wmay be
sitvatod far from his homs
newspapers right in the
midst of activities of
world interest, where his
kmowm eennesa of observa-
tion and sense of naws
values make his intorpre-
tative storivs of intorost
to newspapor roadors.

Ha MNoed not Editorlializa

Tho writor of tho signod
story nood not noccssarily
oditorializoe and injoct
porsamal opinion and oom-
mont into his storios and
by so doing dopart from
tho gonoral rulo of objoo-
tivity, 1In faot, ha fro-
quontly practicos objec-
tivity as carofully and as
fully as ho did in tho
days whon ho, as a gcnoral
roportor, was requirod to
oomply vith tho wuniversal
Amorioan ngwspapor rulcs
of objoctivity aad Iimpar-

However, the Amoriocan
nenapaper reudsrs  have

shown a desire for exnert
orinion on world a’fairs,
both et hame eni abroad.

This demand is mwet by
newspepers and procs co-
gociations who assirr. some
of their best mon to oar-
ry-oa this work,

Soliool papor oditors may
grant the by-line privi-
lego to aports writers

SCHOOL SPORTS WRITERS
MAY WRITE UNUIR DY-LIKE

——

who may then include sane
interpretation end comment
along with their e£'raight
reporting of aports evonts.

Editors may grant a by-
line to the writer of the
occaslional story of excep-
tional merit.

The by-line privilege
should ba granted sparing-
1y howeveri: and should bo
regardod ns a mark of dis-
tinction, to be earncd by
hard and painstaking work.

Follwring is an oxample
of a signed story ooml.ih-
ing objooctive writing with
opinian:

BY HFLEN XIRXPATRICK

LONDON, Feb; 18--Within
the next month the wmr
will enter on its deeisive
phase 4in tho view of the
most oompetent exports
here. Apda it will be
fought in the Ealkmns, tho
Far East and Grent Britsin,

Whother German pressure
will be such as to force
Japan to talke asotion or
whothar the Germars will
once again use thoir roide
ors under the Japaneso
flag thus finally ombroil-
ing Japan, is u mattur of
opiniau.

In tho Ballkans, 1t wounid
not bo surprising to sce a

protty offective Gorman
viotory.~~-Orogonian
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QUESTIONS AND PROBLEES ON WMIT VIII

Y. What expsrience mst
a raporter have in  apder
to write under & by-line?

2, What is a by-line
story?

3, What, in eddition to
being a good reporter,
mest a by-line writer be?

4, What Zind of sohool
reporting is most likely
to have s by-line?

5. How does objeotivity
affect the writer of a
signuvu story?

6. Why rey the by-line
writer bo given frecdom
from the objesctivity rule?

7. How should school
raporters regard the by-
lipe privilege?

8., In the signed sto-
ry by Helen Kirlkpatrick,
point out parts which are

objective and parts which
express the opinion of the
writer.

9, Write an article for~
possible publicetion in
your paper. Choose a sub-
Jest on which you are
qualified by experience te
express opinions. Virite
in tho third person, but
write as you would if you
knew that your story wWould
be published under your
by-1ine.

10. Find examplos in
newspapers of by-line sto-
ries in which the writers:

(a) vrite objectively;
{t) interpret, analyzs,
oomment or otherwise ox-

pross porsonal opirion.

(c) use ths peraonal
prounouns I, my, our, otc.

{d)} quote sources.

o

UNIVER?

Origi

Y OF MICHIGAN



STORY SHOULD REVEAL
SOURCE OF INFORMATION

Any news story should
reveal the source of the
information, By aettribut-
ing & etatemsnt tTo a cer-
tain person, the paper ab-
solves iteelf from respun-
sibility to a certain ex-
tent {f the statement
should prove to be falae,

This does not mean that
the newspaper is entirely
free from responalibility.
Guard Against Libel

The papeor may be sued
for libel; but the peper
ia turn, may recover dam-
ages fram the person who
gave falee irnformation,

In echaol newspepers,
little dangor oxists aof
damago suits for libel but
sahool editors and raoport-
ors should know somothing
about libel and how the
prafeasional press guarde
sgainst it,

Verify Before Publisking

Reporters should be on
guard againat the peremm
who geeka out the reporter
to give nlm a story, bdbut
who aska tThat his name be
kopt out of the story,

Before eubmitting for
publication & story ob-
tainod under such oiroum=
atanocs, the reporter
should verify the faots
fram gther sources.

On tho other hend re«

Google

Unit | X

¥ho Said That?

porters should disccunt
the modesty,natural or aa-
suned, of many persons who
are in a position to {ur-
nish meterial for newa,

Use Taot

By tactful oonversatiom,
the reporter may discover
whether any real cbjeotiom
exists to the use of the
peraon's name as a source
of vajuable news,

At no time should a pa-
per primt a story over the
real objeotion of the
source unleosz it oan be
showm that publioation of
the story is in +the in-
torest of the publioc,

Offiolals Hespamsible

This does not infer that
the members of the paper
ataff may be sued for 1i-
bel, for most, if not all
ihe staff members will be
minors, Any legal motiom
will be directed nagainst
responsible school heads,
the principal, superinten-
dent or board of trustees,

Therei'cire an editor who
insists on publishing mat-
ter which may be libelous,
is simply placing himself
in & position where the
suthoritios may have to
relieve him of his posi-
tiom for their own proted~
tion,

"Isn't this country
free, and don't we have
trecdom of the prossi™
oriet the editor threat-

FREEDOM OF THE PRESS
HAS SOME LIMITATIONS

ened with the loss of his
pesition. T
Yea, this is o free
ecuntry snd 1t has a ‘press
that is more free than is
the presa of any other
nation. .

Law Limits Press

But evea freedom of
the press 1is subjoot to
somo lLimitatione,whioh aro
made in the interost of
ooamon welfaro. just as
evory other right must bo
gxorolsed within oortain
restrictions for tho good
of all,

The prees i{s restrioted
by laws governing libel,
Libel is oovered by state
laws which differ in some
respects in the warious
states. _

In genoral however, 1i-
bel may be dofined as any
writing, print, publioa-
tion or picture ohloulmted
to injure reputation or
charaotor, .

The term "ocaloulatod™ to
injuro brings in tho olo-
ment of mof:ivo or intont,
The absonoe of mailoce or
any intont to injuro, if
it can bo proved, is a do-
fonso or partial dofonsc
againet a 1ibol motiom,

A full discuséion of -
bel oan not be undertaken
horo booauss of 1limited
spaco. Staff mewbera who
are intorested in a fuller
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discussion of tho subjoot
arno advised io consult 1i-
brary references,

Vorify to Prevent Error

Suffiee 1%t to aay hoere

that porsons who allow
their nsmss to be ueod
freely are more 1likely to

give truc information than
aro thoso whe wish theoir
names withhold. Howavur's
a porson may bo mistaken

though woll-mouning, 80
the roportor should novor
nogloot to vorify his

fnots f{rom anothor source
wnonovoy possiblo.

Rames Land Authority

Famos oro usod in news
ptoriea to verify the ori-
gin of tho storios and te
plao» rospansibllity. They
are usad =alsoy booause
they land en air of au-
thority to nows storios
and this givos satisfag=-
tion {o roemdore.

The publi¢ likes to know
tiio sourcos of statsmente
publishod in the papor. A
reador woighs the mnows
value of & siatoment Uy
the prostigo af the person
who is its sourco. _

Occasianally for asomo
good roason, tho source is
withhold, If thc news val-
wo of tho story outwolghs
thy absonce of a stated
sourco, the story may beo
publirhod anysay. But e
sonroo not rovomled  will
probably be !mowm at tho
nowspapor ofTicos whoro it
my bo riled for rcforcnce
for weo if nocosaary,

Google

Sourco Examples Given

Source 1s rovealed 1in
somo and coacoalod in othe
ors, oi the storios which
rollow:

ATHENS, Jan. 8 (AP)-Moro
than 300 Italian prisonors
of war wors takem Wedncs-
day in rostrictod loeal
fighting on tho Albanien
fromt, tho Groel: high com-
mand announcod, --Crogonian

WASHINGTON, Jan,8 (AP)}--
Tho navy roorganizcd its
fighting forcos Wodnosday
into threoo Unitod CZtates
floots and raisod tho lim-
it of onlistcd porsanncl
%o provide orows at full
wer-timu  strongth for
ships undor construotion.

Svorctery Franl: Inox ane
nounced tho changos, whioh
waro authorirod by Proai-
dont Roosovolt,--0Orogonlan

Tho soafood Miss laurm
Gordon and Fred Thanmpsun
aete threo days befare
tholr swollen tonguo
doaths was not tho smourco
of the poisoning whioh

141l0d tham, Dr. Joswph
Boaman, hoad of the state
orimo ladboratory, an~

nouncod Monday,--Crogonian

Unitod Statos Attormoy
Carl €, Donourh ennounsed
Thursday that ho hnd pro-
forrod charges against 16
moro mon who woarc acougsod
of violating the solootive
sorvico act,--Orogonien

Tho annual Dolta Thote

Rho dence will bc hold at
+tha I00F hall Octobor 6.

"Valuos® will be thc
thomo of tho Girlst® loasuo
oonforonco %o ho hold at
tho high achool on OGstober
6.

AN FASTERK CANADIAN PORT
Jan, 8 (AP)=~Princo Friode
rich Goorg Hohonzollorn,
29, fourth son of tha fore
mar oerown prinoec of Gor-
wany, was roported Thure-
day night to have bomm oo
of 250 to 300 intornod al-
ions who sallad from en
kastorn Canadian port to
holp cloan up raid dobris
in fngland,--Orcgonion

LONDON, Jan. 8 (IN§)a--
Voetminster cathodral,
Wostminstor oity hall and

tho temple havo boan dem-
aged in recant air reids,
it was announced offieil-
ally Wodnecaday.--Ovcgonian

LONDOR Jan., 8 (AP)-- The
British moat ratim, out
only Tuosday to tho oqui-
valent of 32 oonts worth
por porson, wns sharply
roduced again Wodnosdey
night == this timo to the
oquivalont of 23 oconta
worth--aftor a virtually
moatloss weck-ond,-- Ore-
gonian

LONDON, Jan 9 (AP)-- Por

the third oonscautivo
night nael raidars wore
absont fram Loadon up to
woll af tor midnight,

Woathor wes baod,-Orogonian

MOLALLA. April 9.-- Thec
Bueclloroo association heos
announcod winncis in a
pogtor contost,-——Journnl



EXAMPLES GIVEN SHOWING
SOURCE BY INFERENCE

The following oxamples
indioate source by infor-
anoce in reporting moetinge
conforencos, ocourt action,
govornmont bodios, oto.

CANBY, Jan, 8,--Sovoral
Canby satreots will bear
formally rocognizoed namss
for the first timo in tho
nosr futuro as ono out-
growth of a joint projoot
botwoon tho clty and tho
high echool to placo oon-
voniont markors ot tho ine-
torsootions, - Orogon Jour-
nal

STATEHOUSE, Salom, Fob,
19~«Tho "spood bill;"™ son-
ato bill No, 1, oamo out
of tho scnato committoao on
ronds and highwoys today
with o 6l indorsomont for
passago. and an anondaont

ralsing tho "indlioatod
spoed" from 456 milos an
hour, the pormissible

spood sot up in tho origi-
nal bill, to 55 milos an
hour,-«0Orogon Journal

EUGENE, Fob, 19,-Mombors
of tho Northwost Christinn
¢ollogo Pronohors assooia-
tion have organizod a pro-
joot that will provido
transionts on opportunivy
to hoar sorvicos and ro-
ocivo holp. Tho missiom,
which hold its firet sos-
sion this wook, is locatod
in downtorm Eugeno. Moot-
ings will Bo hold oach
ovoning,-~0rogon Journal

Gougle

Vho Said That?

Sourcoas of tho following
areo inferred as obsorva-
tion by tho roportor:

WEST PALM BEACH, Fla,,
Jan. 15({AP)--Rosisting of-
forts to budgo hor from a
sandbar, tho 24,289 tom
liner Manhattan romained
hard aground <today whilo
most of hor 200 passongors
lollod in the sun at Paln
Bonoh.-=Orogonian

DAYTON, Wash., Jan, 15--
An all-night "silvor thaw"
Monday followod by a snow-
storm Tuosday sddod to tha
labors of tho lino orcws
who had d4iffioculty main-
taining power =servive as
high power lines foll un-
der heavy burdens of ioe
that had besn ocollooting
the last several days,--
Oregon Jgpurnal

QUESTIONS AND PROBLEMS
GIVEN ON UNIT IX

1. Why should newspapor
gtories reveal the sourco
of tha nows?

2. Doos rovelation of
the source absolve & news-
paper fram responsibility
if harm should result from
publication of the story?

3. In a gohool paper,
how does possible harm
which might rosult from
publiontion of a story af-
feat the ataff?

4, What should a report-
or do if he receivod wmt
appoared to bo s good sto-
ry» fram a porson who do-
elinod to pormit tho uso
of his name as a source!

5. Should & roportor
always acoode to tho wish-
o8 of porsons who want
thoir nemocs withhold from
oonnoection with a story?

6, What limitations has
froodem of tho pross?

7. Dofino libol,

8, What part may beo
playod by "intont" ina
libol actlon?

9. Why should a roport-
or vorify faots from moro
than ono source!

10, Why do nowspapor
wriftars liko to uss namos
in conneotion with ovonts
about which thoy writo?
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QUESTIONS AND PROBLEMB
ON UNIT IX CONTINUED

11. May & nowspaper pub-
lish a story without re-
vealing its source?

12, Find axamples in a
deily paper and in sohool
oxchanges of stories which
reveal tho souroce.

13, Find examples which
do not reovoal the source.

14, Find oexsmples in
whioh the reporter's ob-
sorvation is the source,

15, Find oxamplos in
which the souree is re-
vealed by inferenco.

16, Arrangoe for a news-
paper man or an sattorney
to ospoak to theo staff on
tho sudjoct, "Laws of the
Pross,”

17. May rumors be ncws’

18, Find oxamplos in
whigh tho souree is given
as, "It is rumored;" "“If
is ropoertod;” TAccording
to curront gossip;” ote,

UNIVER?

ra
J




Unlt

X

Interviow Stories

Much of tho nows of the day is antained
by interviewing porsans who are in posi-
tim to furnish information of publio in-

torost, An intarview may
Interviewing | require enly s fow minutoes
Is Informal | or it may noed an hour or

sevoral hours. Most inter-
viewing is quite 4informal and oonaiste
norely of a coarsraatisn betweon the re-
porter and the "vioctim" or sourece,

f'ten the reportar noeds to interview
s number of porescns on theo same subjoot.
each of whom furnishce one or moro do-
talls,

A formm) interview may take place st

tho roquest of the raportor who arranges
a dofinite timo and place to sonverse
with the intorviowoo, If the latter is a
high official in govornment or busineas
his timo myy be so takon up +that he has
little time for roporters, Indeed, re-
porters find some of <thess persons quite
difficult to reaoh, oven after making
sppointments through office scorotarioes
and after warming outor office chairs for
howra or svan days.
Howovor ,most persons in of-
ficlal and industrial 1lifoe
aro quite approachablo and
may be roached by roportors
who show ocarnostnoss and
vorsistenco in sooking thoir goals,

Roportors ero soldom cyo-witmosass of
scoidants. Thoy obtain the faots for
thoir storios by intorviowing witnosses.
Canflicting toetimony has to bo woighod
and vorified by additional intorviows;
or somotimes oonflioting viowpoints are
printod on tho authority of the porsons
giving them, Tho roporter should obtain
namos of 8ll witnosses; horo is s oease
whore publie intoreost may roguire pube
lication of pamos ovor tho objootions of
the porsons who aro willipgg or unwilling

witnosasos of an saocidont,
Sshool roportors sometimes oumlalin
about tho leok of nows about which to

Most Porgans
Aro Quite
Approachablo

writo. But they need nover lack, beoause
thore is a sourace as ondless and inex.
heusi:ible as tho sea. That sourcs is tha

people all about themy and

interviewing is the msthod Hews GSupply
to bring the hidden sto- is

ries to light, Tho raportw | Tnexhaustible
or may havo to use ingonu-

ity, tact and porsistencoe; he must learn
tho art of questlaning to bring out de-
sirad information. He mmst not diaplay
his notobook in a way to frightem +timid
personsy he must lead his source gontly
as a fisherman plays hie fish. Of ooursoe
some will not rise te the bait; ,—

same, refusing all the arts of | Sourao
one fisherman. will take the | May Bo
bait of another; asome, after | ' Lured
hiding for hours or days, will

suddenly acoept tho hoek. Is it too muoh
t0 ask a reporter to put as much patiomoo
and persistence into his work as o f isher-

men puts into his sport?

Should a reportor takoe notes Tako
during an interview? This ia & | Notos?
question which cannot e wmm-
swerdd “yos" or "no" omea and for all,
Muoh dopsnds on oircumstances, Tho fow-

or notes tho better, provided tho roporte
or has a good mamory,li his memory is not
80 good he may bo Able to train it by
oomoontratod effort,

An interview is moro naturel end in-
formal if tho reporter loads and airects
the convorsation without constamtly have
ing to toko notes, Some sourcos will
talk more fresly if they aro not fright-
ened by tho reporter’s notobook,

On tho other hand, some souroes are
disappointed if a reporter doos not take
notos; they profor that notos bo takon in
tho intorest of moouracy., “They- are war-
ranted in their disliko of boing mis-
quotod.

ALl this loads to tho conolusion that

& roportor must be judge of human mnoture
encuth to boe able to tell whathor a
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source will be terrificd by the sight of
a notobook, Tho reporter will trzinhime
solf to <take as fow nolos as possiblo,
but he will tals enough to omebla him to
write an aocurato aoccount of what the
Interviewas said, fiec will be espocially
oaraoful to insure acour-

Inaxperienced acy in namos, guuutitive
Sourcos Requiroc| exprossians and Coob-
Tho Most Tact nioal informatiom,

- Porsons in public posi-

tions aro accustomod to intorviewors and
thoy will givo tho roportor littlo diffi-
culty., Porsons who aro not accustomed
to sponk for publicatlon may raquire the
most tact on tho part of a roportor.

== But doos not tho mmtor fool

Sucooss more joy in bagging tho olue-
Doponds or | sivo quarry then ho doos in
Preparation{ shooting tho gamc which runs

———ssed ottt €0 moot him?
Sucoons of an intorviow ofton doponds on
proparation mado for it. If tho ropertor
kanows somothing aoout tho sourso, his
achiovoments nnd hobbios, ko will make a
bottor appronok and will bottor bo ablo
to ostablish a fooling of common intaorcet
botwoon him ard tho sourco; and aoility
to ostablish somo camon ground malos
suocoss almost certein.

Aftor tho intorviow, thc ro-

Vorify portor may tako a fow momonts
Important | €to go ovor somo of tho points
Pointes ospocinlly any that aro nat

oloar; ho should vorify namos
which woro usod in the intorviow; ho may
sook olariflication of -‘any technical
points; but hc ghould not tako timo of
tho sourco for oaxplanation of matoors
that hs may obtain fram reforence books.
Actucl writing of an intorviow story
prosonts nothing now to
the roportor who undor-
stards how to pick a
foaturo fTor a load and

how to prosont hie motorial in parcgraphs
arrangod in ordor of docorcasing import-
anoco, Biographicaul matorial : conocerning
tho sourco im bost Intorsporsod through
tho atory; not groupod in ano paragropk.

No Now Prooloma
In Writing

Google

QIJESTIONS AND PROBLEMS ON UKIT X

1. What porsmms aro constant

of nowspapor atorios?

sourcos

2. What constitutos nn intorview storyt

3. Why may n roporter ncod to intor-
viow soveral porsons on tho samo subjoct?

4, How would you arrangc for an intor-
viow?

5. How do rcportors obtain facts oon-

corning an cooident?

6. How should o roportor randle con-
flioting tostimony?

7. Nowmo nn  incxhaustibla
nows storios,

sourca of

8. Of what uso to a roportor
gistonco and ingonuity?

ar¢ por-

8, o' what wnluo
tioning?

is tho art of quos

10, Givo argumonts pro nnd com on  use
of notobool: during an intorviuw,

1}. What type of porson is most diffi-
cult to intcrviow?

12, How will proparation for an intor-
viow peva tho way for its succoss?

15, What vorifientions should e roport-
cr moze at tho closu of an intourviow?

14. How should an
writton?

interviow  story be

15. Clip onc oro morc intorviow astories
from o daily papor, Whot is ‘uadd as a
load? How is biographicsl matorial hand-
lod?

is. Intorviow a studort ond writo tho
story to bo submittoc Lo your oditor.



Unit XI

Storfen of Spoochon

The news report of a speech will saldom
be a verbatim account.
In tho first pleane. space

‘Varbatim is not often available
3peash Reports| for tho ontire speoch um-
Infrogquont less tho uttorance 1is

guaite short or ualess theo
speaker is vory well ikuomn,

Bvun in tho saso of a woll-kuoem spoak.-
or like tha prosident of the United
States, a spocsh summation is publishod
gvon if tho ontiro spooch 1is punlished
also,

Reporter ent gtatement firat, fol-
Arrenges lowed in order by satate-
Speecn Story| menta of legeor importanoce,
In Order Thorefora the roporter will
Of Interest | pliok the statamont which

he considera of most inter-
ost or 1importance if'or use in tho 1load,
Othor portions of e spoech will bo writ-
ton in order of dooroasing intorost or
signifiocance, Somowhore in tho story,
- but not often in the 1lead,

*Toll About| a reporter should tell some-

Speaker thing about the spesaker - his
offioial position; his attl-
tude: his achicovementn, ote. Ha should

-1dentify the speaker oompietely; toll how
ho appoared during tho apeoch; how the
audianog reaotod; and anything clse of
intorest to roadors. In short, tus story
of tho spooch may bo cnhancod by injoot-
ing mach of tha porsonality of tho speak-
or into tho story.

If & speech doals with eoientifis or
teohuiccl matters, the reporter shoiiid
roduaa them to nan-toohnjocal languaga,
—=—"] Whenovor possible, & reporter
should intorviow e spoakor af-
ter an address to obtain ad-

—o—ses—~e! ditional points whioch may in-
oreago tha intoreat and waluo of the
story by olerifying aay doubiful points,

Roporting mootings ls very aimilar to
roporting specchos; tTho main ovant of a
mooting may bo a spoo¢h; or a numbar of

Intorviow
Spealer

In the socond placo, & sapoaker sol-
dom malos his moat Lmport- .-

nd Moetings

‘persons may speak on the same or differ-

ent topios. Much of the tims

of a meoting may be taken up | Condonse
in routine matters of little and
or no interest +to the readers |Summarisze

of the papor: these may be ————
onittod or passod over lightly. Tho main
problom of tho roporter in reporiing both
apoochos and mootinga is to condense and
summarigze; to intorprot soientific and
toohniocal materisal into languago roadily
undorstood; amnd to mako intoresting stoe
rios out of dry spoochos and dull moot-

ings. In truth, roporters mo .
woll succood that a drp spoooh Report'
shorn of its eoxcoss vorbiago |Spoakor's
and extranecus material, often Intont
appears in print as an inter- ——
esting and lmportant address, Always,

however, the reporter's aim should be
fairness to the speaker; he should not
pounocs upon some single word or statemont
periaps a slip of the Lougue inoidont to
rapid speaking.,and play it up out of pro-
portion to the rest of the speesh, The
roporter should almys try faithfully to
poriray tho intent of the spoakor ss well
a2 tho spirit of tho adomsici,

Somo vorbatim quotation Ouoto
is pormissible mnd ofton do- What £s8
sirable, bdut it should beo |Charaoter-
limitod to that which ia most istle

charaotoristiac of tho speak-
or. Vorbatim quotation may bo used to
bogin tho load provided it sumerizes
the spoooh or expressea an Important
phase of the speech, T ——
Assembly speakers provide
plemty of ovportunity forstu-
dont roporters to writo spoeoh
reports., but thoy should not
overlook variouna other spsoch-
e8, many of whioh mekoe intoresting re-
ports, Among those aro, topioal specchos
modo by students in olassroomss looal and
visiting spenkors at mootings of clubss
mootings of studont counoil; conf'cr=
onoes of Girls' loague officors. ote,

Assembly
Sponkors

Provide
Matorial
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Quostions and Probloms om Unit XI

1, What spoach roports havo boen pub-
lished verbatim in tho daily papors ra-
sently?

2. Why do papors soldam publish vor-
batim roports of spoochas?

3. What part of & spooch will & ro-
porter seloot as the lemd for his story?

4, Af'ter writing s lead. how should a
roportor errange othor parts of tho ad-
dross in his story?

5. Why should e roportor includo m
ocmplote idontifieation in his  spooch
atory?

6, How much of tho porsonality of tho
apoalor should tho roporter bring into
the story of a mpooch?

7. What is tho apooianl problom of o
roportor in handling m epooch on & tooh=
nical or sciontific subjoot?

B, What additional information of in-
torost to his roadors may a roportor obe
tain from a spoakor gaftar tho oloso of
an nddross?

slmilaritios nad difforon-
and in roporte

9, Explain
cos in roporting spooohcs

ing mootings,

10, What is tho boest thing for a ro-
portor to do with routino mattors whioh
tako placo placa et a macting?

11, In oovering apocochos and mootinga
what are the main problams of a reportor?

12. In what ways may & roporter proao-
tico fairnces to a spoakor’

13. Disouss how vorbatim quotation may

be ugsed in tho load of a story of a meot-
ing or of a spoeoch?

- Google

14, Around your achool, what
nitios exist for roporting
nootings?

oppor ta-
spouvohos or

15, How may a mooting of a cludb bo re-
portcd so that tho story may bo of din-
toreat to paronts eand frionds who aro not
mambors of tho club?

16, Find in & deily poper, an oxemplo
of a spcoch or mnoting roport which usos
vorbatim quotation in tho lead,

17, Writoe for publication in yowr
pepor, o spocoh roport en a talk or ro-
port mado by n studont in ono of  your
classos rocantly,




Unit X1I

Sdentifioation of Persons and Places

Identitication of Persons
increases Reader Interaest

Careful and consistont identii'isstion of persois men-
tioned in nows storiocs adds much to tho walvs of the

peper besidsa giving it a
Easlost to 1dontify ere

of’Lofals such as, odach,
prinoipal, s&suporintondont
and doan, Othqr teechors

aro idontifiod by tho sub-
jocts thoy teach, an:
Richard Roo, toacher of
scionce; Mrs, Richard Roe,
domostia art instruotor;
Miss Rite Roe., mathematlce
teachor.
Do not say, WMr, Richard
Roe; moroly, Richard Roo.
In the {dontification of
women, usgo the titlo, Misas
or Mrs.with glven namos.
Exemplos: Mrs, Hichard
itoe, presldont of the Par-

ont Teacher leoaguo; itiss
Nollie Roo., asgsistant 1i-
brarian.

Excoptions: namoa of

girls of olomentary and
high school ago: namog of
professicml womon. Exem-
plos:Juno Roe, froshman;
Dr. Mary James (or Mrs, J,
H. James, M. D.):Professor
Alioo Snow (or “rs. Sammel
Seow, profosser of hamo
economics),

Idontify Students

Studantes way bo $denti-
ficd by positions thoy
hoeid in olass, olud or
studont body, or moroly aa
moamtisrs of & oless.

Examplos: Botty Jacobs,
president of Footlighter's

Gougle

reputation for aoccurscy.
ajlubs; Jomm Jukes, sopho-
more {or Sophcmore John

Jukes)s Ceorge Sams, stu-
dent body president; Mary
Biggs, student body secre-
tary; Susan Singston, stu-
dont librarian.

Long Identiriostions
Follow Kemes

Idontifying titlea which
roquire sovoral worda
should not procode the
nane, Evample: James A,
Jones, superintendent of
sohools ( not Superintend-
out of Schools Jamos A,
Jones).

Positions Idontify

Asaambly spoalkoers or otu-
or visitors day bo idonti-
fiod by thoir officlal pos-

itions, oocoupationa or
profosecione,
Examplca: Harry Goorge,

decp sea diver; Attorney
Goorge Hunry; !rs. Goorgse
HEonry, stats regent of the
Paughiors of tho American
Rovolution; Librarian Mar-
garct Goorgo (or Misa Mar-
garot Goorge, librarian);
Pater Pocter, farmer.

How Identify Clergymen?

Identifioation of olar-
gymen requires careful at-

REV. MR. SIMPSON, RIGHTj
KEV, SIMPSON, INCORRECT

tention. The -tistle "Rov.”
should never be used with-
out an accampanying title
or by the givem name.

Examples:The Rev. Albert
Simpeon; Rev, Fathor Sim,'n-
son, pastor of St. Mary s
ohurch; Kav, John A,Himes,
pastor of Hillsdalo Bap-
tist church (or tho Rev.f.
John Himes or Rev,Mr. Jokn
Himes).

If tho clorgyman is =
dootor of divinity, his
identification is 1llns-
trated in the exampies:

The Rev. Jomn Hines,d. N:
(or Rev. Jom Hines,D.D. &
the Rev, Mr. Jolm Himes,
D. D.).

Another common practice
is: Dr. John Himes, pastor
of Forest Hillse Baptist
shurch.

Catholic.Episcopal, Jow-
ieh and othor olergymen
have such titles as, fath-
or. priest, rabbi., bishop,
archbishop, momnsoignuer,
oardinal, viocer.: rootor.

Exagplos: Rt. Rev. raul
Jamoes, bishop of Westerz
Washington(or The Rt.Rew.);
Most Rev, John Paul, arch-
bishop of the diocess of
Idaho (or The Most Rev,);
Goorge Cardinal ‘Manwells
Rabbi Abreham Strausberger;
Fope Pius XI1;The Rev.John
Richards, vioar of St.
¥ark's ohurch; Dr, Henry

Mitler,pastor of the Meth-
odist churohjy The Rev. Dr.

Noed Van, rootor of Stliarks
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IDENTIPICATION GIVEN
FOR ROMAN CARDINALS

A ocardinel of tho Roman
Catholiic ohurch is idonti-
fied by plecing his titloe
batwoon his given neme and
hie surnamo, thus:

Goorgo Cerainal Meanheim,
erohbishop of Bostom

Socond Mgntion Rulos

IdaAtifioations ary-less
aomploto in roforance to a
porson tho sooond end sube
soquont timoa in the eamo
atory, whon initlels of
glvon namos may bo omttted
08 woll as tho spocifio
position jdentifjocation.

Exenplos: Firet momtian,
John G, Jemoa; scaand, Mr.
Jamos; first, Rov, ( or
tho Rov. or Rov, W&, =
tho Rov, lf.] farl nm]
socond, tho Kov, Mg, Tind-
or. Rov, My, Kindor or Nr,
Kindor (but novor Rev.Knd-
o), _

Mrs. Richard Koo - Mrs.
Roo; Mias Nollio Roo -Mige
RoojJamos A. Janos, su-

porintondent of publio in- |

struction - Mr, Jonos, or
Suporintondent Jonos; Ate
tornoy Goorgo Homry - Mr,
Honry; the Rov.John Hidee,
.Uo Do - D!‘. Himoﬂ- RW.*‘.
tilinos, the Rov, Mr. Himos,
Rov, Dr. Himoa, cho Rev,
Dr. Himoa or Mr, Himos.

Rov. Fathor Errol Fish -
Fathor Fish. Rov, Fathor
Fiah, tho Rov.Father Fish,
Rov,. Mr, Fish, oto,

Studcnte may bo identi-
fied aftor first montliom

by givon namos only.

Gougle

Examplo: Botty Roo =Bobe

Titios domoting rank or
navy and army offioora aro
gonerally spollod out.

Examplos: Admiral Fran-
coia Colot, mavy minister;
Colonoel &)lon Young, U, S.
marine oommander; Corporal
Robort H. Simmons of the
marine corpe; Hoinrioch
Lampo, socond officor of
the Columbus; Commodor
Adolf Ahrons, mmster of
tho Bremon.

Gonoral Charles Huatzor,
wor minister; Marshall
Budolfe Graziani, Italian
ooumandor in Libyn; Liou-
tonant-Gonoral Hoyao Tada,
comaundor of tho Jupanoso
army in North China; Pre-
mioer-Gonoral John Matnxas,
of Grooco; Brigadlor- Gem-
eral Simon L., Bohn, junior
commondor of the rapidly
expanding Alnsin dofonse
forooy Privateo Jolm Citi-
gson; Ensign Robert Zoo;
Sorgoant Henry GatosjRounr-
Admiral Jgsoph Joovobs.

Civilians Identifiod

Persons oooupying civil
officos aro idontifiod by
the offiocos Lhoy hold,

Exomplos! Prosidant P ronk-
1in D, Roosovolt{or Franl-
lin D. Roosovelt, prosi-
dont of tho Unitod States);
Govorner Charlos A, Sproguo
(or Charlos A. Spraguc,
govornor of Orogon); Vieo-
Prosidont lonry A.Wallaoco;
Sammol Rayburn. spookor of
tho houso of resrosatda~
tivos (or Spoaker Samuol
Rayburu or Spoakor Rayburaly

Sonator Cartor Glass (op

CIVILIANM I1DENTIFICAZION
18 CONTINUED NERE

Sonntor Gloss or Cartor

Glosa, sonator from Vir-
ginia.

Chiof Justioo Charles E,
Haghoe ( or Charles E,
Hoghos, ohiof justico af
tho supromo court); Soo-
rotary Cordoll M1l ( or

Cordoll Hull, seorctary of
atato); Cirouilt Judgo Al-
bort Johnson ( or  Judgo
Johnson); Mayor Charlos R,
Sastro (or Mayor Sastro);
Patrolmnn Hal Holmos, oto.

Idontify Privato Forsons

Porsons who hold no pos-
itions in raval, military
or oivil lifo moy bo idon-
tifiod by ocoupntions,ros-~
idonce:. ago, reaco or n
oombination of two or moro
o thoso eolomonts,

Exomplos: Farmor Josoph
Joans; Potor Flano,ocarpon-
tory Josoph Bland.43,col-
orod, 756 S E Washington
stroet; Honry Smith,ranoch-
or of DBoaver Flnt; Mias
Joy Silk. saloslady nt C.
J, Niokol's s&toro;Mra,Bvn
Nyc. history toachor and
drama coadch; Hr. and Mrs,
Alfrod Stomo. orohardusts
of Boaver Crook; John Z,
Hinds. 37, ®ourostono”
fruit doalor.

Placo Idantifications

fioll-‘mown placcs such
os, Now York. Boston. Los
Angolos, Chiocongo, London,
Borlin, Poris, Rome,7Tokyo.
Mhnila, Dublin, Secnttlo,



PLACE XDENTYFICATIONS

Identification of Persons and Fleces 63
QUESTIONS AND PROELEMS ON TONIT X1I
ARE PRESENTED TO TEST STUDENTS' TWONLIDGE

MADE FOR ACCURACY

(Continued from page 62)

Shanghai, Athens and many
others neod only to be
mentioned to bo proporly
recognized, Numerous oth-
er pleces from whioch nows
originates loss froquontly
neod somo idonmtiricetion
in ordor that roaders may
understand their locationa,
Citlos and towns situat-
od within tho stato in
whiloch the papor is pub-
lishod ncod not bo idom-
tifiod by stato unlesa tho
plaoco is runcto and ob-
souro or waloss tho place
namo ie duplicatod in othe
or statos,
Examplos:Boavortom. noar
Portland; Parkroso, suburbd
of Portland; Horeford,Bakor
oounty; Nowport-by-tho-ma;
Fort Stovene: slto of tho
nowly construoted bar-
racks; South Santiam highe
way to link Albany with
Bond.
Placos
tho stato,

situatod outsido
unloss nation-
allv or intornaticnally
known, arc 1dcntificd by
naning stato or country.
Examplos: Hamburg, big-
gost soaport in comtinont-
al Durope; Avonsmouth, an
important port olty for
Bristol; Vichy. Franco;
Bardia, fortified Libyan
port; Xanming, torminus of
the Burma road; San Fran-
cisco; Molbourno; Chicsgo;
Washingtom;Bolgrado, Yugo-
slavin; Portland, Orogon;
Portland, Mainc;  Anlmea,
Turloy; Gonova; coto,

Google

1, Why do roadors liko to havo identifieations givon
for porsons about whom thoy road?

2, Find in e doily papor ocxamplos of idontifiocations
af porsons who hold positions in eivil lifo.

3. Find in a dnily papor oxamplos of idontifioations
of porsons who hold poeitions in tho nmavy or army.

4, Find in a dally prpor oxamplos of iduntifioationa

of porsons who hold no positiems in navy, ormy or poli-
tioal 1lifo.

5, Find in e daily papor axamplos of idontifioations
by ogo, addreses, rooco or o combination of two or moro.

6., Fiad in a deily paper exmumples of identificetions
by cocupation or profossiecn,

7. How cro studonts idontifiod?
8. How nro womon idontifiod?

9. What 13 tho bost way to write 1long iduntifion
tions which reoquiro suvoral words?

Wirito idontiflocations of throo looal ministora.
Find in dnily poapor iduntificatiemns of clorgymen.
What is tho form of idontiffcrtion for a enrdinsl

13. firnt ldontifying titlos oro usod whon nnmos of
porsons aro montionod moro than onco in tho samo story?

14, Find in n daily papor oxcmplos of idontifiontions
of officors to show whothor titlos aro spolled out or
abbroviated.

15. How aro placce within tho stato idontifiod?
16, How aro plaocos outsido tho stato idontified?

17. Somo duplipubs rofor to tho high sohool prinoipal
as Mr, Jones; to tho coach ne Hr., Smith, Why should
thoy glvo morc comploto idontifiontions?
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EDITORIALS INTERPRET
NEWS PRESENTATIONS

Editoriale oonsist of
newspaper material which
axpressas opinien, argues.
persuades, interprets; ine
strusts, praises.orusades,
or merely oaments,

In short, ediloriiia mey
ba sid to interpret m&k-
Lor presented in the news
section of tho paper.

Timeliness Lags

Aditorials ey iag be-
hind the news in timeli-
ness,since they base thoir
interprotation, opiniaxn.
aommant, oto., on the nowsa.

Editoriml writora on
daily papars may road the
day's news in gzalley vroof
aiid bess somo oditorial
writing on ths ourremt
day's news, but moro ¢ften
aditorial intorprotation
will leg & day or longor,
Thia lag is necessary to
givoe oditorial writors
tima in which to dooument
themuolvas in ordor to ace
quiro the nocossary baok-
ground or o bring it wp
o d‘too

Is Poliay Comtrollced?

The metropoliten daily
pepor organization in-
olwdes an odicoriial board
which may pess upom tho
worits of owoch oditorial
to s0o that it conforms te
tho policy of the pagor,

This tonda to impart e

Google

Unit X111

Editorials

stability o tho polioy so
that it doos not wavor
from day to day,

At vorious timos tho
gharge has been made that
the editorial poliocy of
fOMe nowspapers is oon-
trolled by large advertlis~

ars. The chargo may have
been true, at loast in
part, at some tlme of

S0M0 newspapars,

But the beat editorial
practioce,; and that adhorod
to by the bost nowspapors,
is onc which divorecs odi-
torial polioy from the ad-
vertising wnd news soo-
tions.

The oditorial soctiom of
s school nowspapor is of-
iton the woakost part of
tho papor.Editoriala lack
punch and comviction. They
may. doal with outworn or
thr@dbaro subjeots; thoy
do not rolato to school
1lifo;thoy proach too maoh.

Ediitorials Ruquire Study

In ordor to improve tho
sditoriale of & pepor,
eoditors and advisers will
£ind it noocossary to do-
voto moro attontion to
this phaso of journalistic
writing.

Fditorial writing ro-
quiros thought;and thought
roquiros a baokground of
information and exporianoo
of whioh ¢timo is tho os-
sonco.

Bogttor cditorials, oven
if thoy woro fowor in mum-
bor, might bo theo stopping
stone to incroasod quanti-

POOR EDITORIAIS
NOT WORTH THE SPACE

ty es woll as inorecasecd
quality of editorialas., A
practice might be adopted
of onitting editorials, or
some of them, unleszs they
maat higher standards, Ed-
itors should not amlt good
news stories or festure
stories, merely to have
space devoted to editors
inls. The best available
matorinl, rogardlesa of
ite typo, should make up

the papor,

Objective? Subjootive?
Direotions for writing
nows always admonish ro-
portors not to mix viows
with nows. But in oditor-
iol writing tho writor may
writo what ho thinks; air
his opiniona, subjoct to
tho limitations of spaco
and tho rules of proprioty
and oourtosy. pirovided the
aim 1z tho welfaro of the
geoup and not soliish por-
sonal intorest,

The oditoricl pago is mo
placc to publicize potty
porsonal gricrancos.

Students oconfrontod with
tho ngsigmmont of writing
oditorials weookly or of tom-
or may find that thoy run
out of idoas. It is hoio
that tho studont writor
noods to road along o now
dirooction; or talk to =
diftforont sct of pooplo.

Differoncos of oplnion
will bo hoard, wouover a
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group of pecple assembles,
Qut of such disoussians
may come guggescions for
good editorinls,
Suggestiona for editore
ials oome from many sourc-
e8; in tact the alert ed-
itorial writer will find
tham sverywhere; and no
dearth of 41deas noed be
presont for tho ono who is
roally looking for thom,

Writo Both Yows and Viows

Most journalism studente
combine reoporting with od-
itorial and foaturo writ-
ing,

Thia is aa it should be
in order +to give the stu-
dont journalistic oppore
tunity to try himsolf out
in tho wvarious fieclde,

This plen works out woll
in prectice booauso tho
roporter will find that
news sourcod Bro generally
oditorial aourcos as woll.

For tho nows soution ro-
portors are omjoined to
writo what thoy seo and
near but not what
thirk, Boar in mind that
thoy arc naot told not to
think; they do think and
thoy do have opinions,

Tho result: of this
thinking and thoso opln-
lonsg may find o roady out-
lot in odivorial writing,

Thus objostive ncws writ-
ing and subjootivo oditor-
{al writing fo hand in
hard, Lltorials grow out
of nowa accounts, This
typa of oditoriel is high-
ly dosirable booanso it

forma o bond botwoon tho
nows msoction and tho od-

GO 3ic |

Examples of longer
Editorials Are Given

itorianl pago.

Fditorial writing is not subjoot to the
rostriotions plaocod upon nows writing,

Tho oditorial

doos not nocod to havo a lend: and it doos not nood to

bo writton in tho ordor of
doorcaaing importanco; as
& mattor of fact, it my
rovorso tho order of the
nows accourt by having its
most importeant part at or
noar tho ond.

No objootian is mado to
an oditorial writton in
nowd stylo; but moat edi-
torinls erc not sowrittem,

No Set Editorial Rules

In faot, ne sst rules
for editorial writing are
prescribed for all edaiter-
ial writers to folluw,

Much $a loft to the in-
dividual as to treatment,’

Of oourse, the editorial
pegs will conform to the
rest of the papor ir gen-
aral jouwrnalistic siyle,
including oecapitalizetion,
punctuation. spelling.etc.

4{torials Vary in Length

The length of editorials
varies wnil the way from
one sentence to several
paragravhs, Editorials of
only one Bontence ware
called linors. Liners are
pungent opinion or ocomment
orn mattors of ourrent in-
torest. Kot overyono ocan
writo them, A person who
finds he has the Innck of

turning out tigse short
one~sontence editoricle,

shouid use it.for Whe pro-
duot 1s cenerally of high
value and interost, Caro
should be taken that such
matorial dcos not ovorstep
the bounds of propriocty
oourtosy and good tasto,

Akin to tho linor is the
editorial parograph made
up of wmatorial a 1littdo
longor thap tho linor,

Boginnors may find help-
ful the threo-paragravh
oditorial,

Standard, Throa Paragraphs

Tho first paragraph oaslks
a ogucstion or statos =«
problom; tho socond ux-
pands or disousses tho
quostion or problom; the
third may offor an answor
to tho quostion raisod in
tho first paragraph; sug-
rost n solutiom to tho
problam; or it mny loave
tho question unansworod or
tho problem unsolved. Thc
morit of tho unanswecrod or
wsolvod typo of oditorinl
is that it tonds to stimu-
lato thought on tho pari
of rondors., It is a do-
sirablo typo ond dosorves
wido uso.

Examplos of 1linora aond
smo-paragraph  editoroals
follow:

Sho cood; ho wood;
Thoy wed; sho sued.



Some girls ere awfully
simple; others are sinply
avwful,.=~Pine Murmurs

Civilizod man hnas only
one wifo; this 18 callod
monotany,--Student oxam,

Miss Anderson~-~ Woftll
£inish these bulletine bo-
fora wo start our i{indusa-
trial revolution. - Guide

If ypu noed nows and ask
someone for nows no ano
\nows any naws; but if you
do not neod news ovoryvody
kiiows nows; but this is no
nows,~=-Anon,

Lon  Kintorig thinks our
nigh school ought to be
called a stoclyard, tho
way thoy bui.cher nows.

Hohnny Hands says it
hurts wnom @  parachuto
snops open; wo'll wegor it

would burt worss (f it
didn't opon.
Youth is that carefpoo

interlude in lifo whon a
chengo in woather is noth-
ing porsonal,--Orogonien

The worst traffioe tangiloe
of tho yecar was mado by a
lady motorist who sligneloed
to turn 1loft and thon
turnod loft.--Tho Soribo

Boulovard: A public wallk
ocoupying tho site of da-
molished for-b_if.‘iontlona.

/. orank ig naver satise
fied. It is ho who is

alvmys starting wheols,

Google

PAttorials

SPENDERS ARE ROBRERS

Up o a certain point it
fs the duty of evoryons te
save,oven at whatever sao-
rifice it may cost him,

It i8 dishonest not to
live within one’s inocome
and iay up something for a
rainy day,

Those who saspemd overy-
thing as thoy go along are
as much holdun thievas as
any robbers who over mado
8 victim stand and dolivor
for they Imow thst thoir
family and f{riends or the
conmumity will have %o
support them whon thay arc
down and out.--Solooted

READ A GOOD BOOK

What kind of literature
do you road?

£re you onc of tho nany
porsuna who would rather
road & choap 10-cont magoe-
tino instoad of a classio
or a book by a good nu-
thor? If you are., why
don't you got tho habit of
taing out a book by a
notad author whon Jou g°o
to the library? Don t rot
tho idea +that all 10-cont
magazines arc trashy, but

you should know to which
onas roforonco is boing
mndc.

Bad broaks in businecss
Aro grave, it is truo;

Bad brales on a car
Arc a prave affair too,=-~-
Sontinol-ifist, St, Holoas

67

DOES IT WORK?

Doos student govornmoub
work in this sohool?

Somotimos it appoars
that theoso who stand in
with tho studont govorn~
mont of ficors aro not pune
ighod for thoir violations
of rulos, whilo thoso who
arc oursido tho innor ring
aro oaught ond punighod
for tho slightost violie-
tion at all.

If officers do not do
thoir duty wo oan olooct
othors who will, Thoy arc
our oloctod officors so wo
should voico our objoc-
tions whonovor wo 800 =&
broak-down in govormmont
oporation, If wo koop
8till tho ovils will con-
tinuo boomuso tho afficors
may think wo aro satisfiod
with oxisting oonditions,

Somo law violators will
got by undor any kind of
govornmont,

Lot's not blamo our of
ficors for cvorythirg; lot
us oooporato with thom and
oncourago thom to onforeo

studont mndo laws impar-
tially.
Wo havo made gront

stridos sinco Shakcspcar's
day. Folks oould not mako
a silk purso out of o«
sow's oar thon.

Gold §# whoro you find
it; It is tho soarch that
mnXos or brooks O mAN,--
Anon,

—

Striko whon ireon 1s hot,
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QUESTIQNS AND FROBLRS
PRESENTED Ol UNIT XIII

1. How does editorial
writing differ from news
writing?

2, How doee the sditor-
ial page compare with the
news pages in timeliness?

3. Does youwr paper have
sditorial oconments on news
accounta of the -owrremnt
igsue?

4, What aire the funce
tions of an editorial
board?l

5. What 4ia "editorial
polisy”"?

6, What is the 1ideal
relationehip betwoen the
editorial policy and the
edvertising department?

7. How onn you Iimprove
tha editorials in yowr pa-
por?

8. Shonld an papor be
publiishod without sditiewr-
{ale!

9, What limitations in
expressing his views nos
ng aditoriacl writer?

10.%hy should petty per-
sanal griovancue bo kopt
off the editorial pego?

11, What may a studont
editorial writer do +to
goin now horizeas for uso

in editorial writing?
out o suggestad pli:l;. Ty

Go Ble

IN NERS ACCOUNTS
ARE EDITORIAL HINTS

12, Nearly @eovory mné&ws
story {urnishes oeuggen-
ticna for editorials. Dia-

13, What rulas are pre-
soribed for an editorial
writer?

14, What goverms the
length of an editerial?

15. Desoribe the stand-
ard editorial.

16, What are linore?

i7. ¥hat oan - editorial
writers do to foater
wholesoms relaticaa Dbe~
tweon a school and a oom-
munity?

18, Mhat servioe may the
oditorial writers render
now students at ths begin-
ning of a term?

19, Why should a student
study Engliah? Diaous=
this queation with parents
tenghors and atudonts and
writeo an oeditorial based
on these discussions.

20, Do tho sams with tho
othor subjoatz of the our-
ricuium.

21, The way to preparo
for oontemporary affairs
is to sﬁug the olassiocs
of human affairs, tho ocon-
available for study of
ava e or s
ocauso and ofTeot. Lﬂ
this into an oditorial.



Unit XTIV

Feature Storie:x

PEATURE ENTERTAINS, INSTRUCTS. APPEALS TO EMOTIONS;
APPEAL LIES HORE IN HOW IT TELLS THAN IN WHAT

The featurc story is difficult to define

boecause af

the varioty of forms which it may tCake,
Ono typo of featura story has for its purposo. simply
tho antortalinmont of tno rosder; another appoals to the

oemoctions aof love or plty;
anothor tolls how +to do
or mako samoching,

Foaturo Story Not Fiction

Tho feature story 1is
bagiocly truc - it 18 not
fiction - but it may be
drosgad up iIn languago
mora olaborato than that
of tho nows story or the
editorial,

Tho foaturo story ofton
deals with semo ovont
which has little wvaluc as
atraight nows, but which
makos ontortaining roeding
whon oxpandod end olcbor-
nl:od.

Prose or pootry mey be
tho vohiclo whiah carrios
tho foatura story,

Tho following, if print-
od a8 nows, woulad bo of
1ittlo valuc but it mnight
have ftound e plenoc on an
inaido pago on somo day
whon nows wag BCAICO!

Much laughing, squirming
and turning of  hoads
throatonod to breek up tho
arithmotfia class in lies
Sophic Taylor'a room at
Rivorviow school yostordey
morning whon lMery Martir,
8, brought hor pot iamb to

sochool,

Mory. hawover, doolarod

Gougle

she did not bring the pet.
"It just follows me ev-
srywhore I go,”™ sche smaid.

The foregoing slory
woald have greator appeal
if it woroe cast into poet-
iocal form, aa indocd was
done by some unknown writ-
or, Horoc is tho result:

Mary had a 1ittle lamb.

Whose floece was white as
anew;

And eoverywhoro that Mary
wont,

The lamb was sure to go.

It {ollowed heor to school
onc day

It was agninst the rule;

It mado tho childron laugh
and play,

To #sce tho lamb in school,

Most typoes of tho foak-
ure story earo interost-
ing not beoonuse of what
thay say, but bocruse of
the mamner of saying it,
Tho way of saying, bocauso

of humor or humsn Iinter-
ost impartod, makes its
spnoal to tho reader do-

apite the lack of signifi-
oant nows happaeninga.

' 3
opons nCwids Pl e1a 50 ¢

student who is irkod by
the conventional reatric-
tions of nows story writ-
ing.

In foature story writing
he 1is not restricted by
tho order of happenings;
he may use chrenologiosl
ordor or any other order
to suit his pleasure. Ho
may include ovon, a littloe
porsonal opinion s0 long
as he doos not dopart from
truc facts; ho must anot
salo it puro fiotiom.

If Mary's pot lamd had
boon struck and injurod by
a motorist, a foaturc sto-
ry playing up tho osmctions
of pity for the injurcd
lamt end sorrow for tho
wooping ohildron, would
mako mtortaining roading.

But if <tho 1lamh woro
killod by tho motorist the
sorrow of Mary and  hor
classmatce would bo too
groat to 1lead itself ¢to
feature writing for emter-
tainmont,

Not All Foatui'os Entortain

Philo & foaturo story
nood not have much nows
valuo it may novartholcsa,
havo considorablc valuc of
ancthor kind,

Instructions and diroo-
tions for rogistoring for

a now school +torm may bo
given in ostraight newa
atyle; or thoy wmay beo

given f'oature treatment by
uso of language loss di-
rect and more elaborato,
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HOW TO DO SOMETHING

The how-to-do-somothing
feature story gives de-
tailed directions often
acoompuniod by drawings on
how to do sunwothing, sudhn
a8, how to loarn to rolloar
simto; or how to malo some-
thing, as a pair of skis.
or an onlarging ceaumars,

language cof such foat-
ures must .bo oomplete
and acourate,

In sochool papors, .fea=
twro storios oentering
arouind moro or lass trivi-
6l incidonts in classroous
corridors, playgrounds oy
out-of~gochool activitias,
aro oagorly reoad.

Following aro oaxemplos
of foaturo storios to show
somothing of their oompo-
sition:

How's this for making
uso of summor vacation?

Ono of last year's grad-
untes who oexpocts to at-
toud collego this yoar,in
addition to nino or 10
hours spunt daily in om~
ploymont, found time to
read about 30 books which
ho had wentod to road
whila in high school but
did not boocnuso of laal of
timo.

Tho books woro aot just

short storios oither but
such books as, "“iho Throo
Mizskotaars "

WE VISH WE INEW

Somc ocaroloss  studont
droppod & note in tho hall
Tuoaday. Now wo're in a

Hereis Another Page
Of feature Staries

bit o a dithor,

A1l it said was, "I wish
I wont to junior high,"

Can it bo that tho writ-
or i o tYraitorous sopho-
mora who doosn't 1iko sun-
ior high? ©Or is it pos-
giblo than an eclomentary
1d has strayod into this
institution, rooordod his
longing for highor loarn-
ing, and passod into ob-
scurity?

Wao wish we know.

Boy sees girl,
Likes o lot;
Wants to moot,
But cunnot,

Girl 1lies boy,

Ag nll can seco;
Finally mest,

It *s bound to be.

Lifo grows stronger.
By tho hour;

Somcthing's wrong,
Love £0o8 sour,--

Llowellyn Cunfiold

WHAT HO! OUR JOENNY

And did Studont Body
Proaidont Johnny  Adams
hond for thc wator!

at Kopoo's boach Satur-
day night as a olimax to
tho harvost fostival,John-
ny waa holping sot off
fire works from a rott
whon o sizzler ocamo too
alosc nnd Johnny had to
dive to savo his pants,

Can you imngine playing
football without any pad-
ding in suitae?

But this is what 1is
dano in British Columbia,
aocording to Paul Roberts,
sonior; who ontered <this
sohool this fell as =
transfer from e British
Columbia high school,

This game is called rug-
by and is camposed of
teams of 15 playors. Tho
gamo is playsd in two 30-
minuto periods with a five
minuto rest voeriod beobecen,

Flying taoklea, latorals
oto., but no forward paos-
ses aro uscd on & playing
fiold of oarth or turf.

When a player is injured
he is carried off +thao
field and the game is ro-
suned without a substitutoe

A livor of the placid life
Far away from toll and
strifoe,
And doubtloss happier
than mo.
Is tho sea onsmone,

From baneath tho ocoan's
wavo,

Novor boing forcod to
shavy,

Novor going out to toa,

Lives the sen anemono,

Never vexod by lumpy beds,

Nover irked by splitting
hoads,

Thoro’s no happlor sight
to seo0,

Than the sea anomone.--dfl



Foaturo Storiecs

HERE IS ANOTEEE PAGE OF FTEATURE STORISS

A foaturc story Thogine
ning puts a humorous touch
to the announcoment of pem
altios for viciations of
soheol rules in this story:

Soptambor 13 was an une
luoky day for all school
rulo=broakers. That was
the day the dotention room
rulos were givon out,

Studonts will spend
varylng amounts of +time
after school in the doton-
tion room for tardinoas,
disordorliinoes 1in olass,
unauthorized absenco from
sonool or o¢thor viclations
of school roagulations,

Original olassroom humor

finds eagor roadors who
imagine themsslves in a
similar situation. Horo

is an oxamplao:

Mr, Tadrick,talzing roll:
Makso.® No answor. Ma-
koo.® Still no cnewor.

Mr, Tadrick: "Vcll, lMa-

koo, why don't you uan-
swor ?
Mackoe: "It gorry, Mr,

Tadriaok, but you told mo
yostorday not to talk af-
tor the bell ringe,"

Five oesscntials of a
nood dato:

1. She doesn't @at much,
2, Sho's o good doncor.
3¢ Sho doesn't eat muoh,
4, She's good looking.

5. Sho doesn't e¢at much,

A feature atory telling
somything of the work in
a sohool subjeot lets The
school patrons Imow that
olher things eare done at
sohool besides attonding
assamblies, olub meetings
=rd interscholastic games,

Hare is ane:

Little Eknowm: to the rest
of the sshoel is tho work
of the Journmalism oluss,

Tho mombors gathor and
write nows, editorials and
foatures for the weokly
paper, stencilizo and du=-
plicato them; they attond
a  journalistlc writing
class dally, and fold pa-
pors twioe a wool,

They locrm how is
writton ond why; thay
loarn how to writo editor-
ials and fenturo stories,

Thoy prastioco tho things
they lonrm by publishing
tho achool payper.

This {akoa quito o lot

nowe

of timo. Mnybo it is civ-
lo pride or +the public
aorvicu instinet  that
prompte studonts to do as
thoy do; onyway, Phillip
Lovequo, momber of the
closn, thinks so,

Listen to Bill Blank's
burner in tho home basomaont,
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FEATURE FOR ENTERTAINMENT

The following foaturo
pcom ia intondod sololy
for the ontortainmont of
tho rendor,

Tho Gold Fish
Tho goldfish in my bowl
doos not
Enioy lifo as a goldfish
ougiit,

He flonts nround from loft

to right

And novor soos o lovoly
sight,

Or if he doos hisz fishy

ayo
Senne 1t onoo and pnssos
by.

All ho doos ig swim and
swim,

Nothing aver intorosts
him-w=

Unloss, porhnps a bit of
food

Moy ohango his uninspired
mood,

I roally have %o drow
the lino:

Tho goldfish is no frion

of mino,--dfk

axporienco with o scwdust

Bill let tho hoppor get low em fuol and tho firo wont

O\l‘t. Tﬂ.‘_"ing

somo keroseme znd sawdust, ho touochod o
matech to the mixturo in tho burner.

He. wns surprisod

by a deafeaning oxplosmion which ahook up the whole house

gonorelly,
Ho spont tho rest of the

day replacing

doampers and

stove doors nnd in eleaning bosemont walls.
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scene of the

incident

MOTHER GOQSE, Ind.
Dooc. 25 (Special)=--
At a late hour today
it vas avurred that
dary's 1littlo Ilamdb
hed followed her to
school,

The
fleacs 1is
snow,reportedly fol-

lamb, whose
white as

lows his
whorever

migtrose
she goes,

The Stencil Duplicated Newspaper

QUESTIONS AND PROBLEMS ON UNIT XIV ARE GIVEN HERE
1, Describe the different forms of the feature story.
Disouss,

2, May a feature story be flotion?

3., Mugt the featurs story writer practice conciseness,
simplicity and objectivity? Illustrate.

4, What is siad about the news value of happernings around
which feature stories are often written?

5, Why does the story sbout Mary and her lamb have mors
reader spreal when written as poetry? Tould theo prose ver-
sion have stood the test of time which the poam has?

6, Foature stories have reader interest, not Yecause of
what they say. Whore thon is the interest?

7. From what rostriotions is the festuro writor froe?
8, Yhat may a featuro story do bosides entortain?

9, Vhere around school may inoidents suitable for fem-

ture story treatment be found?

10, In a daily paper, find examplas of fenture storieg,

The lamb dsclined
to comment,but it is

A statement by ¥Miss
I. B, Strict,sohool-

mistress, reads in declarod by some ob-
part: ™ihile the ssrvors that he wnse
school recognizes hesrd to mutter, "I

been framed;I didn't
do nothing. It's &
put-up job."

that the lamb and
Mary are inseparable,
it wvns nevertheless
a8 distinct violation
of +the regulations
for it to follow her
to school, Korsovor,
much as it is to be
rogrotted, the occur-
ance disrupted:school
disoipline, inssmuch
ag it caused the
children to laugh
and play, naglecting
their studies.'

Yhen asked for an |
explanation of her
lambts gaetion, Mary
ssid, o) don’t know,
He juat follows mo,
that's al1," ‘:\‘




Unit XV

Matorial Copied From Other Publicacziona

PAPER GIVES DUE CREDIT
FOR LIFTED HATIERIAL

The alert school paper
staff will find 1itctle
difficulty in filling the
colums of its papor with
nowgs, oditorials and foa-
ture storiocs.

However, tho intcraosts
of the readors may be
sorvod at timos by "lIift-
ing" cortain mtoricl from
other publicaticus, especa-
ially froam other school
papare.

Nows and editorials cay
be reprinted from other
sahool  papers whemever
these storieas and editori-
als hava locel intersst,.

Sincg studexts cro prot-
ty much elike evoryvnore,
they may find thot prob-
lais similar to their omn

are discussed in other
publicationa., ‘‘hen they
qoae acrosds disoussiona of
such bproblems in the edi-
torial or ngws seotions of
other papere., they may
omtribute to the lacal
fnterest in tho disoussion
by quoting at lengtk from
the other paper.

Condango If Dasired

Material takon from
another papor need not be
quotoed fn full, It moy be
sandonsed 60 that the re-
printed material contalns
only that which is of in-
torest to local readoras,

Howcvers, the sepirit of
the original oouposition

Google

should be presgerved asz far
as possible.

Proper credit should be
given for all quoted ma-
toriel This may be done
in several ways.

The oredit may be incor-
porated into the story it-
solf, as shoen by the f'ol-
lowing exmriple:

Tha school band of Blank
high school will aenter tho
stata band contost at Bug
Cantor noxt month, acocord-
ing to tho PBugle, Hlank
high school papor,

Tho etory may bo printaed
undor tho datoline of tho
papor fram which tho story
was tolom:

BLANIVILLE, Maroh 3 (By
Exchanggo)~-The high school
band will euter thoe state
band contest at Bug Center
next month, This was de-
cided at o conferenos yes-
tarday at which the prin-
cipal, the band leader and

roprogentativee of the
bend participated.
Credit for oditorials,

wnothor oondensod or quot-
od in full may bo givon by
printing tho namo of tho
vapor at tho top of tho
quotod material, boneath
the Thoadlino; or the
oredit line may be added
at the ond of the guoted
material, The formur
methad is oonsidered pref-
erable because it advisos

fOUR MRTEODS GIVEN FOR
LEIFTED MATIRIAL CREDIT

tha reader at once that

the matorial is quoted,
Following nre examples

of top and end oredit line

WRITING CLASSES INCREALE
(From Blank Bugle)

Interest in journalistic
writing oourses hnas boen
so groat this year that
plens are underway to of-

for additiomml oouraes
noxt year,
Journalistio writing

teaches the stwdent how to
prosent the result of his
obsarvation olearly, nc-
ocurately and without per-
sonal bias, He puts the
lessons of the olassroom
into practioce through the
sohool papes,

WHISTLE AT WORK?

"Whistle
work,"”

A joyous spirit, uplift-
ed by the "merry whistled
tune,” has a pleassnt of -
feot on the whistier and
it may bring joy to the
koarar,

But times and places al-
tor oasos. Loud whistling
of a popular or olassieal
air in tho ocorridors of
tho building may be dis-
turbing to somobody who iz

waiie you
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CREDIT LIFTED JOEKES

—_——

talking on the telaphone
or ooncentrated on some
problam,

Perhaps the whistler may
obtein as much plecsure if
he lowers his wvolume; and
tho hearors may not bo
disturbed; thoy may ovon
be pluasod--Bugvillo Buglo

Givo Crodit for Jolkes

Credit for aquotod Jokos
may be given at the begin-
ning or at tho end in the
same mannor as that om-
ployoed in editoriaels.

Tho eddition of 1local
nemos to a quotod joko is
not oumsidorod good jour-
naligtioc othios,

Hany,ir not most, school
papors could ineroaso tho
space dovotod to matorial
tallon from othor  sBchool
papors, This is o foature
muoh noglooctod by a groat
many duplicatod papors.

Exohango Itoms Intorost

Roading tho  oxchangos
and sifting from them ar=
tioles of losal interest
moy well be a regular onoe
a week exarcige of the
jouwrnalism class,

Much of the contents has
little interest ocutside of
the community where the
paper js publighed, But
tho cogasionsl nows story
or oditorial of widor ap-
peal warrants tho socaroh
for it for rowriting for
publication in the looal
LAPGT .

/Google

The Stencil Duplicated Newsmaper

QUESTIONS AND PROBLEMS PRESENTED ON DNIT XV

1, How may roador intorost bDo sorved by roprinting
moterinl from othor publiontions?

2, Whon may nows or oditorials from

othor papora?

bo roprinted

3. How muoh of the matorinl of anothor papor mey
bo reprintod?

4, Why should crodit bo given tho publication from
material is guoted?
8, Doseribe four weays by which a papor may givo

credit to tho publication fram whioh it 1lifts matorial.,

6, Why is it not o good practice to
namos to roprintod jokes!

nttaoch lo0al

7« In & daily papor, find oxamplos of gquotod mntor-
ianl ond toll how orodit was givon,

8. In a daily papor or in onc of tho school’s ax=-
changoe, find oxamplos of mnterial guoted without give
ing propor orodit,

9. S3loct matorial from oxchanges which will be of
local interest. Rowrite four picoes of material to
illustrate the four ways of giving orodit to the publi-
cetion from which tho material was rewritton.




ONLY FLEMENTARY
AD FRINCIPLES STLTED

The field of professiome
al advertising is one that
requires months and yeers
of preparation.

Hence anly a fow slenen-
tary principles omn be
txeated hers. Howevar,
the advertising manager of
a duplipub, by studying
these few suggestions and
by observing advertising
layouts in professional
newspap6rs, may oreato his
advertisements in a wey
that will be acasptable,

Classifisd and Display

Advaertisements may ove
classified or display.

Clasgified ads are oam-
monly oallod "want ads,®
They toll their stories in
fow words without muoh at-
tampt to attraoct attention
because roaders search for
their wants in thoso ads,

- For comvonienco of tho
romder, most newspapers
arrange want ads by sub-
ject, plecing tne “for
rent™ ads together; the
"for sale" ads by them-
solves, etc,; sech group
having an appropriate
heading; hence the name,
"olassified ads,"

Display Ads Compote

On the other hand, dis-
play ads aro not olassi-
fied as to subjoct. They

Google

Unit XV

Advertiaing

have to oompets with other
ads for reader attention.

Various devioces are em-
ployed to attract atten-
tion. Among those are use
of letters of diiforent
sicon to obtain oontrast;
ugse of whito svaoce; and
uso of illustrations.

A Page Arrangoment

Several method: are in
use for arranging display
ads on a page.

One method is to piace
aeds in a single colum.
This has the advantege of
being next to reading mate
ter, Its digadvaniage is
that the narrow nowspaper
colunn does not permit an
attractive display.

Another method Lie %o ar-
range the ads at the bot-
tom and eido of the page.
with lergest ads at +tho
bottom and smaller onos at
the top. This 1s callod

*pyramid arrangomont.

Leave Whito Space

Amount of copy in an ad
should recoive careful con-
gidoration. Too much copy
prosaents a monotaonous, un-
inviting appearance which
dofeats the purpose of the
advortisamont.

Say Semething Spooific

An ad should have a - dé-
finite mossage. A short,
pointod istatoment about add

articlo or & sorvica ots
attention best. thnngga ad

COMPLIMANTAKY AD
LACKS PULLING POWER

e—

copy often and Ahnmmsr at
one point at a time,

An ad which sayg merely,
®Compliments of Blank Cp."
has lit:tle wvalue because
i1t lecks definiteuess,

Can Students Write Ads?

Students can prepere so-
oeptable ads suys G, H,
Miller Jr., in the Novem-
ber, 1940, Sonholastioc Ed-
itor. Says Mr, ¥Miller:

"Four fundamentals serve
a8 layout guides: balance,
emphazis, unity and sim-
plicity. Achieve these in
overy layout and the ad-
vertising will at least be
acceptableo. To make it
brilliant is the task of
copywriter and artist;here
wo are ooncorned mainly
with aocoesptability,

"Balance - meaning care-
ful arrangement of heac-
lines, illustrations and
copy blooks to avoid lop-
sided eoffeots - is essen-
tial,

"Zmphasis is the keynote
of quick reader reeotion.
It may be in headline, il-
lustration or price,

"Unity is present when
ordorly omphasis leads the
reador oasily and quickly
from one -unit to the naxt.

"Simplioity is obviocus
Cromded unit arrangemants
disoourage and confuse the

roadar,”
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PYRAMID ARRANGEMENT
GETS READER'S EYE

Ono-inch Ad Too Small;
Spaoce Used Effectivoly
In Llarger Sizo

Ads on this page arc ar=-
rangod i1in pyramid form,
Thig errangomont placos
ovory ad noxt to reading
mattor and allows for =a
variety in ad sizes.

LET US DO IT fif'\
//‘;:; must

< rot trimmed\
Kerb's Barbor Shop 1

Advortiscments aroc moag-
urcd by the colwam inch,
Ad No, 1 is one columm
inch; No, 2 is two column
inchos; No, 4 is gix cole
urn inches {throo  inchos
deop, two coluwrms wido).

A ono-inoh ad is +too
small to bo of muoh walue,
S¢4{11, if it contains o
snappy message and docs
not try to £ill up tho on-
tire spaco with typo but
loavos somo white space
for contragt, 1t may be
quite offoective. Tho mes-
sago should bo changed
froquontly, Ad No, 1 is
quito eoffogetivo but it
would lose its &ffactive-

Tho Colonial Damo

The Smart Make-up

2 Student Pharmacy

Campus lMake-up
face powder
lip-atiocl:

— e
s

for Chilly Days

Sam's Placo
Campus Fowatain Lunch

But-~
Most of tho time

Somo of tho timo
formals are fun

a pgirl likes to go somsplacse where
she can bo hersolf,
2ll liko tho Tip-Top s0 woll,
czn juat rolax and be natural be-
causo everybody's so friandly,
And the food's swell tool

TheTipTop

Ente - Drinks

That's why we
You

The Stencil Duplicated Newspaper

LONG, NARROW AD
IS NOT PLEASIKG

Larger Arse Dominatos
fago in Conpetition
With Smaller Spaco

nesgs if it appoarcd um-
changed ovor a long voriod
of timo.

No. 2 is too 1long for
its denth to bo good look-
ing, Howover, the 1line
"'ho Smart Make-up," {is
cmphasizod onough to ate
tract attontion,

No., 3 doponds for its
appoal an tho illustration
of a bowl of soup tied in
with tho words "Piping hot
for chilly days.” Natural-
1 this ad would losc its
appcal if tho wosthor worc
warm and sunny, This ad
should Lo ohangod  ofton,
emphasizing & certain dish
each time, wvaried to suit
woather oconditions.

No. 4, being larger, dom
inates the page. It prob-
ably has a little too much
oopy but it is quite like-
ly to be read both by men
and by womoen; by the men
if the 1llustration iz ef-
fective,

Yhilo the ads on this
page might havo more pull-
ing power if they wore de-
signed by an advortising
sneecialist, yet thoy will
saarcely fail to attract
tho student roeador of the
school paper,

No, 4 porhaps turns the
ccoasion of the oaming
formal dance +to its ad-
vantapge by a gentle decep-
tiony but it will amsa
rathar than antagonize,



Ads in AliCaps
Not Attractive

Bame sadvertisers think
that cepltals emphanize
written statarents. They

direect that their ads be
all caps, Tho result of
such an ad is seen in No.
1 on this page.

An ad in all oaps is not
e pleasent thing to view,
It has an air of motonomy;
it is uninviting and unat-
tractive., If it should be
surrounded by other eds in
2ll oaps the result would

be still moro unatiractive,

As it astends it doos
have some drawing powor
becruse of contrast with
tho ad below it, But ite
power is unconvineing., It
doas not take into ascount
tho fact that it is pub-
lished in m studont papor,
end that it should satress
etudont noeds, Yoro at-
temtion would bu givon tho
ad if it woro somothing
livo this:

Advertiaing

Contrast Compels Reader Attention

oysters. The ad gets at-
tention but disappoints
the reader by not saying
mach, However, this ad
probably will sell more
meet than ad HNo, 1 will
sell ocars or service.

Tho illustration and the
word "Girls" gots atten-
tion in ad MNo. 3. But a
"lovely hair-do®™ is too inm-
daf'intte to bo convinolng.

Just what Xind of a hair
drossing 1is "a lovaoly
hair-dq"™? Otherwiso tho
ad is gattractiva bhocause
of its oontragty offact.
It mutos good usc of il-

lustration, whito
and type mattor,
Studont appoal stands ov
in No, 4. Bmsketball is i
season but one mst eat s
why not at Panther's Den?

CHEVROLET MOTOR CAR SALE
AND SERVICE.DAY OR NIGHT
FOWING. GIVE US A CALL
¥YE HOSTLE. FAIR DEALING

GO GET 'FM MOTOR COMPANY

spac

Meat

2 Parminal Marl-at

GIRIS!

Teroinal Bldg.

You cen have & lovely hair-do

for svery céate nt the

' Charm Beauty Salon

Phone 6231

flat?

your tires wo mcun-
Drive in or phonc and wo
will oall.

o Get '"Em Liotor Company

At tho momont ho glencos
at tho pago, No, 2 strikos
the rosdor in tho oyo. It
is the whitc spaco that
doos it. Tho ad might
call attontion to somo-

thing appropriately in
season, likc spring lamb,
turkoy, Chinook salmon or

Google

A ;?
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Roll up the acore PANTHERS

Tonight againet the Cougars

and aftar
the geme

Panther's Den

Food and Refreshments
as you like it,




78

Candyforhcr

Stovona Confoctionory

Thoso latost

CORDUROY SKIRTS
vory collogiato

Jonoa Departmant Storo

ski wax

makos 'em go

Dupax Hardwaro

You'll find satiafmction
‘iz bavipg yoyr own
pair of

Rolter Skates

Runt thom if you profor

Campus Rink

Just tho thing te sond
your olothos homa in

LAUNDRY
CASES

Brown's frdwaro

Tho Stoncil Duplieatod Nowspaper

One-third Ads
Looks “All ads”

The arrsngemont of ads
shown on this pago pormits
a maximum of advertising
in o minimer of spate and
stil} allows for reuding
matter noxt to oach aud,

Thia arrengement howover
gives the reader the im-
presaion that the pezu is
"all ads." As a matter of
raot the gpaca dovoted to
advortising on this pago
is only about ono-third
groater than that on pagos
76 and 77 whore tha pyra-
mnid arrangomont is used,

The pyramid plan appoars
not to offend thoe reador;
in feot ho is scarcely
awaro of the prosonoc of
tho ads,

If tho oonvomionocon of
publication sbarf woro to
ba considorod, all tho ada
would be grouped together,
full pages of them if ne-
cessary.

A tull page devoted to
one ad s not objoction-
able; on the contrary, it
in dasirable bevauwse tho

larger space permita o
display that compols at-
tontion, But a numter of

amall nda on & paga full
of ads competes for attan-
tion with the result that
fow got any attontion,

This is tho 1roason that
advortiscrs insist that
nds be placed next to
roanding mattors, An ad is
of no vonluo unloss it 1s
placed whoro it will ontaoh
tho ¢yo of roadors,

Tho gift to got
ig tho gift that
is romcmborod

J. J. Black, Jowolor

Qift -

Also ploturos, trinkots,
Bon'sg Gifc

Nood now

soles”

Wo fix 'om while you waitv

Bonson'sa Shoo Shop

To holp improve
your

Duplipub

"Tho Stomcil Duplicatod

Nowspapor®

writton ospooially for
The inoxporionced
duplipub staff

Putlishod by
F. 5. and Damon Znight
Hood Rivor, Orogon
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Questiong ancd Problemsa or, Unit XVI

1, How large is the
field of professional ad-
vertising?

2, What are olessified
ads?

3. What are dliaplay ads?

4, Why do olasaified
ads not need to oompete
for attantion?

5., Why do display ads
need to attrast attention
to themsslvesa?

6. Why do lottors of
dilfarant sizos tond t*o
attract attontiom to an
advortisomant ?

T« An 1]l]lustration adds
mich to tho pullipg powor

8. Explain
ways in which ads
ranged on o pago.

difforont
aro ar-

9, Somo commmitios do=-
cline to advertise in
their school papers. What
are the reascns for thisg?

10, Why does too much
copy make a poor ad?

11, Critlioise this ad:

GENERAL, MERCHARDISE

BLANK & COMPALYY

12, Why should ads in
a weekly school paper be
changed each week?

13. Why should the ad-
vertising solicitors of
a duplipvdb ¥now hew to
write attraotive ads?

la. How is space teken
by an ad measured?

15, What are the objeo-
tione to setting an ad in
all oups in letters of
uniform size?

18, Why is it not a good
plan to place all the ad-
vertisements on pages by
themselves so am not to
broak up the pagos dovoted
to roading matter?

17. Seloet an ad in a
local papor, Rsdesign it;
now compare it with the
originsl, In what ways
have you improved it?

18, Why i»s
good ad for a

per?

thias not a
school pa-

Campliments
of

John Dpe & Sons

Google
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USE OF STYLE BOOX
HELPS IN UNIFOR'(ITY

A style book contains
rules covoring nartioular
“ngllish usage as it por-
tains Yo & particular pub-
lication,

The purposo of a style
book 1is to provide somo
neasure of wuniformity in
tho copy propared by the
varicus writors,

Dictionarles give moro
than one s8polling for a
ounber of words; writors
do not eagreo on what is
bost usage concorning ocap-
italization, abbroviation,
uso of +titlos, and othor
mattors, Thoreforo, oach
publioation may adopt cor-
tain practiocos from among
thoso in uso, in ordor
that its stylo may bo con-
slstont from pagoe to pago
and from issue to issug.

Staff lay Malte Stylo Bool

Mombors of a aschool pa-
por staff may proparec a
style book ror tholr own
uso, In doirg this, they
usy well bo guided by the
stylo In use in deily pa-
pers publishoed in thoir vi-
oinities,

For uge wuntil n staff
has its own book, tho fol-
lowing is offerod,

Abbreviations

Do not ebbroviato:

Avenue, district,
vmy, boulovard,
sanpany, etc.

rail-
atreot,

Google
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Examples: 10 Fifth ave-
nue; 134 Pine streot; Re-
publioc  Steel onmpany;
Union Paocifis rallway,

Exceptions: Vhon a name
in its common form is ab-
broviatod, such as, Mont-
gomory Ward & Coj Ring-
ling Oros. oirous.

Do Mot Abbreviate Titles

Prosidont, treasurer,
socrotary, sonator, ropro-
sontativo, 00Ngrcs Sndn,
cap®ain, chaplein, sor=
goant, llioutcnant-colonol,
liocutonant, major-gcnoral,
commander,; roar-admiral,
oto.

Abbreviato Certain Titlos

Tha following should al-
ways bo abbroviated:

BDr., Mr,, ‘r’.o ROV.r
Jr., { whon part of a nameo
a3, John Doo Jr.).

Whilc nowspapors cling
tonaciously to  spolling
out suoh words as, associ-
etion, building, ocompany
ote., thoy uac oortain
othor words in abbroviatod
ferm, such as, CIO, ASCAP,
VA, NYA, COD, OPM, ctec.

Tho following 1list of
abbroviations is koyod to
Indicate suggosted prace
tioco, In paronthosocs, aro
other forms which a staff
may adopt if it dosiros.

Numbers following  the
abbroviations indicate the
suggosted praotico, a8
follows:

1. Always spcoll out.

2., Mlways abhroviato

AEYED ABBREVIATIONS GIVEN
WITH SUGGESTED USAQES

S. Moy spoll out or ab-
broviate.

4, Abbroviato whon uaod
with nomo; epoll out when
used apart from namo.

0. Gonerally abbroviato

A, B,y bachclor of arts,
4,
A, Dy» anno domini; in
tho year of our Lord. 2

ad 1ib, ad 1451 tun;
at ploasurc, Slang, to
improviso or ndd somothing
not in acript. 2

AFL (AF of L; A, F, of
L.), American Fodoration
of Labor. 3

ag.,» agrioculturo. 1

AM. (a.m.),anto moridl—
an, bofore noon, 2

A, M,, mastor of arts. 4

anom,, anchymcus, 3

AP (A. P.), Associatod
Pross, 3

ASCAP (A, S. C. A. P.),
Amorican Socioty of Come

posors, Authors and Pub-
lishors, 3

att-gon., sattorncy-gen-
aral, 1

avo., avonuo, 1

biol,, biology. 1

B. A.. bachclor of arts,
4, '

BB, baschball,
1.

™I (B, M. L.),
cast Mugio Ine., 3

baskotbail

Broad-

B, Mus.,
musio. 4

oare and 1 o, imitia)
lctter, capsy rest of word
lower 2asg0.

bachol or of
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Cept., ocaptain, 1
ccc ‘CU CO C.')anlVilian
Conservetion corps., 3

C. B,, Christisn  En-
deavor. 1
Chas,, Charles. 1

oham, ;. chemistry, 1

ohev (Chev,.), Chevrolot
motor oar, 1 (except in
oollegiate sleng)

cI0 (c. I. 0.}, Con-
gress of Industrial Organ-
itation. 3

£OD (C, 0. D.),
on delivery. 2

Col,, oolonel, 1

oo-ed, & girl student in
a co-edudational institu-
tiomn, 2

o00-0ops oo-operative liv-
ing or merociandizing or-
ganization. 3

m-R (D. Ao R.)' Ihught-
ora of the Amerioan Revo-
lution, §

days of the wesk, abbre-
viate in dateline, but
spell out in body of story.

oollect

D, D., doctor of divini-
ty. 4

Demy, Demcorat. 1

dept., department, 1

dist.-atty., ailstriet-
attorney, 1

DNB (D. N. B.)»
nown agenoy, =2

do. e ditto, the same, o)

dog,.s dozon. 1

Dr. doctor. 4

E,, oast, Speil out ox-
oept when used in combina-
tlon with other letters,
as, Nt (N. E,) 724 street,

od., adivor. 1

Bt Lo. Mort}l 13‘8“0. 1

smoee (Emovs), slang for
sastar of coremonies, 1

38T (E.S.T.)» Emstern
stendard time, 3

German

gle

~

IEY, ABEREVIATION USES

i, Always spoll out

Z. Always abbreviate

3. Uay spoll out or
abbreviate

4, Abbreviate when
used with name; spell
out whan used spart from
a namo,

5, Genorally
ato

abbravi-

ete,, ot cotora; and so
forth;and other things, 5
F (F.,), fahronheit. 3
Fr., Fronch; Franco, 1
Ft., fort. 1l
. -ft.l fDOt. 1
gants,, gantlomen, 1
Geo., Goorgoe. 1

goog.s goography. 1

GHQ (G, H. Q.): genoral
hoadquertors. 3
GOP (G. 0. P.)}, Ropubli-

can party. 2

Gov., govornor, 1

hist., histcry, 1

HRH (H. R. H.), his(her)
royal higimess, Rarely
used in American newspa-
pers., Say, Edward, duke
of Windsor, governor of
Bahama iglards,

i, 0., id eot,that is, 3

INS (I. N. S.), Interna-
tional News gervice, 3

I0U (I, 0. U.)s I owe
you; an acinowledgmaiit for
valus recolved, 2

JC(J. C.}, jaysec (Jayw

see), junior oollege. All
areo used,

Jas (J, H. 8,), Jundor
high school, 1

Jno., John, 1

dr.s junior. Spell out

when high sochool or oo0l-

lege class is mnnt& abe
Rrevince when nmdded Uo

s name to 4indicate the
younger of two persons
with the same nmme, Ex-

amplea: John Doe Jr. {John
Doo, the younger); John
Doe, ijunior(membor of the
ivnior class),

f. pounds sterling, §

1b,., Pound' poun&s. 1
except in tabulations,

1 o(L.C.;1.0.)1lower case
lottors. 3

L0S{L.D.S.), Latter Day
Saints shuroh. 3

Lisut,. lieutemant, 1

Lit., literature, 1

LLD (LL.D.). doctor of
laws, 4

K., mistor, mongleur. ¢

M., A,, magter of arts. 4

¥aj., major. 1

MC (M. C.), master of
coremonies; member of con-
gross, 1

M. D,, dootor of modi-
oire. 4

Mlg, ,mademoliselle, 2

Mne, , madame, 2

Mmes,, mosdames.,
of Mg, 1

Mons,., M,, monsiour. 4

Mons!g, (Mgr.).moneignor
ecclosiastical title. 1

plural

months of the yoar; ab-
broviate in dateline, ox-
sopt March, May, June,
and July, Spell out all
names of months in body of
stary.

Hnst RGV.O Mot Rewv-
orned, 2

¥Mr,, mister, 2

Mrs,, mistress(miais), 2

MS,, manuscript. 3

#8S,, plural of M5, 3§

M, mount, ' 6

NE (N. E.). northeast, 3

NEA (N, E. A.), Natibnal
Editorial association; 'Eﬂ-
ticzal Eduoetlion asecdiae




tion. 3

No., nunber, 2 (whem
used with a number, as
No. 6,

NYA (N. Y. A.), FWational
Youth administration. 3

OBS (0. B. 8.)s, Ordinis
Sancti Benedicti, Order of
St. Benediot. 2

OZ., OUNCO, OUNCEHB, 1
(except in tebulations)

PiA (P. A.), public
dress system, 1

FPh, D., doctor of phil-
osophy. 4

P. M. (p. m.)s post men
idian; afternoon. 2

P. M., pogstmaster. 1

P. Oy, postoffice. 1

points of compass, spell
out in body of story; may
abbreviate in address, Ex-
eanples: He pointed south;
John Doe, 167 NE Lincoln
avenue

Pres., president., 1

Prin., princiral, 1

“Prof., professor, 1

pro tam, pro tempore,
for the time. 3

ad-

PST (P. S. T.), Paocifio
standard time, 3
MA (P, ¥, 4i.)s Publde

florks administration, 3
qt., quart, l{except in
tabulations)
RAF (R. A, Fu)s
&ir force, 3
Rep. reproscatative; Ree~
pudblican. 1
Rov., Roveronod, 2
Sorg.s sorgeant, 1
Sorg~tanj.; sorgeant- maw

Soyal

Jor. 1

soo, soi., s=ocial soia-
onca. 1

Span., Spenish, 1

sqa. ft., squars foot,

square foet. 1
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kY, ABBREVIATION USLS

1. Always spell out
2., Alwnys ablLreviate

3, May spell out or
abbroviate
4, Abbroviate when

usod with name ;spcll
out whon usod = apart
from a nemo

5, Gonorally ebbrevia
nte

88, steamship., 3
states of the union, ab-

breviate when riame of
state has more than {fivo
lettors. Rule hag some
excepticns; following are

rnot gonorally abbroviated:
Tows. Idaho, Maine, Ohio,
Utah,

Supt., superintendent, 1

TVA {T. V. A.), Tennesee
Valley authority, 3

UP (U. P.), United Pross.
h

UO P.l
roliviy, 1

USMA (U. S. M. A,),Unite
ad States Military anoade-
my. 1

USN (Uo Sn N.)I
Stetes navy, 1

USSR {U. S. S. R,),Union

Union  Faeifie

United

of Soviet Socialist re~
publics, 3
viz,, vidolioet. It is

ongy to cee; namely. 3
VFW (V. F. W.),Veterans
of Foreign wars, 3
Vol,, volume, Abbroviante

in nomneplate datcline;
spell out otherwise as,
Vol. 5, No. I { in nmmo-

plato dateline); a 24-vol-
ume roforenco sot,

werU (W, . T. 1.),
Vomon's Christian Temnor-

83

ance union, 3
WPA (W. P, A.), Works
Frogress administration, 3
wtes weight. 1
YMCA (Y. M. C. A.),Youne

Mon's Christian aessoola-
tion. 3
¥res year, 1

Xemag, Christmms, 1; ths
abbroviation 4is banned by
HANY NeWSpupoers,

USE CAPITALS FOR

Proper nouns, dsys of
the week, monthe of the
year:

Titles when they precede
names: Governor Johs Bug;
Senator Henry Clay,

Distingulshizg parts of
names of incorporetad bod-
ios, companies, societios,
avenues,bulldings,.stroets,
collegos, leagues, associ-
ations, ote.

Exmmples: Standard 0il
oomparny; Christian Fadeav~
or soeloty; Bublling Yell
roed; First National brnk;
Blan': high sonhool; Stan-
ford university; Fennsyl-
vania railroad; Red Feaded
loague; N E 23a avenue;
Blarl: Chorry Growors and
Cannors assooclation; etc,

Prinoipal parts in names
of books, sormons, plays
ploturos, eote.: “Tho Stan-
cil Duplicated Newspapor;™
*Tho Angolusy™ ote,

Distinguishing parts of
goographical na.ios:

Rod river; Columbia riv-
er; Columbia Rivor high-
wey; Goose lake; Paoific
ocoans Rooly mountains;
Blacl hille; eto,

Exceptions: Yhon  tho
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CAPXTALIZATION RULES
ARE GIVEN FOR MAMES

Use Capitals (continued)

distinguighing part ia
preceded Dy a carmon noun.
all maln words are capita-
lized:

Culf of Mexico; la¥e aof
the Woods; Mount St, Hel-
anne; Rad Rivor of the

North; River Hougo.

Distinguishing parte of
names of sohools:

Hayrverd university. Perk
oollogo; Northwostorn uni-
versity; Laurelwood acada-
my: United Statecs Militery
soadomy; Gom Stato inevi.
tute: Linocoln high school;
Now York public schools:
Washington junior high
school; Pomona junior ocal-
legoy Bigville elomentary
aschool,

ExcaptionstTher tho dis-
tinpuishing part 4a pro-
eadod by a ocormon noun,
all mairn words are oapi-
talizad:

Univorsity of Wisoonsin;
Collogzo of tho City of Kow

York; Aoandomy of the Holy
Mamos; Instituto of Ro-
aearch; Collogo of Educa=

tion of tha Univarsity of
Californie; Schocl of Law;

School of Engincoring.
Capitalize distinguish-
ing parts of namos of

churohos, roiigious bodios
and nameosa of tho dceivy,.
Exemplos:Baptist church;
Whito tcample; Jacison Rcme
orinl HMethodist ohuroh;
St, Joseph's Cathollic
church; Latter Day Saints
church; St. Marl's Alter

Google

society.
Bxooptions: Chureh of
Christ; Society of Josus;

Tompla Both Israsl, cte,
Cepitalize distinguish-
ing parte of names of goce
tions of a olty; nicknamos
of statos or ocitios; uamos

of holidays.
Exanplos: Wost sido; the
Buckcyo state; tho Smody

oity;Christmaa day;Chrisi-
ma8 uvo; Thanksgiving dwy;
Momorial day; oto.

Excoptions:Fourth of Ju-
ly; Ash Wednesday; Good
Friday: etlc.

Capitalize nicknamos of
athlotlc toeams; nemes of
nationalities ond races;
names of political part-
los:

Cincinnati Reds; Fordham
Rams; Freuch; Greok; Jew;
Japanege; Nogro; Mulay;
Caucasien; Mongolian; Dem-
oorat; Ropublioan

Do Not Capitalizo:

Soasons of tho yoarisum~
mor, winter, svring, fall,

Collego olassos: froshe
man, GOphomoro, Junior,
genior,

Subjects of the curricu-

lum axcopt thosg dorivoed
fran propor nouns:
Latin, Fronch, German,

foroign languago; history;
economics; blology: mathe
omntics, English; philos-
ophy;social scionoco; ote,
Do not saritalizo titles
when thay r'cllow namos:
Culbert Olson, governor
of Calitorpia; Vic Meyors,
lisatanant-govarnor of
Washington; Earl Riley,
aayor of Fortiand; F. D,

DO NOT CAPITALIZE
TITLES AFTER NAXES

Roogovelt, vpresident of
tho United Statos; Usorge
¥I, Ying of Great Britain;
Waltor M. Pierce,oongrons-
man from Orogon; Cordell
Hll, soorotary of stato;
Phillip Murray, prosidont
of tho oongress of incus-
trial orgeanizetion; Byroun
Bugg, principal of Bugvill
high sohool; John Abrahsm,
suporintcndont Bugvill
publio sohools; Goorzo Ab=-
nor, Jjudgo of tho fodoral
distriot oourt; Mary Loo,
doan of giris; Jamos Sims,
studont body prosidont;
Mary Jamoas vico-prosident
of Bugvill drematie club,

Do not wecapitalize tho
words, boulevard, avonuo,
pleco, oto., whon used in
addrossos:

234 Winston boulevard;
568 Fifth evonuo; 10 Jack-
son placo; 367 Washingtor

square,
Do not oapitalize pointe
of the ocompass, -~ oxoopt

when used in addrossoca of

whea abbroviated: )
nortk, oagt, south,wost,

southoast, northwost,

293 Tonth avenue Ngrith;
1329 X W Sixth atreot.

Do not cepitalizo names
of buildings, commissiona,
offices, scoate, congross,
houso of _ropresaitutives,
dopartmont, posteffioco,
oity hall; capitol and
othor oity, stato and na-
ticnal bodios,

Examplos: Hall building;
Initod Statos postoffico;
Orogon stato tax  camxie-



DO LOT CAPITALIZE
QFFICES, SEIATE,

B

ETC,

gsion; Chicege city ocounoil

Miehigan stato oapitol;
the United Statss senato;
house of representatives;

congress; California state
insurance commission.
Do not capitalize
mon religious terms:
goapsl. scripture,psalm,
epistle, ark, eoross, eto,

com-~

Usego of Figures
and Numbers Desoribod

General rulae: Use fig-
ures for numbars 10 and
highor; use words for num-
ters nine ens smallor.

Examples: Storms Friday
damaged two passenger and
14 cargos ships on the
great lakes, according to
roports from Chicago,

Excoptions to tho gonor-
8l rulo are many, Whon bo-
glnning a sontenoo with a
nunber, spoll it out; bo«
ginning with & numbor ocan

ofton bo avoidod by pro-
coding tho numbor with a
word, such as, ahout,

nearly, approximztoly, ale
most, oxactly, ote.

Examplos: Five hundred
eirplanes woro oountod in
tho London aroa; noarly
o000 mon wero injurod;
cxactly 501 votos wore
counted; threo days romain
until Christmas; four mil-
lion =en composs tho army;
approximately 1000 planos
& month, ota,

Ages o persons are giva
on in figuros, gonorally:

Josaph Georgo, 45, was

Google
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promoted to head mechanio:
Joseph Goorgo Jr., age 2,
recsived treatmont; Honry
George: t-month old son of
Mr, and Mrs., Jozcph Goorge

Uso Figures for Sizos
Sizos, dimonsiona, quan-

titioce, time, eote., aro
given in figuros:

Prunca eare¢ quotod at 5
conts a pound:; the road
ourvos for 53 miles; tho

swimming tank is 50 faot §
inohes wide, 120 foot 4 in
chos long, and 10 fgot 6
inchos deop;ho arrived at
6 A, M. and departed from
home et 11:58 P. H,

The following newspapor
story 1llustrates a numbcr
of usres, both of fipures
and spolled-out numboers:

Forty mon from draft
boara Neo, S5 have boen
plecod in class 1-A, 76
are tontativoly 1-A, 21
hbavo boon olaasifiod for
limited service and 11
have deen found wunt'it for
military duty, according
to A. L, Steels, chief
olerk,

No delinquencies were
ported among S00 questiomn-
naires sent out. Eight
men were alroady in +he
army, eight were volun-
toors, 16 students and two
doferred bocause of their
ocoupations. Thirty-scven
due to be examinod in June
woro marriod but had work-
ing wivos, 262 woro mar-
riod men with familics and
15 singlo mon with depond-
onta.

Fivae wero
objoctors.

censcioncious
ono man haod
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USE FIGURES FOR “RICES,
HOURS <F DAY, ETC.

oompletsd army service,
two were aliens, and two
were olorgymen,

Use Figures for Monoy Sums

Uso figuros for sums of
money, prisos, time in
racos, degreos of tompora-
turo, hours of dey, days
of month, eto,

Examples: Tho prico is
$155,79 an asoro: 15 conts
a box: 2% cents oach; 3
conta a yard.

Mile run--Johm Doc (¥),
first; Riochard Roo (C),
sogond; Honry Morgen (S},
third. Timo, 4:56,4.
wator bolls at 100 do-

groos contigrado, {212
dezreos fahranheit).

At 12 o'oclock moon; 12
o'clock midnight; 2 P, M,;
5317 A. M,

Novembor 22; May 1; Aup-
ust 11. (Do not say, MHov-
omber 22d; May lst; August
11th, eto.)

If dato is currant yoar,
do not state year except
in namoplato datelino; =ay
noxt yoar; last yoar;lu39;
five yoars ago, ote,

Per Cent

Per oont is alwas two
words, Do not uso period
after oout; do not uso
per cont sign ((2).

Examplcs: Borrowors
pay as little as 1 por
cont; tho work is 75 por
cent complote; the goal is
100 per ouvnt officloncy.

ey
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SIMPLIFIED PUNCTUAT ION
USED IN NEWSPAPERS

Do not use a comma be-
fora "and" in & series:

Wheat, oorn and berley.

Use colon, semicolon and
comma in a list of of-
ficers:

George Biggs, president;
Yary Minhurst, secretary-
treasurer.

Use hyphen vith compound
ordinal numbers: Sovenly-
first etrect; the forty-
second draft number; the
Eighty-ssoond division,

Punctuate contost scores
as follows:

California 14, Stanford
21; or, Stanford won from
California 21 to 14,

Use hyphen in naming
track events and football
yard lines:

100~yard dash; 440-yard
run; the 45-yard line, He
w=g stopped on the 12-yard
line after & rum of 40
yards. (Do not abbreviate
vard, ")

Use period in abbroviae
tioﬁ.s' Mr., Mrs.., D!'..RUV.:
D- Do. Ph. D.a A. M.l etc,

Onit period fram ebbro-
viations, YMCA, NYA, ASCAP
Tva, WPA, AkA, OFM, PUA,
CCC, FBI, RAF, etc.

Use apostrophe to indi-
cate possossive casa:

Mants inhumanity to man;
men's work; St. Patriok's
ohurch; & fox's head; two
foxos' heads;girls’sports;
boys' ruces.

Do not uso
with pronouns:

His ocoat; hor books; its

apostropho

Gougle

leaves; their lossons; our
peneils; your lunches.

Use epostrophe in ocon-
tractions to indioate the
onission of a lecttor or
lettors:

Don't; ocan't; they'ro;
thore's; (thero is, as in
thoro's onoe in svory
classroom); it's [ it ism,
as in, it's a pity.)

Quote

Nemes of books, asongs,
plays, subjects of lec-
tures, magezine articles,

neaes of pistures, ete,

S
-

NN R T

QUOTE NAMES OF BOOKS
BUT NOT N©WSPAPERS

Examples: "Gone With the
Wind;" "God Bless Americs;”
"the Last Suppoer," "hy
Worry?" was the subject of
the looture; did you read
"Believe-it-or~Not Ripley"
in tho New York Times? e

calls his statuette "“The
last Dimas,™
Quote nicknames when

uscd bofore surnames:
James "Buzzio" Buggs.
Quote verbatim quotation

of a spoakor unless print-

ed in a different sizo
type or in different col-
wm width:

Examplos: "I don't Imow
just  what heppened,”
Viright said from his bod

in St. Josoph's hospital.

From this distanoo thoe
British oounter - reaids
along the Nezi-held "inve-
gsion coast” give evidence
of oxpanding British air
power. .

Do Not Quote

Do mnot quoto names of
nowspapers or other por-
iodicals: This is =& ocopy
of tho Bugvilloc Bugle,high
school woolkly nowspaper.

Do not quote nemes of
ghips, automobiles,ymchts,
potas. ote.

Examples: Ho doparted
for Tokyo on tho Taonyo
Maru; drive up Lizzio,
tho old *odol-T; tho pros-
idont boardod the yacht,
Potomac, for a cruisc dowm
tho Potomae river,




1., What pupposes ars

sorved by a style book!

2. Wy is uniformity in
English usage in a paper
desirable’

3, Why =sre grammar
books and diotionaries ine
suffiocfont as guides to
newspaper style?

4, Examine the style of
daily and woekly papers

olrocuiating in youwr vi-
oinity end report exam-
plea showing differencos
among them,

b. Roport tho style
used by a magazino, such
as, Cosmgpolitan, Lifo,
Amorican magazino, Satur-

day Evoning Post, Roader's
Digast, eto.

7. Rowrite tho follow-
ing making it oonform to
style of your papor or to
that suggoatod in this
style book,

londen fobrunry 25th a p

prime ministar ohurchil
has informod Jepans for-
oign minster that thoreo

can bo no gquostion of cam-
promise or parley in bri-
teins war with tho axis a
chooring housc of opmmone
wag informod tuos

this bvronouncomont was
rolayed +to parlimont by
richard austin butlor, tho
permanent undersecty for
foreign affairs as tho re-
ault of domands made ‘from
baok benchers on both
sides of the house for a

Google

Style Book

On this page are
problems and gquestions
i'or the studont, on
Unit XVII,

prooise statamont of the

recant japancse mossags to
britain

8. After you have copy-
read tho {orogoing, oom-
pere your rosult with the

following, as originally
printods

LONDON., Fob, 25, (AP)--
Primo Ministor Winston
Churcohill hes  informed
Japen's foroign ministoer

that thoro oan bo no quos -
tion of compromiso or par-
loy in Britain's war with
the Axis, a clhooring house

of commons was informod
Tuceday.
Thia promounccomont was

rolayod +to parliamont By
Riohard Austin Butlor, tho
pormanont undor-sosrotary
for foreign affairs, as
tho result of domands from
baok-bonchors on both
sidics of tho houso for =a
“prociso" statamunt of tho
rocont Japanoseo  snooiml
mossago to Britain.-- Ore-
gonian

8, Copyroad tho follow=
ing:

rov bieock visitod mr and
mrs prof groon jr at 13843
8 w oightysoscond avo-
nuo this wook wo loarned
that tho rov blaok! first
name is samucl

9., jas smity junior son

87

son of m¢ and mrs 4r jones
received hia md et yale u
on the 25th,

10, ocapt alark and lieut
ool jasobs are on leave
from duty with the army irn
europe they ere mambers of
the same regiment we re-
menher them as johnny and
willie when they werc mem-
bers of tho high school fo
otbull team and basketball

11, ser} henry hany hine
son home om the 88 presia-
dont grant exhibited a qt
of poisonous 1liquid gas
which ho obtainod from a
dud us boys was glad tho
shell didnt oexplode he
said,

12. mr and mrs gov wil-
son will spend xmas holi-
days with their son chas
at chioago whero ho is a
Jr in tho u of ohi

13, in wintor oollege
atudonts in northorn
states ongage in sltiingg

on the sides of mts  they
loarn to ski jump many ft

14, ho 1s visiting robt
robbines at 1421 sw fourty
sixth pleceo ho is a jr and
rob 1s a soph at jaysee

15, the rosult of the tr
act and fiold mgot are loo
yd danh wilson ly) 1st
roosovolt (h) socond joff=-
erson (ny) 3d timo nino
and oight tenths seoonds

440 yr run adams (y) lst
Monroo (h) 24 Madison (h)

Srd. Jacksen (p) 4th time
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NAMEPLATE DATELINE
HERE DESCRIBED

The mnameplata dAtaline
of B newspaper is a line
of printed matter just bae-
low the nameplate. It 1s
saeparated frax the oeme-
plato above and from the
rest of the paper bolow by
ruled lines axtending the
smtire width of tho paper.

Tho namoplate datoline
contalns the nemo of the
sity and stato in which
tho papor ies publishod;
volumo; number; and tho
datta 4n full, Iincluding
day of the woek, day aof
tho month and the yoar.

Somotimos it oontains
othor information such aee,
prioes of tho papor; numbor
of pagos: name of oditiom;
offico tolophonoe numbor;
and a notico of postoffico
antry as socoond class mail.

Cammon Typo =
Is Story Datolino

Anothor typo of datolino
is tho story datelina, It
iz tho ono oammonly undor-
stood whon tho tarm “dato-
lino" is montioned without
othor dosienatiom,

A datolino oonsista of e
groun of words plasod at
tho boginning of a story
originating outside tho
city of publication. Sto-
rics whioh have thoir ori-
gin in tho pudblicatiom
oity carry no datolines.

Tho datoliro givoa <€ho
placo-origin of tho story;

Gougl

Unit XVIII

Dateas and Datelinon

the date; and identifiss the mource of the story by
giving the name of a newsgathering agency or by the
word "Spooial™ +to show that the souroe is a staff or
speoial correspoadent of the newspaper,
Tha date imcludes tho

month and day but not the - _
year;and contrary to praoc- siidio tho stato, namos aof
ti0e in the namopiatedate. Wwell-lmown places are

l4ne, thoe name of tho
month is abbreviated ( ox-

copt tho short names of
March, April, May, Jumo,
and July).

Dai:eline Forma Vary

Si1ght waristions in the
form of datelines are
found in different news-
papors.

Although the first part
of a dateline is oomuanly
in ocaps, same pepers useo
oaps and 1 o3 some papers,
toos, omit the poriod and
dash between the date snd
the source idontificetion.

One of the two following
datelines amita bhe period
end desh atter the date:

NEX YORK, Jan. 31 (AP)--
John Kimbrough the . . .

TOKYO, Feb, 26.- {(AP)--
Tho nowspeper Nichi Nichi

It will be obsorved that
tha lead begins immodiato-
ly following the dateline.

tolines on stories
originating within theo
stato do not Ainolude the
namo of the statec exoept
in oasos whore tho plaoce
is emall eand romote from
tho publioation oity,

Whothor within or out-

omitted from datelines,

In the following eomn~-
ples, tho name of the
state or foreign oounitry
is omitted beocause it is
oonsidorod woll-lmovm to

the papor's roaders:

LONDON, Fob. } (AP)--An
woffiocial but , » ¢« =«

ATHENS, Jan, 27 (AP)--
Grook oocupation of . .

Bmm' Feb. 1 (AP)‘"‘M'
therized sourcos sald . .

MOSCOW, Jan., 27 (UP)--
Tha military ocomentator
of Red Star, army publioa-

In the following oxam~
plos, the namo aof the
stato or forelgn ooun-
tries aro given:

COLUMBUS, O., Jan. 14
{AP)--Paul Brown, who was
too small with Ohic State
wiiverasity's froshman foot-
ball toam 13 yoars ago,ro-
turnod to tho campus today

OSSINING, N. Y..April 14
(UP)-Two priscners who os=
oapod from Sing Sing today

ST PAUL, Minn. April 14.«
(UP)- Herd lango of Chi-
oago todey bocame thoflrat
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DATELINE EXAMPLES
HAVE NAMES OF STATES

me. Wah, D.O._ 14
{AP)--Oregon State oollege
olenned up ites wesek-end

¥aoLFOD, Alberts, Feb, 1

{AP)~~ A strange air acai

ANKARRA, Turkoy, Feb.l
{(AP)--Colonel 'William J,

, Donovean arrived in ., . .

In the following oxam-
rles. tho atory orizinates
in eomo woll-Imown  placeo
within or near a city:

MADISON SQUARE GARDEN,
'"0" York, Jan, 31, (INS)--»
A sluggish, jadod Joo .

OREGON STATE COLLEGE,
Corvalilis, Jan, 31 (Spe-
oial)--Tho Univoraity of

GARFIELD HIGH SCHOOL,
Los Anzoles, March 9 (By
Exohango)--Forolgn lang-

Nowa Agoncy AbLroviated

Tho namo of tho nows=
agency or press associe-
tion in the dateline may
may be spelled out, but
more commonly it is abbre-
YiltOdo

Bast dmown press assvei-

ations are, tasocinted
Press {AP); Tnitod Prees
(UP); and Intornational

Nows Service {INS),

Others are, DNBE, Gorman
nows agonoy;Routors, Brit-
tish nows sorvicse;and oth-
ors.

The Stonodl Dupliontad Nowspaper

Correspondents Ready
When Big News Breaks

When tho date news origin is identifiod as

*Spocial®

it signifies that tho story was not recglvod through =
pross assoviation but through a spocial or staff aor-

rospondont, .

A spocial oorrospondent
is a person, gonerally =
‘newspapor man or woman,who
sends news reports . from
hie looality whanever any-
thing happens thore whioh
may be of intorest to the
paparis roadors, He may bo
amployod by a nowaspaper or
by & press association. Ha
is paid acoording to the
amount of his material ac-
ceptod for publication.

staff Mon Covor Fiold

A steff correspondont is

& NOWBpAper man or woman
who s amployed by e nows-
papor, a group o nowsphe
pors or by s pross associ-
ation. Ho roceivos a state
od salary, and may rocolvo
for his use an oxpunso
allowanoo in addition.

Staff correspondents are

stationed at Weshingtom,
and in all other domestie
and foreign centers where
news events of national or
internetional signifisance
is most lilcely to happen,

They go with armlos to

battlo; they visit soenes
of disester; they ride on
the proli_flant's- vacht,
special trein or ¢m the
navel oruiser whiock oar-
ries him on a wvacation
voyage, They interview the
world's groat porsonali-
ties in govornment and in

18

~4logo.

boon

-improvamont of

businesas,

Correspandente may write
with the objectivity whioch
custamary in news eo-
counta; or thqy may em

.ployv analysis and oditori-

al interprotatiom, ospea=
lally if thoy sera sta-
tionod in placus wiore in-
torprotative analyses are
dosirable in furniehing

- baokgrounds by which read-

erg may better understend
what is happening. .
' Correspondents, whethor
prosonting nows or intor-
protativo artiolus, may bo
agoorded the by-lina priv-
Thus. thoy beoGso
known to readors who wol-
oome their storiea and
learn to roly on the sownd
noss of their Jjudgmont,
Various atvempta have
mnde to organice
prass associations for
high achool and oollege
nowspapors, '
The most sucooasful of

- these are: Mational Schol-

astisc DPrsas essociatiom;
Columbia Scholastic Froes
assooiantion; Quill aend

Seroll: and Netionel Dupik
aated Prass association.
The NDPA iz devoted ox-
olusivoly to the intorasts
of duplicatod papers, pub-
lishing & monthly:. bullotin
containing asuggestiors for
sohclasgtio

publications. All of them



WRITING OF DATES
COVERED BY RULES

oanduot ariticel services
snnually, semiannually or
both,

The day of the waek
alwould be s=pslled out in
the body of the story as
wall as in the nameplate
dateline.

Although the name of the
month 1is abureviated in
the dateline (exaept short

names, Maroh. April, WMay,
Juno and July), it should
bo writtan 4in full. bath

in tho namoplato datolino

and in tho body of tho
.toryc
The year is printed in

tho namoplate datoline,
but it 1{a not usod in tho
body of the story axaeopt
in ocomnoction with gvonts
not in thu ourront yoar;
and evon tnen 1t may bo
avoidod in many oasoca by
uso of auoh ‘torma as,
“last yoar,™ "noxt yoar,"
“two yoars ago.," oto.

Best journalistioc prec-
%ico froms on the ueo of
sty ths d, nd ané rd in
sonneation with dates.

CORRECT: January 13 Fob-
ruary 5; March 10; April
22: May 3; July 4; oto,

INCORRECT: January lat;
Fobruary Sth;  April 22q,

Always wuse the uama of
the month: April 30; not
on the 30th,

Datos noarost to tho day
of publication may ve giv-
en, simply as, "yostordey"
or "tomorrow;™ “day beforo
zostorday;" "laat Monday;"
Naxt Tuoaday." otec,

Gougle

Dotes and Datolines

STUDENTS MAY T¥ET THEIK INOWLEDGE OF UNIT XVII1
BY ANSWERING THE FOLLOWING QUESTIONS AND PROELEMS

—

1. What is o nowspapor namoplato?

2. What informntion ia providod by the

datoline?

namoplate

5. In what ways docs the dato as givon in tho nome-
plata datolino diffor from that givon im the datclimo?

4. Itomizo tho information givon in tho datelimo,

5, What is the practioc in datolinos in rogerd to
abbroviation of tho days of tho wocki

6. In thirs sazo conmoction. whni

Datos more tham a wook )

away, past or futurao,
should be roporfod sy
month and dayy or day of

tho wook; month and day.

Eranmples: Ho arrived
August 11 from Hong Kong,
bringing to an esd a jour-
ney whioh began two yocars
ago last July.

Agaombly will bo hold
tomorrow, at which timo a
program will ba prosontod
that was Lo have boom
rondy Friday last wook.

Tho noxt aseombly 1is
planned for Thursday,
Maroh 6,

XNCORRECT: Thc ncxt as-~
sombly will bo hold on tho
6th.

Tn oonnoction with tho
ban on tho usc in datos of
guoh oxpressions ne, lst,
2d’ 3d, 4th, oto,.; no in-
tontion 13 made ¢To ban
such usc with namos of
stroots in addrossos.

Fxamplags 1458 ¥ E Slst
atroct; No. 3% E Ssoond
avonuo; 1492 E 23d stroot;
279 S W 11th avonuo; ote.

is tho praotioo in
tho nomoplate datolino?

7. What nowspapor sto-
rice oarry dotolinos?

8. Mhat is anothor nome
for a detolino?

9., Givo tho nomos and
abbreviations of as many
news gathering aegencios
as you oan find in e daily
paper,

10, Can you find in your
dally pepor. tho neme of a

nows gathering agonay
which is printed wlithout
abbreviation?

11, What 1s the signifi-
canco of the word, "Spoo-
jal," found in some dato-
1linoa?

12, Distinguish botwoon
staff oorrespondont and
spooial oorrospondont.

13. vwhat typc of matori-
al is oontainod in roports
by stalf oorrospondenta?
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MORE QUESTIONS AND PROBLEMS ON UWIT XVIII

® 14, Name four or mere high sohool and

O ccllegs press associations,

16, What press association is organizod
espooially in the interosts of duplicated
newspapers?

% 16, Examine dateline practices in two

* O or moro daily papers ciroulated in your

visinity, Do they differ in the use of

* oaps, punctuation or in any other way?
Colloct axamplos to show what you find,

17, Does your daily papor Inoludo the
" namo of tho state in datelinos for atoe
rios which originato within tho stato?

. \ 18, What is the practice of your dai-
ly paper concerning the use of names of
foreign countries in datelines? Illus-
trate by examples,

19, How shovld dates be written in the
body of & story? Illustrate by examples
found in e daily paper. Try to find ex-
J - amples showing use of the year in a date,

" 20, Is the day of the week ebbreviated?
* Illustrate by examples from daily paper.

'y » 21, Is the name of the month abbreviat-
(:) . ed in the body of the story or in the

x namoplato dateline? Illustrate by oxam-
ples from a dnily paper.

22, What is the practice of newspapers
in your vioinity in the use of st, th, 4,
* ote., in dates? Illustrate by examples,

23. Correct all kinds of errors found
in the following:

x parme idaho apr 22d 1941 special Jjas
buggzs on the 17th visited at home of rmr
and missis ongineer chas jiggs junior who
live at columbus boulevard and 24th avo
mistor buggs and mister jJiges wore olass-
matos at boisa jayseo in 1931

/Google
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Troublesoma Words

Cortein words eand exoressions, more
than others, appear to cause diff'ieulty
for writers. The following list. while
not exhausitive, attompgte to point Gut
somn of tho mare troubloscme ofifendors.

Addiresaas
In addressos, do not abbroviate avoe-
nug, boulaovard, square. placo, stroot,

road, oto.

Do not oapitaliza avomua: bhouleovard.
placa, squarc. stract, road, cto,

Spoll out numborod stroota from ono %o
nino; use figuroe for 10 and highor num~
boera.

Omit tho word "at" in addrossos.

Examplos: 24 Sevaenth avonuo; 1493 Dear-
born placo; 1709 144th stroot; 10 E 724
straoot,

Soag addrossos roquiro spoocial troat-
mopt in ordor €0 insura accureocy.

Examples: 10 10tk etroct, 12 12th avc-
nuo are morg alear if writton: No. 10
Tenth street; No 12 Twg¢lith Avonue. ote,

adviser, adwvisor

Both forms ero corroot; edvieer ia pro-
forred.

affect, effect

Affoot is a vord, meaning to influencs;
to seek by naturel affinity: to azsume
the appearance of; to pretend.

Effect may be either e verb or a noun,
Ag a verb it means to accomplish; to ful-
£i1; %o produce as a cause, consoquence
or resuit, As a poun, effect meenz re-
sult, purposs, realizationm.

CORRECT: What you smy will not affeot
ne.,

INCO/PECY: What you say will not effact
ne,

COIRECT: Ho aff'acte s French eaccant.

Gougle

CORRECT: The army eoffected a .orossing
of the river, C .

CURRECT: The alffect of the new rule 1s
stimulating .

Aga

Uso figuros. genorally, for oxprossion
of agos of persons. PExooptions aroc use
of spollod-out words for vory small pum-
bors, such as, ono or two; and large ntme
bors andirg in cyphers such as, sixty,
oighty, f'ive hundrecd. six milliom, obe.

Ugo comea boforo and aftor an oxpros-
sion of ngo.

Examplos: John Doo. 45, was namod boss,
Johnny Doo, nge 3,aoccampanicd his father,
Richard, ono-yoar old son of Mr. and ¥Nrs,
John Doo, spont a month with his ninoty-
yoar old grandmothor. Mary, &-month old
daughtor of My, and Mrs, C. H, thmt .

all roady, already

CORRECT: Thoy woro anll rondy to go.
IHNCOKKECT: Thoy woro alroady to go.
CORRECT: Thoy hava alremdy gono.
CORKECT: All roady. lot's go.

all right

CORRECT: All right, oomo ahoad,

INCORRECT: Thoy havo gono alright,

No correct usago is known for alright;
confusion llos in +tho fect that Iits
counterpart - alroady - has a oorroct us-

ago,
alumus

Alumus donotos o man gradunte of a
school or ocollego.

Alwmi is tho plural of alumnus

Alumme donotos a woman grauduato of o
schnol or collogo.

Alummae is tho plural of alumna.
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CORRECT: Montgomery Ward
& Co,

Whan both man and women graduates Ars
nentioned together, the
msculine plural, aiummi,
10 used. “Ml-
Examples: John Bigge, *
sophomore, and Williem

Bigga, aluwmnus, went ski-

ing togsther yestorday,
Charlos and Mary Biggs.

alumi, hunted outolopo.

are olassed ameng
words whioh commonly
are troubloscomo.

« Tholr oorroot umage
is givon herop.

CORRECT: Transcantinental
& Wostern airlings,
CORRECT 1 Albina Steel and
Engine ocepany,
INCOHRECT: Standard 012
& Co,
CORRECY :

alumni,
alumnao,

Standard Ol

Tho Alumni assooiation,
of Yale university. ( A imon's college.)

The alumi asgooietion of Stanford uni-
versity. (A oo-oducatiomal institution.)

Tho Alumae sssociaticn of Smith ocol-
logo. ( A collogo for women.)

Mary Jenes, alumne

Mary Jones and Susan Swith; alwmpa

Uso of the various forms of alumius may
he avoidad by tho usc of the pear of
gresuation: Jolm Biggs. seophoaere and Wil.
liam Biggs 40y wont skiing.

Mary Jones 40 and Susan Swith *38,

alwpinms, aluminumg

In attenpted hvmor, eame writers refer
to oollegs gradustes as aluminums. This
woréd used in this menner has no astanding
in corroot usge.

axpersand ( & )

The amparsand. sign for “and™ is 1it.
tle used in jourrmlistio writing despite
its obvious spaco-saving qualities., It is
used however, in advertisemants and in
nanes of Lusiness firms 4ix nows oolumns
when this gign is @ part of ¢the logal
nams of the ocompany.

CORRECT: s found two soakoes snd one
T,

INCORHECT: Ho found 2 enakos & 1 rat,

CORRECT: Ho aollecta snakes, 1izards,
wator-dogs. eto.

INCORRECT: He colleots snakes, lizards,
ymtor-dogs, & oto,

CORRECT: Blako., Woffitt & Towne.

CORRECT: A. B. Diok campeny.

INCORRECT: A. B, Diok Co.

Google

cmpany,

INCORRECTt Red, white &

bunting is used for speakor’s stand,
CORRFCE: Hed, whito sand bluo bumtingis.

wsed For speaker's stand.

anci, ante

Anti, means against; anto,means dafore.

COKRECT: The logisleture passed an-
tl-gazbling lawa,

CORRECT: Tho anti-liquar league.

CORRECT: He livoed in ante=bellium days
(chat 1is, before the war.)

msu’s A.. “. mi mmidm.

CORRECT: Tho days beforo Neah built tho
ark may do callod antediluvian days,

any, any othor

CORRECT: This Ls botter than any othor
pon I have used.
TINCORRECT: This 1s boticr than any pen,

enybody, anyono

I havon’t soon anytody.
I ravon't soon anyono.
INCORRECI: I havan't soon any ono.

athlotios

Athlotios ia a singular nown in plural
form., It roquires s singular vorbd,

CORRECT:s Athlotios is ovoramphasizod iz
somo schools and univorsitios.

INCORRECT: Athlotios aro important i=
modern schools.

INCORRECT: Athlotios promoto hoaith.

CORRECY: Athlotios promotos hoalth.
INGORRECY: Athletics are beneficial.
CORRECT: Athlotlos is bonofiolal to mo.
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bad or badly

Worde like foel, loaok,
sound, mmell, tazte, re-
giisre an sadjective instead
of an adverd.

CORRECI: I feel bad with
thia oold. I feel bad
about ks 'miaf ortune.

CORRECI: The band sounds
good this moraing.

1y?)

pago.

Do you feel bad or
do you feol badly?

Conf fdantinlly, it
smolls bad ( or bad-

Theso amé other
trsubl osome
and exprossions are
discussod on this

sach

Bach reguires a singular
varb,

CORRECT: Oach of my broth-
ors rcoelvos his turn,

IRCORRECT: Each of my
brothors racoivo his turn,

CORMECTtAll of my broth-
ors recoive thoir turns.

CORRECT: Tach of the mem~

words

CORRECT: You look good in that blue
and white hat,

CORRECT: Papmya fruit smells bad but
tastea good.

being

Being is a participle and should not be
used like a verd,

CORKECT: The ohief purpose of the meet-
ing is to disouss tio subjoot of servise
stripoe on ewcatoers,

INCORRECT: Tho ochief purposa of +tho
meoting boing a disoussicn of tho subjoct
of sorviog airipes on swoators,

CORRECT: Tho chieof purposa of tho moot-
ing boing a discussion of tho subjeoot of
sorviaco stripoa on swoators, tho chalrman
onlled for exprossione of opinion.

collego yoar

With a numbor to oxpross the year of
graduation frum collogo, uso an apostro-
pho, but not a oomaa, baforo tho numbor,
Caro should bo takon not to confuso an ax-
prossicn of ago with an oxprossion of
a oollogzec yoar,

CORRECL: Earl Sams '41l, is a pianist,

ILNCORRECT: Earl Sems,?4], is a planist,

CORRECT: Emrl Sams, 41 is .a planiet,
f His ags is 41 yoars).

ocanmlittoommn, comnittoowaman

Do not uso a hyphan.

THCORRSCT: Bob Biggor; ¢omnittoo-man
from tho first distriot mot with tho
cormltbev~-wamon £rom tho saoond distriot,
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bors of tho golf toam is an axport.
INCORRECT: Fash of the mombors af tho
golf toar aro oxperts.

axoespt, without

Excopt and withcut aro wroopostions mnd
should not be usod liko conjunctions,

CORKECT: Thoy will not bolieve unloss
thoy soo.

INTCORRECT: Thoy will not bolievo oxcopt
thay asoo.

CORRECT: X will not go unloss you go.

INCORFECT:I will not go without you go.

CORRECT: I will not go without you.

fort

Always spoll out.

CORRECT: Washington built Fort Nooos-
sity,

INCOKRECT: Ho built Ft, Noocssity.

CORRECI: Ho ouilt & fart,

torty

If f-o-u-r iz four, f~o0-u-r-t-y shoula
be forty, but it ism't, Forty iz w word
whioch is froquontly spollod incorrcotly,

CORRECT: Forty mon and oight horsos.

frostymn, froshmon

Fhen usod as an adiective, the singu-
lar, freshman, is the ocorrscet term.

CORR:CT: Wo saw tho freshmen claes,

CORRECT: Wo saw 50 freshemn,

IRCORRECT: Tho toum has sovun froshman
playars and sight --sonhamore wambote.
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Now that- littlej height
word "its.” Is it
its or 18 it it's? Hoight is of-
And are you six| tem incorrectly
foet in hoight? Or| spelied,heighth,

is it honghth?

Do I want you +to
lek me alone or
loave me be?

This pegs tolls,

The poraon wio
spells it incor-
reotly, probably
proncunocos it in-
corroctly. +too.

Tho corroot
spolling ie hoight; proncureed, hite,

CORRECT: Tho height of his jump ie
§ feot 6& inches,

INCORRECT: Damboc grows 3Iin olumps 30
faot in heithth,

is winore, i» whox

Thoso words aro used incorrseotly intry-
ing to define a word.

CORRECT: Duoctilo moens capable of boing
dresm out inte fino wiro.

INCORRECT: Ductile is whore youw pull a
plevo of motel out into small wiro.

CORKRECT: Stonoillzing 1s the weaot of
proparing a stoncil by typing on it with
tho typowritor ribbon disongaged or by
writing on the stencil with a stylus.

INCORRECT: Stencilizing is whore you
typo on & stoncil with tho ribbom disen-
gagod or write om a stoncil with a styluas.

ite, it's

Its 18 a possossivo pronoun; it docs %
roquiro an apostropho any moro than doos
his or ours,

It's is & oontreotiom of, it is,

CORRECT: Mary had a 1lttle lemb, its
#>0l was whito as shdw, A dog was struck
by & oar; its log was brolon,

CORRECT: It?s a long lanc that has no
turning It's a pity ho fell.

CORRECT: It's no fault of minc that it
brokn its wing; but I saved its lifo.

Junior

Tho word junior is spellod out whon it

Google

iz used to mean & mamber of the third
your olass in nigh school or college o
when 1t is uvsed with referencea to the
yoanger of two similarly named persons
without mentioning hie name,

It should be abbreviated whem usod as a
part of the nams of the youngsr of two
persons having the sams name,

COKRECT: John Doe, junior, will remmin
out of school & term before beginning his
senior yeer.  (Be is & mammber of the jun-
jor cless now,)

CORRECT: Tho junior momber of the £firm
now is in full gharga.

Yhan the abbroviation of Jjunior is used
with a namo, no ocmme should bo placed be-
twocn the namo and tho abbroviation,

CORKECT: John Doe Jr, had as a woek-ond
guost, his father, John Doo 5r.

INCCRRECT: John Doo, +r, had as his
wook-ond guest, his fathor, John Doo,Sr.

ziokoff,~ ome word
ib, (See pound.)
lineup - one word
leave, let

To leave is to dopart: to let is to
permit,

CORRECR: Let me alone; dem't bother mo.

IHCORRECT: Leave me be.

CORRECT: He leaves for home today.

INCOREECT: Will you leave mo help yeul

lie, lay, lain, laid

Those must bo vory. vory troublasome
words judging by the stwabor of writers
who use them inoorrootiy.

Confusion in the uso of some of theso
vorbs arises from the faot that the pres-
ont temse of LAY has the same form as tho
past tonas of LIE., Observc the oconjuga-
tion of those two vaorbs.

Lio (to recline). Principal parts, lio,
lay, lain.



Lay (to place).
lald, laid.

Conjugation of LIE
Presant

I 1ieo on ground

you lie "

ke lies "

w lie "

you lie "

they 1ie "
Past

I lay on groumd yes-

you lay ® terday
he lay " T
wo lay " N
you lay " "
they lay " "

Frinoipal parta.

Trovbletcme Worda 97

I'yl

Corjugatlon of LAY
Present

I lay hook on table
you lay *© 8

he laya '
we lay "
you lay *
they lay "

T 32

Past

I laid beok on desk

you lajd " "
ko iaid - e
we laid " x
you laida * .
they laid " "

CORRECT: He lies on tho grass all day,

THCOrESCT: Ho lays on grass

all day,

CORRECY: He lay in bed yostorday.

INCORRECT: Ho laid in bod all day,

CORxECT: Fog lies mlong tho norizony it
lay thore rll day yosterday.

CORRECT: Ho lays n log on tho firo; I
laid two logs on it tnis morning.

CORRECT: The dog lias om the hoarth: ho
lay thoro all last nipght,

CORRZCT: Ho lios dowvn on tho rug,

thon

lays his pipe on tho floor,
IRCORRECT: Lay down, Snop.
CORRECT: Lio down, Shop.

li%o, as

Liko is e proposition nnd should not bo

usod as o oonjunction.

CORRZCT: It looks as if it may rain.
INCORRECT: It looks like it may rain.
CORPLCT: Play that you aro a ghost.
INCORRSCT: Pley liko you aro & ghost.
COERECY: As a hon oovors hor ohicks

INCOERECT: Lia ns o hon covars
iin rides likc Jaohu.

COKRECT 1

chicks

CORRECT: They fight 1ike tigors.

Gougle

mid

Mid is usod
in lowor case
comnoctod by
a hyphon to
anothor word.

Doubly troublesome
are the words. lie,
lay, laid and lain.

If you can use
these words gorreat-

CORRZCTs ly, you are a good
mid-Victorion writer, at least so
INCORRECT = far as wnderstand-
Mid-Victorian ' ing grammatical con-
CORR:.CT = struction is aon-
mid - Weatorn cerned. When in
INCORILSCT doubt, check those

Mid - Wostern conjugations.
CORRECT: His baskotbalil
mid-Columbia ohampion.

toam is thr

mizht haseo

CORRECT: I might bhave gome if I hmdl
asked permissicn to leave.
INCORRECT: I migiit of gonme.

mount

Hount is correctly spelled out or ab-
breviated.

CORRECT: I saw Mount Hood.

COXRECT: Wo passed near Mt, Shasta.

CORRECT: Our plane passed over Mount
St, Helens,

INCORRECT: Mt. St. Helensa
¥Mr. and Mrs.

Omit thoe titlo "Mr." at the first men-
tion of & man's nems in & story; use only
his commonly acoepted glvon neme end/or
initials and his surpamo, In subsequent
raforancos in the semec story, use "™Mr."
and surnama without given nsmo. Some

NUWENADArs usc surrames only.
CORRECT: J. C. Ponnoy, woll-known busi-

nass oxooutive, visited ths lodanl store
today. iir. Penney comferred with the

manager and 1 a8,
INCORRECT: Mr, J. C. Penney visited the

store, later J. C. confored, etc.
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When the names of a man and his wife
appear fogether in a nows siory. tho
titlos of both with the man's nemo and/or
initiels ars givon at first mantion.

Subsoquontly, Mr., and ire. with surname
is tho usaga; or, oithor lr. and lrs. may
bo mantioncd soparatoly with title and

Cromn Princcas Elizaboth end Prinooss
Mery Rosos, daughtors of King Goorge VI
and Quoon Elizabeth visitod Quoon Mothor
Mary at Sandringhrm oaastlo, it was ro-
rortod from London.

mysoll

surnamo, Exenploa:

Mr. and Mrs. Josoph Land
arrived from Onltimoro
today, Both Mr. and,Mrs.
Land arc woll mown horo.
thr, land 1is tho formor

pors,

Howw oro titles of
woiion usod in nowsapa-
acoording to
approvod practico?

Is tho wife of Dr,

Do not uao, myt.olf. for. mo,

COKEKECT: Loavo word with tho
deon or with mo,

INCCRRECT: Loavo word
Che doan or with mysolf.

with

managor of thce Clavorloaf Whitc,Mrs. Dr, Whito.
dairy end lrs, Land was or is tho wifo of tho nono
city 1librarian for many ministor, Mrs, Rov,

yoars.,

Dourias Brown?

None meens, no ono. @0 it

CORRECT: Dr, and Mrs,
A. L. Lynch entortainced at Monday lunch-
oon, the Rev. and Yrs, G, R, Rico.

Porsons woll Imown in tho oocsmmunlity or
who aro national or Aintornational porson-
agos. may bc roportod with offioiat
titlos without given nama, although tho
uso of tho givon name is nover out of or-
dor.

CORRECT: Presidont and Mrs. Rooscvelt;
Chief Justice and Mrs. Hughes; Socrotary
end Mrs, Cordell Hull;Principal . and ¥ras,
Broadmors; Promior end drs, Churchill.

If both Mr. and Mrs. Abner OGray aro
dootors of medicino, thoy may boe roportod
as, Dr. Abnor Cray end Dr. Mary Gray; or
Dra. Abner and Mary Gray.

Namas of sov.ral merricd womea moy be
raportod with mamos procodod by,lozdamos,

CORRECT: Mosdamos J. H. Congus, C.~ C,
Camp and G. H. Hanes,

Namos of womon ero roported witk titlos
of Misc or Mrs. both ot first mention and
subsoquont rofurances, unlosa thoy lavo
othor titlos in thoir own right euch as,
Dr., Rove, Duchoss, Fringess, oto.

CORKRECT: HMiss Mery Jamos arrived to
tako ovor the dutios of oity 1llibrarian
formorly porforred by Mra, Joscph Howard.
Both Mins Jamuz and Mra, Hownrd are

trainoed oand oxporioncod 1librorinans.
CORRLCT: Profcssor Julle Jacks deolorod
agto. Profossor Jocks sald also, ote,
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ghould be usod with a singu-
lar verb; nover with a gplural vorb.
CORRECT: Yomo wms therae.
INCORRECL: Nono were thero.
COKiFCI: Nomo of tho boars is dangorous
IMCORA=CL: None of tho boars are dan-
goerous,

numbors, plural; see plural of numbers
o'clock

Tho word, otclock, moans of the oclock;
tho o should ba 1 ¢ unloss tho word is
in all capa.

COLR®C?: Ho arrivod at 10 ofslock,

INCORRLCT: Ho arrivod at 10 O'clock.

of us, of wo
Hovor uso tho nominative omso as objoct

of a proposition.
CORRECT: Some of us playera want ancth-

or gamo,

INCOHRECT: Somo of wo playcrs want
enothor gamo,

CORReCTl: Ho mada tTho statomont in the

prosonco of Mary, Polly and mo,

INCORRECT: He mado tho statomoent in tho
prosonca of Mary, Polly and I,

CORRECI: It makés no difforonco to you
or mo.

COPRECT: Ono of us will be ohosonm,



Troublosoms Words

ought not, hadn't ought

The word, ought, has no past temso nor
past partioiple; thorofore, "hada't ought"
should be banished from the English lan-
guago along with "alright," "aint " and
somo othors.

COERICT: You ought not slide thore.

INCORRECT: You hadn't ought to slide
therao.

CORRECT: I lmow I ought not drink when
I drivo a motor oar.

INCORRECT: I Xnow I hadn't ought +o
drink whon I drive a motor ocar.

ought, naught, aught

The word, ought, is sometimes incor-
rcotly used for, naught. BRuaght means,
nothing; aught moans, anything.

CORRECT: A million hag six naughts,

INCORKEICT: A milliom has six oughts.

CORRECT: I will havoe naught of your
schomo; awey with it.

INCORRECT: I will havo aught of your
schomo; away with it,

CORMECT: Hove you soon aught of my
papors? No, I havo soon naught of thom,

per annum

Por andum is Latin, moaning, by tho
yoar, Bost usago avoids mixing latin end
English in tho samo oxprossiom,

CORRZCT: His salary ic $7,500 & yoar.

INCORRECT: His salary is $7,500 por
yoar.

CORRECT: His salary is $7,500 por anmum,

CORRZCT: His oxponsc allowanoco is §3
por dlom.

THCORRECT: His allowanoo is 83 por dey.

INCORRECT: For momth; por ounco;  por
cublc root; por squero mile, oto.
CORRECT: a momth; en ouneco; a oubic

foot; a squarec mile, otc.

por cont

Although , por coat, ig oan abbroviation
of tho Lafiin, por contum, long usego has

Google
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anglioized it so that prosont uwsege does
not roquiro a period,

CORRECT: Ho agreod to pay six per oemt
intorest por annum,

INCORRECT: Ho agrood to pay six por
cortt, intorost por year.

playoff

This word
hywphen.

CORRELT: Tho baskotball playeff will
somonoo Friday night.

INCORRECT: Tho baskatbtall play-off will
commanoo Friday night.

should be used without a

plurals of numbors and lottors

Here is an unique oaso ixn which tho
apostropho i3 usod to indicato tho plural,
CORRICT: Mind your p's snd q's,
CORRZCT: Ho knows his abo's,
CORRLCT: What word has four as's and two
1g?
P CORRECT: Pleaso
fivo 1'c.
CORRECT: Ploaso change this fivo into
iivc onos.

change this five !into

CORRZCT: I rocoived two 3's and four

— - 2's et my window,

How many oughts CORRECT:  thoy

in a million? oame Wost in tho
Havo you soon '40's,

anght of my booka?
No, I have &oon

naught of thom.
Thoso and other

trouble makors aro

possossivo case

Nany writors
find difficulty

found on this pago. with the possos-

giva caso of sono

nouns and pronouns for roasons uninown,
Add apostropho and 8 to form thc poss-

osaivo, is tho Fule; or add the epostro-
pho only, if tho positivo alroady onds in

8.

CORRE(CT:A boy's skatos; bdoys' sintos;
monts inhumnanity; ments coats; a ohild's
toy; childron's toys; Burns' pocss; ox's
yoko; oxon's yokes; foxes' noses; women's
vanities;anybody's businoss;girla! longude
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The big surprise
troublesome word
is the abbrevia-
tion for pound.

The ebbreviation
is trequaently giv-
en a8, lba, This
s IKCORRECT.
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possssoive pranovns

Ko apostropna is
neacled to express
the possessive case
of pranouns.

CORRZCT s Her book:
his hat; our land;

their duties.
CORRECT: The obligation is ours, not
theirs, Turtlefa shell is its proteoction.
CORRECT: Thoire not vo mako reply.
Thoirs not to reascn why.
Theire but to do and dis.
INCORRECT: Thoir's not to make roply.
CORRECT: The troo sheda ita leaves,
INCORRECL: Tho troo shods it's leaves.

pound, pounds

Tha abbreviation of pound, pounds, s
ons of tho most intoresting in the lan-
gusge. Tho abbreviation is not of pound,
dirgotly. but of libre. the latin oguiva-
lont. The plural of libra is librae.

Therofore, tha ebbroviation for pounds
{8 tho samo as that for pound, vis., ib,,
not lbs,

CORRECT: 1 1b. coffoo; 100 1b.
1,000 1b, flour.

SUgar;

principal, prinaipio

Prinoipal:occupying tho first place or
ranks chiof in character, degreo or im-
portance; osasantial; hoad of a firm,
school or collego; a capitel sum lent at
interost,

Principle: sourca ar origin; oleamont;
fundamontal ¢truth or dJdootrino; sottlod
rula of law of agtion or agnduwet; reasca;
foundation of moralivy or roligion; up-
rightnoss.

CORRECT: Tho principlo on which my
statamont is foundod is faish in man,

CORRECT: Tho principal waas oxplaining
tho principloa of ctudont govornmont.

I¥CONHECT: Heo is in conforonco with the
principlo.

CORBECT: Ho oonfere with the principal.

Google

pronoun agrocmont

A promoun ahould agreo in nusdbor with
its mntocodont; a rulo of tem violated.

CORRECT: If anybody wants m ponoil he
may raiso his hand,

IfICORRECE: If anybody wants a panwil
thoy may raise thoir hand.

CORRECK ¢ who wants a  summer
job should filo his applioatiom at the
personnel offioco.

INCORRECT: Anybody who wants a summor

job should file <their appiiocation at the
personnol offioo,

CORRECT: Everyono 1s elegible.

CORHECT: All studonte who want summer
jjobs may file appliocations ai: tho offico.

provided, providing

Provided mcans, grantod that.

Previding moans, furmishing.

CORRECT: I will mooopt provided I am
reloasod from my prosont positiom.

INCORRECT: I will acoept providing I em
roloasod from my prosemt positiom.

CORRECT: Since I am providing tho
transportation, I should bo invitod,

CORRECT: Providod transporiatiom is
availablo, I shall go with you.

achool child (two words)
schoolhouso {omo word)
sohoolman (ono word)
sohoolmastar {onc word)
school toachor {two words)
somcbody (ong word)
subdistrict iono word)

thoir, thoro, thoy'ro

Thoir, is a possossivo pronown.

CORRECT: Thoy lost thoir mitctones,

INCORRECT: Thoir is a pionio thoir.

CORRECT: There is a pilonle ovor thore.

There. pointe ocut; or introducos
statumont.

CORRECT: Hoe 1ives
foot of tho hill.

ovar thore at tlhe
I1'11 moot you thoro.



Troublescms Worda

their, there, they're (oontinued)

They're is a contraotion af "they are,”
CORRECT: They'res landing now,

CORRECT: They're running neck and neck.
CORRICT: They're in the strotoh.
INCORRECI: Thore landing thers.

there is, there ars, thero will be

These words arc muoh ovorworked by many
writors., Botter and more dircct stato-
mois can bo made without them.

FAULTY: Thoro woro many skators thoro.

Betier: Many slmters ware there.

FAULTY: Thore will bo a meeting oslled.

BETTER: A mooting will bo ealled.

this ¥ind, thosc kindas

Tho plural "thoso” should not bo usod
for the singular "this,"

CORRICT: I novor did liko this
a ponoil nor thoso kinds of pons,

INCORRECT: I liko theso kind.

kind of

tos too, two

To. i1s a proposition or en infinitivoe.

Too., is an advord.

Two, is a numbor

CORRECT: Ho too, said ho would sing.

INCORRECT: Ho to, said he would sing.

CORKECT: Two bvirds sang to me and te
you, too,.

THCORRECT: Ho worked to 1long and %o
nard for his own good.

CORRECT: He worled too long and too
hard for his omm good.

CORRECT: You two and Jim too, may "go
to tomn to hoar two bands and to see thom
too.

CORRECT: To err is human;
divino,

CORRECT: A tutor who tooted a flute
tried to tutor two tooters to toot, Said
tho two to the tutor: "Is it better to

taot:, or to tutor two tooters to toot?
CORRZCT: Two for me; two for you, too.
CORRECT: Doal two to mo and two to you.

to forgive,

Google

for you and mo;
to you and me, oto.

Tho corroct form
is "te you and
mo,” Tho objoo-
tive oaso is ro-
quirod with tho
proposition.

CORRECT: Ho want
with Harry and me,
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De you ovorwork

tho words, "thoro
aroc,” and “thoro
is"?

And do you ¥now
your to, two. too?

Disoussions of
thoso words appoar
en this pvago of
troublo makors,

INCORRECT : He went with Barry and I.
CORRECT: He gavo the pigture to Sam,

Bverett and s,

INCORRUCT : He gave ths pioture to Sam,

BEvaratt and I,

INCORRECT: It makes

you or I.

no differesnce to

CORRECT: It makes mo difference to you

ar me.

transatlantiq

CORRLCT: tmenslantio or trans-Atlantic;
trans-Jordan or Transjordau.

viz., i. 0., s. go

Uso colonm,

somicolon or dash bofore
viz.. i, 9, Or o. g.
CORRECT: Animals posses two

braine,

viz,.,corebrum and oorebellum.

want in

CORRECT: Do you want to come in?
INCORRECT: Do you want in?

wook-and

whothor or not

{use hyphon)

COTEHTZCT: I mm undeoided whether to go.
14COPRECT: I am wundecided whether or

not to go.
whose, who's

CORRECT: Tho student
Look who's horo; (who is).

is absont,

whoso book I have

yourbook (ono words na hyphion)
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Corroet orrors: UNIT XIX PROBLEMS in 1it*s shade until mr
& mre dr somber said wed
1, john doe 87 at 9 mar Horo aro a fow better got moving or tho

%ot stroot sold his bus- probloms and oxoreis- oremps would suro hit acmae
iness to mr & mrs dr dakin os to tost ths stu- of wo qlimors 1ike it did
of 1732 north o scventy dent's wunderstanding a party last surmer

third aven tho transasotion aof somo of thoso most

was comploted on epr Ind troublosomeo words 12. its noarly eloven

and oxprossions,

O'Clock and 1 had ought to

2. do you think the
eleotion will havo esy affest on pecplo
1ike you and I

3. tho advier of tho committee wemen
said tho frohemen‘s olass has roady to
holp with tho projoet just liko you & i
and all tho rost of em is,

4. johnuy doo jr is visiting Jjohmn q
doe sen 74 who 1is ill at saint josophs
hospital ut 1539 ow sevonth avo

5, jako smmall, '40, at 246 twomty two
olm blvd said ho attondod a conforenso ef
alumao of prinotor u; tho aluwmao of ba
rnard collogo mot on tho samo doy at n ¥y

6, tho aluminumg and tho undorgradu-
atos felt so bad booauso tho now publio
addross apparatus did not sound woll

7. oxaopt you learn thom kids good its
no ugso to sont thom to highachool if thay
just lay sround all day thoyll novor ad-
vanco like you and 1 d4id

8. tho hoighth of his jusmp was 6 fte
4 in thats sounding woll to my cars for i
am supporting him 100 porcant, too one
oourago him to got out of that froshmon
class

9., its o hgppy man ho's is now that
tho mill whoel s hoe roswmed it's turning

10, lay down your pipo and go TIotch mo
3 lbs of potatoes; oh loavo him lay 1'11
semd john Jjr.

11, wo clum mt 8t holons & thon laid
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g0 to {ho methodlst charch
to soo if rov jonos wants in

13, 1 havo two 2a. four 33 and 4 48

14, ho has 3 ocughts in his ealary that
is tho por year salary i doot moan tho
por month poy

15, did those <Track toam's camploto
thoro playoff's i always did 1liko those
kind of sports

16. this ono s your's & +that ono is
thoir's anyone of thom are alright

17. their was 3 freshmons thore & 3
juns who wont in to soe the princirple

18. the acheol mastor sald the toams
of tho subdistriot would play thoro
gamca whethor thoy'ro is a rofureo like
thoy like or not.

19, Af { !ow my abos & you know your
3rs & i !now my ps and q8 wo'll make
a strong oompotition for tho quir kids

20. 1 got awny from tho school homao
for the wook ond providing i oan get
onough picturos for tho yoarbook <o you
think thayll all have thoro pioturcs for
it's pagos

21, Find in a daily papor examplas of
tho uso of Junior., both as tho namo of
tho yourgor of two porsons of tho samo
name and as tho namo of & school olass.

22, Find in & daily papor oxamplas of
the uso of the ampersand.,



COPY IS EDITED
TO DISCOVER ERRORS

Copyreading, otherwize
kaown as editing, comaists
of & oareful examination
of cony to detect and oor-
rect errors,

Of oourse:if the report-
or has produced perfect
sopy. the copyreader will
have 1liittle to do exoept
to prepare headlines, or
peritepa boil down or ex-
pand copy to make it fit
availaole spaca.

However, orrors do find
their wny Into most oopy,
even in that of thoe best
writers; hence the need
aof copyreaders,

Copyreader Looks For
Evary Xind of Error

The copyresder corracts
errors in grarmar, son-
tenan structuro, spelling

and punctuation,.
Ha checks namss and ini-

tiala,kuowing perhaps from

soma wapleasant — mawory,
that H. R. Jones is not
H. B, Jonea nor H. R.
Janes; he knows that liar-

ian Drew may be e difior-
eut porson fram lkarion
Drew; that A. J. Smith is
not A, J. Smithe, otc.

He Strives for Accuracy

Since acouracy is of the
utmost importanoe,he copy-
reads every statement with
a critical eye,

Besides correcting tech-
nical errors and errors in
names and fInitial=x. <he

Gougle

Urit XX

Copyreading and Proofresding

Copyreading and
proofroading are the
topics discussed in
Init Xx,

Copyreadiing is to
discover and mark
errors made by re-
porters.

Proai'reading has
for its purpose, the
disoovery of errors
made by the sten-
oilist,

Seldom can errors
ba olininated; but
they can bs reduvod
by oareful oditing. I

copyroador muy improvu a

wonlc load or ohengo the or- -

dor of paragraphs to bring
important dotails noaror
to the boginning of tho
story.

Howavor, he should
to prosorve tho spirit of
tho writor's stylo; thoro-
forc ho should roarrange
rather than reoonstruct
whenaver possitle.

Good copyirending is es-
sontial to the orderly
roduotien of the paper,
roductiocn schedules run
‘more smoothly and incur
fewer delays wheu all or-
rors have been detocted

and corrected in copy.

Errors which ere not dis-
ooversd until the copy has
boen. typed to column width
cause delay; and if they
are not discovered until
the copy has beer stemcil-
ized, they oaause still
more loss of time.

Therefore, the copyreader
ghould teke whatever time
is necessary to do a care-
iul jjob of editving copy.

PROCGFREADER SEEKS
' EVERY KIND OF EREFOR

Before a stencil goes on
the duplicating mechine,
it should reczeive the
very careful avtention of
the prooif'reader.

True, il the copyreader
has done his work proper-
ly on oopy, with a furiher
precautionary check-up on
the typed-to-colwm width
copys the proofreader will
have only to look for or-
rors made by the stencil-
ist,

Theoretioally,the proof-
reader does nis duty when
he marks the proof to male
it oconfurm to copy.

Proofreader Seeks
Errors of All Zinds

Actually however, the
proafreader will oheck any
kxind of error he =may dis-
cover - error of fact =
e wnll as Typist's errora

Trivial errors may Dbe
lgnored by the proof'read-
or, provided they do not
beoloud the meaning.

Proofer May Refer
To Original Copy

As he works at his taal:
of reading the completed
stenoil. the prooireader
should have ut hend, the
typed-to-colunin copy which
was used by the stencil-
ist, This is for ready
reference in o8s¢ any
question ariges, auch as

omigsion of a word or o
questionable spelling.
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STENCIL PROOFREADER
USES LIGETED BOARD

For most  satisfactory
resalts, the proofreader
=hould have the use of an
illuminated drawing hoard,

This apoaratus olampsg a
stencil in position over
a light, mlidng tho typed
as well as sijylus drawn
matorial easy to road for
possible orrors.

With the coampleted ston-
cil clamped into position
on tho illuminated bosard,
and with tho typod-to-col-
umn copy noarby,the proof -
roador picks up a stylus
and is roady to work,

Proofor Marks Errors
On Stonoil Margins

Tha proofroador may uso
tho stoncil spesc outside
tho usable aros on which
te Indiocato ocorroctions.
Tho stylus marks ho.makes
are far onough away from
the duplicating limits so
that +thoy will not ehow
whou tiiec stoncil 13 du-
plicatod,

Ho may uso proaofroador‘s
sigrns to indicato orrors.
He should place thaoso
signe exaotly oppositio the
lino om tho stancil whore
an ervor is found so that
tho corroctionist may lo-
cato tho orrors roadily.

Mogt orrors aro morcly
typistts orrors such as,
hitting wrong =typo-koy;

using oap for 1o orl e
for cap; omitting a lot-
tor from a word; loaving

Google

out & word; transposing
lottors in a word; ote,
Such orrors ncaod only that
attontion bo drawn to thom
Tho proofroader may do
this br scratoching a short
lino with a stylua oppo-
sito tha lino of type in
which tho orror ococurs.
Errors in loft-hand and
in right-hend columms aro
oasily indicatod this way,
For middio columm crrors,
tho proofroador may draw
two short parallol lincs
in the margin opposito tho
11no containing the orror,
Bosidos tho stonoeil mar-
gin scrateohcs to indieato
location of errors, the
proofroador may facilitate
still more tho locatiom o
orrors by the ocorroction-
ist by smoothing out tho
lottor or word oonteining
tho orror, using thoe blunt
ond of a stylus for the

purposc.,

Proofroador May Uso
Momorandum Pad

Somc proofresdors profor
tho momorandum pad mothod
of indicating corrooctions.

Instoad of  indicating
oorraoctions on tho margin
of a stoncil by moans of a
stylus, tho proofroador
mey indicato them on a pad
or shoot of papor. Ho may
localizu tho orrcr by col=-
win and line, using tho
linc mumbors printod down
tho odgos of tho stoncil.

Ho should clcariy idon-
tify ocach momorandum by
heading it with thc ston-
cil prgo pumbor and by in-
dicating tho location of

The Stencil Tmpliceted Newspaper

HARGYW MEPHOD COMBINED
WITH NEMORANDUM PLAN

oach orror by naming egl-
umn and line,
Some proofreadors oam-

bino tho uso of tho stemn-
0il margin mothod with
tho momorandum mothod, us-
ing stonoil margin to in-
gicate routine typugraph-
fcal errors and the aemo-
random to indicate largor
aorroctions whioh erc dif-
ficult to indicato an tho
limitod spaco on tho ston-
cil margins.

Proofor to labol
Corroctod Stoncil

Tho proofreador should
not ovorlookx  hoadlinos.
captions and any othor
stylus lottoring, for or-
rors may ooour thoro as
woll as in tho typed part.

Whon a proofroador com-
plotes proofing a stoncil,
ho should meko that fact
¥nown by writing et tho
top of tho stonoil baclding
tho word "proofroad,” (may
bo abbroviatod PR) and by
signing his namo or in-
itials.

If ho has usod & mamo-
randum, hie laboling
should includo,"soo momo.”
If tho stoneil should ro-
quirc no corroctions, tho
proofreador's lebecl should
be, "PR-OX." Otherwise the
proafod stengil looks just
as it did whon he bogane

and tho dupiicati ma-
chino oporator 11 not
Imow that Tho stoncil 1is

roady to bo dupiicated.



PROGFER TO LABEL WORK
FOR THE. CORRECTIOWIST

Unless the proofreader
is also the correctionist,
it can not be impressed on
tThe proofresader too strong-
ly., the need of careful
and agcyrate labeling of
his work es he procoeds,
in ordor that tho corroc-
tionist may proceed with
his task without wancaes-
sacry delay,

The corrootionist, in
turn, should properly la-
bel his work in ordor that
the duplicating maochins
oporator may know whother
ho has the "go ahoad" sig-
nal., His label way be
"RFD" ( roady for dupli-
oatirgj., acoempaniod by
his namo or initiels.

Proofreedortes Signs
Ara Lisgtod

Tho signs listed bolow
may be usod Dboth by copy-
roadors and by proafroad-
ors. Some publications
use saparato sots of signs
for copyroadors and proof-
roadors, but one ggt of
signs suitablo for ooth
is oconsidorod eufficiont
for uso on duplisatod pub-
licatione.

This s not a comploto
iist of a proofreador's

signe. only thoso baing in-

cluded which are wuged in
proofroading stenoils,
For a complote list, tho
gstudent ehould oonsult
text or roferonca oooks
on journalistic writing,

Google
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Proofreaders SignePresented

Signa for use of copyreaders and proofroaders

aro

prosonted in tho following list:

A circle around a spolled-out d indioates that
( Ewormog )

tho word ia to bo abbroviatod: ’

A oirolc around an abbroviatiom aignifios

word is to bo spollod out:

iy Insort spostropho

caps
Changa from 1 ¢

or te
oapltal lottors

|

and 1 o

Put in capa <tho in-
itial lottors of cach
important word:

A pian for fodorn
Xiving. ( Thc lottors
crossed Lhrough will
be « od to ceps,
Tho rosult will be:

A Flan for Modern
iiving.)

oaps

(#) Closo wp but loave
8GM0 BPROO
typowritar oy
{(ilhan diroctions of
this aign arocoomplet-
odstlic rosult wiil bo:

typowriter oy
Closo up by romoving
211 spaco:
prootﬁrmde{-
(Remuiit: proefronder )
0

-/ Insert hypilen
--/ Insert dash

5 Delete

Insert ocammn

that tho
( .Eiou :a)
A oirclo around .

spolled-out numbor signi-
fios, ohango o (figuros:

A circlo around figuros
signifios, spoll out:

Changa to lowor oaso:
Footlightor's flub

q Mako now paragreph.

/M, q No peragraph wantod.

Out, soa copy
Somothing has boon
anitted; chook with
oopy.

Insort poriod

lo

Insort quostion mark
Look this up; it may
Insort quotos

Insort colom

Ingort samicolom
Inoroaso spaco

Insort oxclamation

g <* e, Q

Transposo ordor

stot
Lot it stand; do not
mY¥o thoe oorrootion
indicatod.
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HERE IS SPECIMEN COPY;
CORRECT IONS INDICATED

;0 body 1s infellitA), ff @/-_r-

infallible persons oculdbe #*

y J /:/ﬁ-.

found they would certain-

A 1y be fnvalusble for emplo, Y

op

@/ q
ars- (19 as fow as @h@ @D or/a
/)\/ page, (thoy ar

Ofch typise, 3w atstaos P

aro as much as 10 or more
ata @3P pago, &hoy) showld try A
Mia 4o improvo GRerd acoursoy
a,/b as, typistyd s

C

V%4 What a fino thing  is

tho morvico of a.ccura.tdﬁtyp. #/.-/

motit 8 roperters and typ, —f
lsts, }hean no oopyras.dox@s 13
or proaf readerVs would bo A

needod , }f a stonoiliht’i .s/\’/

axcollant Yo e an

4-/4\"/ ist, said (zovor_onoﬁ) ianoaa Hha Beo iy

W//& , T4y subjoot of this unit
/)\/4;«/4 is, gopyroaders and Proofa"/“f‘f‘f
\‘)//,_‘ readers parks’ /e

Yo F £hese marks or signs Wy o«

Google

uai_'@ has
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AND HERE IS THE COFY
WITH CORRECTIONS MAD:E

Fobody £s8 infalliblo. Iif
infalliblo porsons ocould
bo found, thoy would cor-
teainly bo invaeluablo for
employment as roportors
and tyvpiets. Thon, =no
oopyreadera or proofread-
ors would be nsedod.

If a stencilist's errors
are as few as two or threo
a page., he ig an excellent
typist. If his arrors
are as many as 10 or moro
a8 page, he pshould try to
improve his accurasy &g a
typist.

"fhat a fine +thing is
tho sstvice of accurato
typists," said: the Rev.
Hr. Joim Jones.

The subjeot of this unit
is, "Copyreader’'s and
Proofroador's Marks."
These marks or aigns are
groat tima savers and they
should bo memorized by

ovaeryono who has anything
to do with tho publication
of the newspaper.

In sotual practice, To
oopy would bo as full of
orrors as this specimen,

v o oI,
fﬂz m@ tima-savors andh:l?:mld

bo momorizod by ovory omo

do with Agh publication

o’ tho nowspapor,

any thing to _

-~

g}
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PROBLELS AND QUSSTICONS ARE GIVEN
ON COPYREADIHG AND PROCFREADING

1, What is anothor namae for editing?
2. Of what does copyreading oonsist?

3. Yhat does the aopyreader heva to do
with copy which is freo from orrors?

4. What kinda of errors doos the oopy-
roador look for?

5. ¥y is caro in
highly important!

spolling of namos

6. How mmoh rawriting of oopy should
tho capyroader do?

7. Why should orrora be dotosted and
corrocted in copy rethor than in stomoil
proofroading?

8. Explain tho distinotion
copyroading and proofreading.

botwoan

9. Even if tho copyreadcr has dons his
work woll, what¢ errora may tho proofroad-
or oxpoct to find?

10, What orrore mmy tho proofronder
find if a copyroador has boon caroloas?

11, Should e proofroedor mark orrors of
fact not feund by tho copyreader?

12, ¥hy aro orrors in grammatical con-
struction or orrora of fact moro diffi-
cult to corract if not discovorod until
tho proofroador finds than?

13. Phy doos a proofroador nood an il-
luminatod drewing beard?

14, EBxplein tho stonoil margin mothod
of indicating orrcrs whan proofroading.

15, Explein tke wmomornndum pad mothod
of indicating orrors whon proofroading.

Gougle

PRACTICE XN PROO'READING
IS FROVIDED ON 1HIS TAGE

16, "hat muans should she proafresdor
ta¥ko to indicatoe to tho corrooticmist
that tho stoncil has boon precfroad?

17. What mcans should tho corroctionist
tako to lot tho opurator of the dup)ldet-
ing machine ¥now that the stoncil is
ready to be duplicated?

Use proofreader®s marks to indicate or-
rors in the following:

18.
birmingham sngland maroh

24 ap lady astor amorican
bornod mambor of toh hous
of comons apoaled sun
f£0orl00000womens for mmit

ions worl

19,
atlante maroh 2 ap improv

mont was notod sundy mnigh
in the condition of airma
n oddir riokembaclker who
was injurocd in tho orash
of an oastorn alr 1limor
sliepvor plain wiosh sovon
persons woro killod hors
thurday,

caugo of tho

orash was not dotorminod
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Attantion should bo glve
on to the proper division
of words, oven if a wido
spaco must bo lof't in a
linao, Tho sgpaoc can bo
distributed emong all tho
words in & linc a0 that
tho oxtre apaco will nob
bo as apparont as omo moy
think, Care should be tak-
en however, thst long
spaces do not oocur above
or below each other in
succeeding lines.

One-syllablo ords
Causo Trouble

Long, one-~syllable words
ocaming noar the and of a
lino aro irkesomo to oolumer
width typiste, but <this
faot should not tompt a
typist to divido a word
anyvhoro oxcowt botwoon
syllablos. Exccssivo blank
spacos arc proferablo %o
jmoroperly divided words,

Particularly irksome aro
such words as, snatohod,
sohool, thouchts,  tThough.
rrought, thwarts, swooned,,

langhed. masked, sloygh
apd othors,
Following are examples

of words which lack sever-
al units of fitting the
space and must be carried
over, leaving wide spaces
between wordal

student should oconsult tex
The word "taxt™ lacle
one letter of fitting. The

four spaces mmst be dis-
tributed among other worda

Google

Unit X XI

Divigion of Words

in the line, This is done
as follows:
student should consult

When lines abovo and be-
low are typed in. the wide
spaces aro not so obvlous:

For s oomplete list, tho
student should aonsult
text or referencc books,

Bore 18 anothor:

pay according to the amoun

"Amount" could be dilvide
ed with the syllable "a®
on one line, but this 1=
undesirable, s0 tho entire

ward 1s ocarried over:

pay eaccording to the
amount of material aecopt-

Syliables Not Divided

Viords or syllablos +that
are spoken in ano broath
should not be divided.

Words of more than ome
syllable should bo divided
only at onds of syllables,

A fow gemoral rulos gove-
erning division into syl-
lables arc givon here, but
tho typist should consul}
a dlotionery whonovor in
doubt about any division.

RULES ARE GIVEN
FOR SYLLABLE DIVISION

Words may be divided at
vowels: dy-na-mo.
Words may be divided be-

tween double consonante:
ham-mer,

This rule has some ex-
oeptions. For exampls,

the word "botween" wused a
few lines above,id not di-
vided between consonantes;
1%t is divided, De<bwoeen,
not, bet-ween.

A one-letter syllable
whioh may be left at the
end of a line should be
carried ovor. Likewise, a

one-lstter syliable at the
end of a word, should not
be oarried over alcnie;oar-

ry over another syllable
with it,
Following ere some ex-

amples of ward division:
an-#£0-ra, bar-na-cls, bi-
ohlo-ride, eads-son. o8-
nine, da-guer-ro~type, er-
g0, os-stop-vel, guarded,
dres-sy, drib-ble.

Care ehould be taken
with words onding with
"ed,” tho final =syllable

of whioh should not be oar-
ried over unless it is
pronounced me = scparato
syllable.

Following are exemplos
of words ending in "ed”
which should not be divide
ed:

smoothed, talked, worked

Foliowing are examples
of final "od" whioh may bo
carriod over:

boarded,
crooked,
hataed,

boasted, coasted,
crusted, dusted,
%ilted, roasted.
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DO WOT CARRY OVER
ONE~LEITER SYLLABLE

Here are examples of
worde Dhaving one~lettaer
fineal syllables; the en-
tire word should be ocar-
ried over:

ready, busy,Frenohy,frosty

And here are examples of
words with omo-lottor in-
1tial syllablea which
should not bo left alone
at tho end of a 1ine; tho
‘entire word siiould be ocar-
riod ovars
odict

alono, above, anit,

Somstimes when only =a
hyphen stands in the way
of ocarrying over s sylla-
bles the typist may
"squeese”™ in the neaded
hyphen Uy malf-spacing the
final portion of the last
word in & line,

VWhen the typewriter Mas
no hall-spacer, the sane
result can be obtained by
using the baok-spaocer.

oxampies esre found in
the seoond paragreph above
this ome. By baok-spacing
at the end of the first
1ine of the paragrapli, the
syllable "hy" is squeezed
Into the 1ine,

As a result of this one
change, the word "squaoeze”
fits intc a 1line without
leaving the wide spaces
which are leit othervdise.
Tho looks af the paragraph
is mich lmprovod thoreby.

Hero is the oited para-

ragh as the ocolum width
yoist lait it:

Google

Sametimes whan only a/‘y
hyphen stends in the way//
of oarrying over a syila-/
dble, the typist may/Triiles
"squecze™ in the needed
hyphon by half-spaocing the
final portion of the last/
word in = line.

Observe that the word,
“hyphen" laocks only s hy-
phen of fitting a line in
wwo difforent piaoes: at
the onds of tho first and

the fifth lines of the
parsgraph.
Whent the syllable “hy"

is included in the first
line, the eappoarsnce of
tho entiro paragraph is
improved. The secand “hy"
gyllable no longor conos
at the ond of a line and
"squeazo" fits into a line
without diffieulty. This
is an axamplo of a small
ohange in word 3tvision
improving tho looks of a
whols paragraph.

To malke this oxample
moro clesr, tho paragraph
is ropoatod as aorizimslly
made and them with the one
alteration:

Somotinos when only a
hyphen stands in the way

of carrying over & sylle-
ble, the typist mey
®zqueezs" in the needed

hyphen by half-spaocing the
final portion of the last
word in a line,

Sometimes when emly a hy-
phen gstands in the way of

carrying over a gyllablo‘
the typist may "squeeze
in the needed hon
half'-spacing the final por-

tion of 4he last word in a
line.

The Stenocil Dupliocated Nowspapor

UNIT XXI QUESTIONS
AND PROBLIMS GIVEN

1. "hy s the division
of lang syllables to avoid
wide spaces betweon words
not a desirable practice,

2, Give two rules for
the division of words.

S5S. What should a typiet
do whan space at the ond
of a line allowa omly for
a8 one-lesttor sylleble?

4. What oare should be
takon with words ending
with "ed™?

5. Expleain ths wuse of
the half-spacer or baok-
spacer in srowding an ad-
ditional syllable inte a
lino.

6. My should a final
one-lettor sgklablo not bo
oarried ovor?

7. Choock tho following
for impropor division of
words:

ROME, March 2 (AP)- A ti
ny bag of Spanish earth wa
s placod Sundey in tho ini
tial oaslat of Alfonso KII
I, formor king of Spain, a
s his cof'fin was olosod in
proparation for a funeral
sorvice Sunday.

Alfénso's goiiin waae soa
lod in the prcsonco of mels
bors of his family. A sma
11 gloss-oovored oponing w
as lof't above tho faoco,thr
ough which a thousand or m
oro Spanierds ooming for s
arvioo had & last look.
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INNlustrations

Perhaps the greatest single advantage
which the duplipub hes over the printed
papar lies in 1its greater nossibilities
in the use of 1llustrations eand other
newspaver “art."

Where a printed paper om & limited budg-
et mugt restriot itself to an ocoacional
tino etohing. or to laborioualy-ocut lino-
loum blocks, a dupiipub on an even more
limited budget may use as many drawingse
as desired, simply bty having a student
artist trace them onto storncils,

Native art ability 4is widospread, nnd
at least one student who omn do accepta-
ble work can usually be found sven in the
smallest acohool.

Thesa facta, although ovvious, are not
ganerally given the recognition they de-
serve., Duplipup staffs often neglect one
of their greatest assefs: the ability %o
use any desirod size nnd number of orig-
inal dyawings.

Student drawings may be used to advane
tage on eny page of a school newspapor.
On holideys and spooial occasions, oppro-
priate sketones will lend intsrost and
timelinoess to tho front page. Certoons,
olthor serious or hurorous, put life into
the editorial pego. Colump hoadings and

small fillor certeons glvo contrast on
foanture ead svorts pages, The pulling
powor of edvertisomcnts is pgroatly wune

hancod by 1lliustrations.

Besidos these, portrait skotchos of
toachers and studonis, drawings of schocl
happonings, and many other usos for shu-
dent talont mey bo found, limitod only by
tho staff's ingonuity and the ability of
the ertista,

Like any othor howovor, this
assol booomos a 1liability if
misusod, Carclecssly con=
ogivod, sloppily drawn illus-
trations can detreect as much from a du-
plipub's epposrcnco as  woll-properod,
cluanly cut onos can add.

Assot or
Lia»ility?

Google

Givon a student artist who ocan draw
reoasonably well, the most important thing
is to mow how to stencilize a
drawing corractly. This is
not vory dirffiofilt, but &t
takos practico eand patience.

First, male your original
drawing preoisely as you intend to have
it on the steucil; don't leave anything
to bo added or changed as you stencilize.

Draw with a soft penoil om white,
translucent papor, ana mal¥c all lines
black and heavy s0 that they will show up

plainly through tho stoncil,
Choicoe of styli is a matter of prafer-

enae, but thoe auvthors rosommond four:
three ball-point styli in gradusted sic-
es, and a needlo-point stylus.

Place the steneil onm the illuminated
dreving board with tho ocardboard backing
through' the slot providod, out of the
way., Clamp tho stoncil and cushion shegt
dowm, Place the drawing in rogister un-
der the cushion shoot, botweon the latter
and the plate glass of the drawing board,
or the writing plate if one is used.

Trace the drawing carefuliy and slowly,
boaring down with a firm touch, Use the
largest ball=point for the lonjost lines,
tho other two for shorter lines ard baclk-
grounds. Tho neodle-point stylus may be
usod for oross-hatch shading, bdbut - re-
quircs a vary lisht, owven touch if it ls
net to tear the steneil.

If desirod,tho stonoil may be unclemped
from time te %time and pulled loose Iram

First,
Stonecili-
zation

the cushion sheut, so that tho impression
on tho latter may bo oxaminod, This Im-
prossion is almost identiocal with tho
final duplicated drawing. You ocan tell
from it whether any lines have been omite
ted, or should be made blacker, or have

been drawn out of place, as well as
whother the general appearance of the
stencilizod drewing is satisfactory. The
cushion sheet also serves the purpose of



112

piclking up the oocating from the s=stenuil,
thus malking the linoe bdlacker and more
sven.

Fhile +the stencil is lifted up, loock
through it toward the light.

The Steneil Dupliocated Newmpaper

purposes this helfway mark 1is usually =
l11ttle higher beoause of the exaggarated
sizo of tho head.

The arms roach to a point halfway be-
tweon hip end Mmee, Theo ¥nees

If any ocating oen be seen
remining in the stencilired
lines, go over those 1lines

again until no ocating re-
mains.
If msereonplate sehading is

desired when all lines have
been stenoilized: 1ift up the
stencil and place the screon-
piate selected underneath,be-

are half'way along the legs;
the olbows approximetely half-
way along the arms. From the
heel of the hand to +the tip
of'the middle finger 1s =a
distence about half of that
from elbow to wrist: but in
cartooning, the size of the
hands is usually doubled.
There are three joints in

twaen the stonoil aad +the saoh finger. 4inoluding +the
cushion shoet. It is a good thumbk. but In cartooning the
thing to support tho plate by ¢ last joint of each is gener-
means of & T-squaro with ally omitted. The thumd
clamp. 4if one is available.Roplace the reaches almost to the seoond jeint of the
stencil, clamp it down, anéd rub firmly index finger. The cther four firgers make

ovar the plato, a small arva at a time,
with & scroon-plating etylus or other
blumt~pointed <tool. Tho largost sizo
ball-point stylus muy be used if nothing
bettor is to be had; the glass burnisher
which comes with correction fiiud serves
quite well. Do ocaresful to rud with an
even prossuro over the entire area to be
shadod, and to hold tho plate firmly in
place,

Tho border. If any, should be necatly
drawn with the T-aquere,with no line pro-
Jeoting beoyond tho ocorners, and profer-
ably with the heavicst stylus ugspd #n the
drawing itself.

- In making the original drawing
the most important thing to kmow,
after a subjest has been chosmu,

' {8 anatomy, This is fundameut-

ally simple, but enormouely camplloated
in detail, and only the simplest rules
can be given here, TWhile there ares many
exsellent texts on figure drawing and ar-

tistio aratomy, the bost sourcve of know-
ledgs af this kind, as well as the best
possible practise in drawing, is ‘o be

found in sketching from life,
The hunwn {igure 18 dividod

mately in half at the hips., For

Second,
Anatomy

approxi-
eartoan
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up exactly half tho length of the hand.

The heed is a ocomplex form, but may be
simplified for cartoon purposes to anegg-
shaps, For more natural drawing, the
head in pvrofile should be constructed on
a basis of two interreocting ovals, the
ear being placed at the point where the
two meet,

The oyes are approximately halfway from
erown to chin;y the nose ocoupies a little
leas than half the distance from eyos to
¢hin; and tho upper lip ocoupies a little
loss than half the remaining distance,
The ears are oonsiderably oloser to the
paok of the head than to the front., Their
tops should be level with the eyebraws,
and their bottoms with the bottum of the
nose. These relations however, may bo
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distorted with considerable freodom by
tho cartoonist,

A vertioal line extended from tho cen-
tor of the aollarbone of a standing or
sitting figure should pass through the
point which 1is supporting the weight of
the figure. If two or moro points are
supporting tho woight, the line should
pass betwoen thom, In & moving figure,
tho line should pass ahead of tho point
supporting woight.

The oasiest way to make suro of observ-
ing all thess rules in constructing s hu-
man figure is to
bogin by drawing a
franework or sitele-
ton, using ovals
for head, hands and
foot and straight

lines for torso,
shoulders,arms,hips
and legs,

When the sksleton has been satisfaotor-
ily arranged, £ill out the [figure with
more ovals and
ourvad lines,
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Finally, add details of clothing, face

, and hands.
a-

After anatomy, perspective | Third,
is most importent whore dupli- | Perspec-
puba are ooncerned, Perspea- | tivo
tive is tho art of drawing '—-

things recoeding into tho distanoon as thoy
appear to tho oye. It is not greatly in-
volvod, but only the fundamontals oan bo
prosanted hare.

To draw aaything in correct perspective,
first draw within the outline of the pie-
ture a horizontal iine, whioh repressats
the height of the observer's eyes. This
line also represents the horizan in the
soene portrayed, whether it is visible in
the picture or mot., It simply determines
whother the pioture shall be a worm's-oyo
viow or an eagle's~eyv view, o anytvhing
in bB’tWBeno

=

Next place on this line two dota, of a
distance from emch other relative to the
distence from the observer's eye the ob-
jeots portrayed are to be drawa. Thus,
if the objects portrayed are to be st
8 considerable distmnce from tho observer,
the dots should be placed at acorrespond-
ingly groat distance apart; aoften =some
distanco outsido the borders of the pie-
turo. If the objects portrayod aro to bo
closc at hand, tho dots should bo placed
corroespondingly close together. Whon tho
objocts ara to bo roprosonted as having
ono side dirootly facing the obsarver,
only one dot is usod.
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Now, %$o drew the objects 'in questionm,
it 1s necessary only to place them at e
suitable distance below or above the hor-
izon line, draw their vertical lines, and
cornect the latter by means of ‘straight
linee extended to the af'orenentioned dots.

After perspective, design is im~

Fourth,] portant. Design is less a matter
Deaign | of rules than one of feoling;
but & fow rulos will be found

helpful nevertheless,

A draewing should be balenced, That 1a
to say the space inside the borders of a
drawing should be filled avenly., with
neither glaring blank spaces nor orowded
portions, Light and dark areas should be
sveqnly distributed,

It should havs contrast, lLarge and
small areas. light and dark ones. should
be set mgainst esach other so that the eye
will be led froam one to the othar,

It should have repetition, Vhere pos-
sible, lines should boe repeated, with
variations throughout, so that the eye
will be similarly lod from ome to the

othar,
It should have syrmetry, Cleanly-drawn

curves and angles aro much more pleasing
to tha oye than raggod, uncertain ones,

After design. attention should

Fifth, | be givon to lettering., It is
Lotter-{ not diffioult to make neat, leg-
ing ible captions, balloons and othe
+ er wording in duplipub drawings;
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all that is neoces-
sary is to mark off
space for each line
on the original with
a T-square, and to
space the letters
with reasonable

ARCITEFGHLIK |
| VWXY 7 storde |

Baelarii Siiideierel am
v AT VA" T 4 —

Choice of a subjeat 1is, of
course, most important of allsg
but 1t is also most nearly a
matter of personal preference,

As & rule, oartooms in a
school paper should deal with school af-
fairs, rathor than with national or inter-
national evonts, Sportss asasemblies,
student olections, examinations and oth-
er ovents of importance to students will
in most cases provide plemty of subjeot
mattor to the wide-awake ecartoonist,

Where details are ooncerned,
much must be left to the disore-
tion of the individual cartoon-
ist; but here again ocertmin
rules and hints may be flound helpful.

Emotions in cartooning ere conveyed by
stylized means, which the beginning oar-
toonist would do well to learm: thus, an-
ger is portrayed by lowered brows and
gritted teeth; fear by raised weyebrows,
wide-open eyes and mouth; pairn by tighte
shut eyss and very wide-open mouth; mnd

Subjeot
Choice
Personal

Details
Treated

g0 on. Concentration is represented by
tongue between toeth; hunger, thirst or
dosire for possession by the dangling,

droollng tongue, The protruding tongue
is & symbol too universally knowmm to be
oxplained,
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Extreme surprigse is sometimes repre-
sented by crossed eyes, Love, frustra-
tion and sometimee other emotions have
their owm special symbols.

The eyos, with their brows, are by far
the most expressive feature for cartoon
purposes; and therefore it is a good
thing to exaggerate thelir size oonsider-
ably.
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and mustaches, Burglars wear caps., mesks
over their eyes, sweaters and ocarry gun-
ny seoks full of silverwear. Detectives
wear double-brimmod hats, orry magnify-
inz glasses, logroos havo exaggoratedly
large lips., African nativoes wosr grass
skirts, bones in their thair, rings in
thoir noses, carry spears, American In-
dions hove hwmwk noscss wonr foathors,

Rage and station in life are also por~
trayed by stylized means. Tramps are
represented a8 unshaven, with ragged
clothes, and generally carrying a bundle
an a stick. Millionaires, bank presidents
and the lilke, woar top hats and cutaways,
with diamond rings and tio pina.

Enst Indiang woar turbans, long robos
and boards., Orientals are roprosentod =s
having slant oyos {although they actunlly
do not); wear pojamns, wide grins and
pigteils. School toachers, acoountants
and somotimos bonk prosidents woar horn-
rimmod pglonseas, aro siinny and storn.

Artists wear smooks., bersts and long
hair, Girls are either wvery opretty or
very plain, 0ld men are bald, have long
white beards, walk with a stoop and a
cena, Villains and o¢ircus ringleaders
wear top hats end tails, have long jows

Gor wglﬁ

High school and college students wear
wido-bottomed pants and letterman sweat-
ors, Angols have wings., halos and night-
shirts. Domons have horns, Van Dykes,
long capes, barbed tails and carry
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Action in cartoons 4s 1likewise repre~
sented by stylized means, Gonerally
speaking, motion of any part of a person
or thing is conveyed by a sorios of curved
linos near it, often following the shape
of the pert. For extremely rapid motion,
the part is somotimes drawn in several
positlons, inoluding the first and the

last. Motion of +thoe ontire body. as in
a ‘man-rumning, is convoyed by straight
linos extonding away from thoe dirocotion

.of travel.

Finally, sounds are convoyed by set
warding and symbols. ™Plop" means a body
striking the floor., "Bop," "pow" or

"wham" is the sound of & person being
struck in tho face or hit ovor the hoad.
"Zing" is a bullet or othor missilo going
past, Doors may go "slam" or "bam,"
An sxplasion or a cannon being fired is

"woom.® Smaller {firoarms go  "bang,"
"pow"” or "ernock." Ray-guns, of course,
go "rap."

"Swish"™ will do for enything in moder~

atsly rapid motion. Firecreckers, bombs
and sticks of dynamite about to oxplode
go "fzzzz"™ or Msssss." A small object

dropped on the streot goos olink" or
"tinkle." Largor objocts. or chains rat-
‘bling. g0 "clank."

A hiccough is simply "hic,™ A sneeze
is usually "ahh~choo," occasionally "ay-
eshoo.”™ A snore is "zzzzz" or "zzzaw,"
often acocompanied by a plcture of wood
being sawod. A Beream is "eeeek," A
Belch is "burp."™ The impolite sound
known as the rasberry, or Bronx cheer,
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is represented by "brraasck." TWhistling
and singing are conveyed by musical notes,
with eor without a portion of the scale.
Swearing is represented by a series of

assorted symbols: stars, exclamation
points, eto, A growl is ‘grrrr,"
Watchos and clocks go “tigk-tiol-tick"

or "tiok took." An alarm olock or tele-
rhone's going off is depicted by jegged
lines radiating from it. or somebimes by

"rinnng." Grandfatoner's and other larpe
clocks go "bong ... bong."
Bells go "ding domg." Whistles go
"twosot" or “toot.," dopending on sizo,
Boos, hornets, yellowjackets, wnsps,
ota.s go "bzrzz,"

Porsons oating go "crunch" or "chomp,"
acocording to tho food, Drinking, they go
"zulp® or "gurgle.," Eating soup, "slurp."

Cats, of ocourse, go "meow" or "meowrr"
under ordinary circumstances, and "fzzte

wow" when angerod. Dogs go "bowow," "arf
arf" or "grrrr," Babies go "glop,"™ '"da
da.” "baww" or "“wmhh,"

Machinery goes "“whirr," Anmything which
needs oiling poes "squeek™ or “orsels "

It ig the hope of tho authors that these
suggestions will prove waluable to the as-
piring student cartoonist; but more val-
uable and more yparticularized informa-
tion may be obtained every day. by those
who take the trouble to look for 1t, din
the work of profossional cartoonists,
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QUESTIONS AND FROBLEMS ON UNIT XXII

1, Name four inds of student drawings
which may be used to advantage on differ-
snt pages of a duplipub,

2, You have :mde an original drawing,
Fawnerate the steps necessary to stencll-
ize it oeorrectly.

3., What L& thes purpose of inasetting <he
drawing beneath both stenoil and oushian
shewt, on the 1lluminated drawing board?

4, What four elenante are fundamentally
important in maling an original drawing?

Se The human fipure is divided approx-
imately in half at the ~---.

6. A vertical line extended from tha

center of the collurbone of a standing or
sitting figure should pass through -----,

Google

7. What is perspective?

8, "hat is meant by "balance" in a

drawing?
9. How would you portray anger in a
cartoon? Fear? Pain?

10, What rfacial feature is most expres-
sive for cartoon purposes?

11, Give appropriats sounds for the fol-
lowing: a body striking the fleor; a bomb
about %o axplods; a person cating; o
maore.

12. Draw a house, a chair,or swme other
simple object in correot perspoctive.

13, Find in professional oartoons as
many words representing sounds, not list-
ed in this unit. as you oan,
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ad: advertisamsnt

add: san sddition %o oopy
previously written

advance sports storyistory
writtan to publicize a
ooming athletic contest

anatomy: study of the parts

and proportions of the
body
balarce: & trineiple of

page arrangament or ad-
vortlisement oomstruotion
in which masses of type,
illustrations or white
space are placed in ap-
proximate equiliorium
oalance in illustrationa:
an element of design
which requires that derk
areas shall bo set egainst
light, and larre masses
against one another
bank: ome line ofa hasadline
box: material set in nar-
rower measure than sur-
romding text, generally
inclosed withina border,
by-line: neme of the writer
placed betwean tho head-
line and tho story

oaps: capital letters

caps and 1 ¢: oapital let-
ters used for bepimming
of each Iimportant word

oartoon: a stylized draw-
ing to illustrate a joke,
or to present an aspeot
of a politioal or social
problam

chronological order: are
rangod in order of ac-
tual happening

clezn copy: ocopy frea from
errors; copy which re-
quires little ormno odit-
ing to prepare 1t for
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Glossary

publioation
conttrast: sesking to obtain
atteation by use of difa.
fering elements ag iarge
type and m=all typo
oopy block: area or sass of
copy balanced against
other masses of copy or
illustrations
copyreader: one who indi-
cates necessary oorrec-
ticne in copy
correctionist: onewho cor-
rects errors on stensil
oredit-line: line contain.
ing name of publication
* from*wirich reprinted ma-
terial was taken
cut-of f rule: line to sep~
arate one story frou an~
ather in the same columt

dateline: nane of place at
which a story originatez
and the date of the sto-

ry

deok: headline umit con-
plsting of one or noro
1ines or banks

design: the quality of a
diawing, painting or
sculpture whilch makes it
pleasing or umpleasing
to the eye

dirt: possip colum copy

display advortisement:ad-
vartise..ent whick at-
tracta atlention by
meens of oontrasting
massos of text, illus-
tratiens or white space

dope story: story which
forecasts comi sports
events with opinions on
probable cutcome

dropline: headling inwhich

each succoeding bank
ia indented at laoft

dummy: a plan for a publi-
cation indicgting whet
material is to pgo om
each pags and Che space
it is to ocoupy

sditing: reading to discove
er and mark errors om
oopy; copyreading

exchauges:papors oxohanged
with othor similer pub-
1iocations

hoading: word or expressian
used as labol; title for
an oditorial or featuro

story

Justify: arrange 1linos eo
that thoy are of oqugl
longth; arrangs columna

so that thoy aro of ogqual
longth

labal hoadlino: a headiline
without e verb; n  hoad-
ing

layout: a plep of a page
or of an advertiseomeat
indicating napproximato
positions of copy and i1~
lustrations ’

1 o: lowor casojmmll lot-
tore

lond: nawa story boginning
which sumagrizos the sto-
ry or strosaosan impore
tamt fouturce of 1%

lifted: takon from encther
publication;propor orode
it shouid bo givon.

lineolowx out: o xind of
ongraving mado by out-
ting awny with a lkni#fe
the varte of the lineow
leum which ero not +to
priot, .:logaving tho do-
sirod linos
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safe-up: errsngement  of
matarfal on & page

margin flush headline: a
headline 4n which sach
line begins at the eame
distange from the 1loft

myrein
masthead: etatsment tel-
ing whero, how often

and by whom & paper is
publisied

namnaplate: nams of & newa«
papers the engraving
from which the nams le
printed

nameplate dateline: a line
of text under tho name-
prlate which gives place
of publibetion,dote,(in-
oluding mouth, day and
year), volume, number
and other informmtion

newspaper art: anything of
a pictorisal nature used
by newspapers, including

photographs, line em-
gravings, lineoleum quta,
stTe.,

objeetivityiviewpoint out-
side of the person; fac-
tual without opinion of
the writer

parspective: the art of
drawing odbjecta receding
into the distance as
they appear to the eye

photo-engraver: ma who
makes angravings or outs
from line dpawinge and
photographs

proofreading: final reed-
ing for errors; on du~
plipubs, the proofread-
ing is done on the oom-
pleted stemcil

sorean plate: a agouare
plate o plastio or met-
al with raised dot sur-
face used to shade sten-
oilized drawings

spscial oorrespondent:gen-
srally, a newspapsr man
or woimn who sends news
to a peper and who iz
peid acoording to the
enmowmst of material mo-
capted for publioatlen

staff oorrespondent: mem~
ber of newspaper staff
who {s sent to cover im-
portant events

atencilist: one who pre-
pares m stanoil for the
duplicating machine by
means of a stylus or a
typewriter

The Stencil Duplicated Newspaper

stencilizer mot of prepar-
ing & stancil for ths
duoliocating machine

story dateline: ses date-
line

subjeotiver arising within
the person and therefore
oonsisting of persomel
opinian; opposite of obe
Jootive

symmetry: a pleasing gqual-
ity of line

stylizod: reduced %o simple
oavertional form

white ppace:blank area in
advertissztnt: whtoh at-
tracts aitention hecause
of contrast with ocopy
blook and jllustrations
writing plate: a sheet of
celluloid or other trunse
luoent material, size of
the stenoil. used to
give a smooth surfece
for stenoilizing & drawe

ing

sino etohing: an engraving,
usoelly of a line druwe

ing,made by photographio
and otshing proosss in
which the parts not to
print are etched sawmy
by aocid



abbroviste titlea, 81

abbreviations, 81, 82, B3

acouracy, 8, 19, &4, 103

scouracy in names, 58

agouracy, sports story, 34

aotion in ocartoons. 116

aotion, legal, 53

active voioe in hsadlines,
22, 26

addresses, 33

ad arranpgamaent, 75

ad, co@mplimentary, 75

ad copy. amount of, 75

ad copy blocks, 75

ed illustrations. 11l

ad layout fundamantals, 75

ads illustrated. 76, 77,78

ads in all oaps, 77

ads in sirgle colwm, 78

ads next reading matter,78

ads, pags arrangenent, 75

ads, preparation of, 76

sduits, 9

advance sports story, 35

advanteges of duplipub, 7,
111

advertising, 75

advertising, display, 75

advertising in duplipub,
7, 75, 76, 77, 18

edvertising layouts, 75

advertising, profiessional,
75

adviser's attitude on style,
10

age, aow to write, 93

agroemont, style, @

aim, reportor's, 59

Amoten Tillicum, 29

ampaorsand, 94

analyais and dora stories,
35, 48

snalomy, 112

arcua, 31

army officers, identifica~
tzion of, 62

art ablliscy, 111

art. neowspaper, 1lll

Gougle

Unit XXIV

Index

art of questioning, 57

artist, student, 111

assembly programs, 42

asserbly speakers, 59

asset or liability, illus-
trations, 111

Associated Press. 13, 14
b.l&ncaa 21, 22, 753 114
band, 7

bank, headlino, 24
biogiraphival matoericl, 58
body of story. 47

book Engiisn, 8

border, 112

box, 21. 259 24] 34

buried details, 47
by-line, 48, 51, 90

capital lettsrs, 8, 9, 83
capitalize, do not, 84
caps in ads, 77
caps in duplipub heads, 24
oaps and 1 ¢ in heads, 24
cardinal, identificalic,
62
cloarness, 8
carry-all page, 32
oartoons end illiustrations
3, 30, 31, 32, 111, 114.
116
oartoons, aotion in,
cartoons, sounds in,
ca8e, posscssive, 99
eauso, reasch, purovess, 44
cement, stencil, 18
chenges in personnel; 32
check-marxed copy. 17
chranological order, 47 ,69
oivilian identification.,62
clssgified and displayads,
75
clasproom, news source, 42
clear and concise, 44
clearness, 5, §

clsar thinking, 8
clear wr:lting_. g8
clergymen, identitieation

116
116

of, 61
Columbia GScholastic Press
association, 90
oolumm, gossips
33
columm, justify, 18
colum, tiroe to page, U5
column-width typing, 16
Cmﬂnt' 8[ 34
commonplaoce, 42
compliaints, 34
camprehension, readers, 9
conciseness, 8, 9, 44
condenase and summarize, 59
condanse quoted material,
73
oonflioting testimeny, 57
contrast, 21, 22, 34
contrast in ads, 77
oomtrast in hesdlines, 23
contrast in illustrations,
114
copied material, 73
copy- blooks, 75

15, 18,5z

oopys check-marked, 17

copy. clean, 39

copys, colum-width, 40

cony, doubie spacs, 40

copy, end sign, 39

ocopy: preparation of, 18,
35, 39

copyrecders, 30

copyreading and proofread-
ing, 103

copy typod to column width,
16, 17

correotionist, 104, 106

correction fluid, 18

oorrespondent; special 90

corrospondent, staff, 90

ocredii for liftad jokes,74

credit for quoted material,
73

orime, 42

oriticisa, 31

oross~hatch shuding, 111

crossline headline, 23

crueade, 31
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cut=off rule, 25

teline, B89, S0

dateline, nameplate, B9

dates and detelines, 89

dates, writing <f, 91

tleck,; headline, 22

decreaging importancs, 47

design, 114

details, vuried, 47

details, cartoon, 114

details, IROking’ 48

deteative, 4l

dictionaries, 8

die~impressed nameplate,it

differences of opiniom, 65

direct, 8

diractiona for duplicating
folded shests, 14

dirt column. 32

display and classified ads,
76

distorted view, 42

divigion of words, 16, 109

DNB, German News agency, 30

Do not capitalize, 64

Do not quote, B6

dope and analysis stories,
34, 35

double-space copy, 9

down-style, 9

drawing board, illuminsted,
104

drawing, stencilization of,
111

drivel, 33

dropline headline. 21, 22,
23, 24, 29

dummy, 16, 17, 28

duplicated newspaper, 3, 7

duplioating aroa, 13

duplicating folded sheoi:s.
14

dupliceting machine, 3, 13

duplicating rmchine apers-
tor. 18. 50

duplicating proocess, 14

duplipub, 3, 10, 15,
75, 76, 77, 78

duplipub headlines, 22

23,
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duplipub illustrations.lll

ears to hear news, 41

editing, 103

editor, 19, 32

editor, page, 32

editorial and news sources,
66

editorial aomment, 8

aditorial liner, 66

editorial opinion, 6

editorial page, 30

editorial page cartoons,
111

editorial page mmis-up, 30

editorial paragraph,58, 67

editorial polioy, 65

editorial, preachy, 31

editorial rules, 66

editorial sectionof sehoal
paper, 65

oditorial, short, 31

editorial, atandard, 31, 66

editorial writers, 30

sditoriel writing, &5

editorial writing restrio-
tions, 66

editorials, contents of, 65

editorials, examplesaf, 67

editorials, teatures, 15

editorials grow, 66

editorialis interpret, €5

editorials, omit, 65

editorials, argue , explain
interpret, criticise, ax-
plain, entertain.orusade,
31

editorials, poor, 65

editourials, reprinted, 73

Fditorials require study,
65

editorials, suggestions for.
66

editorials, timeliness, 65

elite type, 13, 15

end sign, 39

emotions in
114, 115 -

emnhasis, advertisement,75

English, book. 8

cartocning,

@inglish, newspaper, 8
English teacher, 7
entertain, 31

equipment, 13

errors, 13, 39

esthetioc viewpoint, 13
evalunte, 41

event s, midweek, 33
events, recorder of, S
axchanres, 32, 74

expert leacersnip, 7
expert opiniom. 34
explain, 351

explain uncommon words, 9
extra spaoes unnoticed, 17
eyes to see news, 41
eye-witness, 57

(]

facts, 41
feirness, 59
feature, how-to-do, 70
feature, pick a, 48
feature story, 6%9. 70, 71
feature writers, 30
featura writing restrio~
tions, 69
fizure, human, 112
figure. mmrlng. 113
figures, use of, 49, 85
fine writing, 48
Tisherman, 57
folded pages, 13
folded papor, 3, 14
folding machine, 15
folding by hand, 18
football coach, 10
football team, 7
forecast stories. 35
fountain of news, 42
four-page paper, 3, 13
fraodom of the pross, 53
frechand lettoring, 22, 23
front page mako-up, 25
funotion of paper, 33
funection of reporter, 48
futuro tenso in heada. =22

general principles, 7
German press associaticis
80



getting the story, 41
glossary, 3, 117

gossip colwm, 15, 32, 33
grammatical construction,45
grievances, €5

guides, lettering. 13, 18

hand feoding of paver, 14
hanging indention heed, 22

headline 2, 21, 22, 23,
24, 26

headline bank, 24

headlina deck, 22

headline, constructon typ~
writer, 25
hepadline improves
ence of papor, 21
houdline, justify. 27
headline, label, 31
headline, lean, 24
headline, mergin flush,Z3,
24, 25, 28, 32, 33, 34
headline patterns, 24
headlines, present tense,22
headline, pyranid., 21, 23,
24. 27, 29
rerdiine, subhoud, 23
headline, trial end error
in making. 26, 27
headline, two~coclumm, 25
hesdline units countoed, 23
headline verb vmitted, 22
headline writing is art, 21
high school papoer., 9
holidays, illustrations,
111
horizon, il3
now-to-do=something, 70
human figurs, 112, 118
hurter, 41
Hurst, Hoyt, 3

appear-

ideal cambinatien, 41

ideal of newspaper profes-
sion, 8

identifrication, cardinal,
civilian. clorgymen, of=-
ficials. persons,places,
position, speaker, stu-
dents, wome., 59, 61,62,

Google

Irdex

63
illuminated drawing board,
104
illustrations., 1ll
illustrations eand cartoons,
3
illustrations,
illustrations,
sutject, 114
i1llustrations, contrest,114
illustrastions in ads, 76,
77, 111
illustrations for holidays
and sccsial occasions, 111
illustrations, repetition.
114
11lustrations,
114 ‘
illustrations, use of, 7
important words at begin-
ning, 4, 43
important words
praph, 47
indicate paragravh, 16
inextaustible news supply.
57
inexperienced souvrce, 58
inferenocs, source by, 55
information, teohnical, 58
inside pagzes, 13
instructions Zor
isc, 17, 18
intent, speaker's, 59
interost order, 59
interesting and
cunt, 44
Internatiomm ]l News garvice.
90
interpret. 31, 42, 59
interview, formal, &7
intorview, informel, 57
interviaw, proparation for,
58
interview stories, 57
interviewing witnessos, 57
intramural sports, 42

balenice, 114
ohoice of

sym:etry,

in para-

stencil-

signifi-

jim dash, 27, 28
jokos, lifted, T4
journalismaspreroquisite,
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3
Journalistic English, 8
Jowrnalistic viewpoint, €
Sunior eccllsge paper, S
Junior high paver, ¢
Justify colums, 18
Jjustify headlines, 27
Justify lines, 3,13, 16, L7

Imowledge. technical, 10

label, headlines, 31

label stencil, 18

law limits press, 53

layouts., 28, 75

lead beginnings, 43, 4%

lead, editorial, 66

tead elaments. 43

lead, guestion, 44

lead, sports story, 34

lead, swamary, 43

lead, bteassr. 44

lead, writing the.: 43

leadership, expert, 7

lean headline, 24

loft margin flush hoad, 23

legal aotiom, 53

legibility, 39

legmean, 41

lettoring,
114 .

lettoring guides,7, 13, 186

lottoring guldo headlines.
22, 23

lottoring guidos
namoplate. 28

lottor~sizo paper, 39

letters, capital, 8

libel, 53

1if'e sketohing., 112

lifted material, 73

limitations on freedam of
the press, 53

line, justifyo 3, 13,
17

liner, 66, 67

literary style, @

loonl paper, style of, 40

longhand head writing, 2%

longhand. print names,\ 3%

fracshand, 22,

usod for
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maohine folding, 15
make-up, 21 - 3§
make-up, editorial page 30
make-up, page 1, 21 - 29
make-up,s page 2, 30, 31
make-up, page 3, 32, 33
mako-up, page 4, 34, 35
make-up, two-column, 29
ua'te-up, varietyin .25, 28
manner of saying it, 69
margin flush heeds, 23, 24,
25, 28, 32. 33, 34
margin stops. 16, 17
masthead, 30, 31
matarial copied from other
publications, 73
measured copy, 28
mechanice of stencil dupli-
cated newspaper, 13
meetings, stories of, 58
mioro, type, 13
pid-wook avents, 33
minuits, reading of, 44
Miller, G, H. Jr., 75
Mr, and Mrs, 57

name of paper; 22

na.mepla.te. Be 21. 22, 28

naneplato dateline, 89, 91

nanoplate, die-impressed,
28

nsmeplate, hand drawn., 28

nameplate,lettaring guids,
28

names, accuracy in, 39, 58

nenes lend authority, 54

National Duplicetod Praess
association, 90

National Scholastio
association. 90

navy ofificers, idontifica-
tion ot, 62

new, strange.axtraordinary,
42

nows and oditorial sources,
66

nows and views, 65, 66

news, classroam, 42

news, dafinition of, 44

nows, fountains of, 42

Press

Google

newspaper art, 111

sowspaper English, ©

nowspuaper, true, 3, 13, 15

news recorded by officials,
41

news, reprinted, 73

noews, routine, 41

news supply,inexhaunstible,
87

news, unexpected, 41

non-technical languags, 59

notoboolk, &7

numbers: plural of, 99

numbers, uso of, 85

objection of news source,53
objectivity, 8, 8, 48, €5,
66
objectivity in byeline sto-
I¥Ys 51
obscure statoment, 9
obsorvation as sourco, 595
officials, identirication
of, 61
officials responsible, 53
onit ediforials, 65
ane-syilable words, 109
opinian, &, 34, 48, 51, 65
orchestra, 7
order of docreasing im-
portance, 47
orde:r of interest, 59
orderly routinizing, 19
organization of staff, 30
page arrenzeuwent of ads, 75
page editors, 32
prge 1 make-up.
page 2 make-up,
page 3 make-up,
pege 4 make-up.
pege, inside, 15
pege sine, 13
paper as stwdlent activity,
3
paper, function of, 33
paper, copy: half-aheets,
39
peper, local reports to, 40
paper size, li, 39

21 - 29
30, 3
32, 33
34, 35
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paper weight, 14
paragraph editorial, £&, 67
paragraph, importent words
in, 47
paragraph, indioate, 16
pﬂtOh) Stmoil. 18
personal grievances, 65
personal opinion, B, 48
personality of spesker, S9
personnsl ochanges, 7, 32
persons, identificationm, 61
perspeotive, 113
photo-engrever, 7
pica typo, 13
pick a feature, 48
place identification,
63
play-by-play account, 34
playing up the ferture, 43
plurel of mumbers, 99
poetry as feature, 69
portrait sketches, 111
ponsossive case, 59
possessive pronouns,
preachy editorials, 31
projudice, 48
proparation for interview,
58
preparation of ads, 76
proparation ol copy, 35
press associations, 90
pross agent, 36
press, law limits, 53
prestize of persons, 54
problem of reportor, 59
produotion schedule, 15
pronouns, possessive, 100
proafreador end proqfraade
ing. 18, 103. 104, 105
proofroander®'s signs, 104
propsganda, 41

publioity, 41, 42
punctuat¥m. 8. 88
purpose, ocauso, roason, 44

pyramid adarrangomenc, 79«
76

pyramid headline, 21,
24. 27, 29
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question lead, 44
questioning, art of, 57

questions on Unit 1, gen~-
eral prineiples, 10
questions on it 2, me~

chaniocs of SIN, 20
questions an Unit 3, head-
lines mdmake-up, 36, 37
questions on Unit 4, prep-
sration of copy. 40
questions on Unit §,
ting the story, 42
questions on Unit 6, writ-
ing the lead, 46
questions on Uhit 7, writ-
ing body of story, 50

get-

questions on Thiv 8, the
signed story, 52

questions on Unit 9, who
said that?, &5, 6

questions an Umit 10, in-

terview stories, 58

guestions on Unit 11, sto-
ries of =speschas and
mestings, 60

questions on Unit 12, idene
tification of persons
end placos, &3

megtions on Unit 13, edi-
toriels, &8

quostions on Unit 14, fee-
ture storics, 72

questions on Thit 15, ma-
terial quotpd fram othor
publicetions, 74

quostions on tnit 16,
vertising, 79

quostions on Unit 17,style
book, 87

guestions an Thit 18,cates
end datelines, 52

questions on unit 19,troub-
lesoms words, 102

questions an Unit 20, copy=-
reading andproofreading,
107

8d-

quortions on Unit 21, die
vision of words, 110
questions on Unit 22, 1il-

lustrations, 117

Google

Index

Quill and Secroll, 30
quote, 59, 73, 86

race and station, 116
reader, 44
readers out of school, 33
reading of minuits, 44
reason, oause, purpose, 44
recorder of svents, 33
reference bocks, 8
ragister, 111
repitition in
tions, 114
reportar. 30, 41, 48
reporter, preblem of, 59
reporter, unskilled, 41
reporter's aim, 59
reporting the nows, 41
roporis to loecal paner, 40
rosponsiblo offioials, 53
rostrictions on featuro
writing, 69
rovoal souroce of nows, &3
rewritos, 32, 41
routineg news, 41
routinizing, 19
rules, editorisl, 66

illustra=-

Scholagtic Editor, 76

scholastic press associa-~
tions, 90

school and commmity, 42

school paner, interpreter
of school, 42

scientii'ic material, 55

screen pleate, 7, 112

see and hear news, 66

shading, cross-hatch, 112

shading, screen plate, 112

signed story, 51

sgiznificant and
ing, 44

eignificant elemont asfea~
ture of nows story, 43

simplicity, 8, 9, 44, 75

skoloton, 113

aketehing, life, 112

slaxrt line, use of, 16

social ovents, 42

sounds in cartoons,

interert-
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sourco of news, 53, 51,55,
57, 58, 66

source, objcction of, 53

gpacod, extra, uancticed,
17

spoaker, assambly, 59

speakor, fairmess, 59

spoakor, idontify, 59

spoakor, porsemailty oI, 59

sgpoakor, studont, 59

special ocorrospondont, 90

speeches and meetinge, ©O5F

speed 1n hand folding, 15

speed of operation, 7. 14

sports. 30, 34, 35, 42, 51

spurious and true, 41

staf’f adviser, 10

stalf correspondent, 90

gtaif-made style book, 81

staff organization, 30

staflf poroonnol changaes, 7

staff spocializatiam, 30

standard editorial, 31, 6€

stapled peges, 13

stoneil, 7, 13, 15

stancil cement, 18

stencil errors, 18

stencilist, 17, 18, 30, 103

stencilize,17, 18, 19, 103
1131

stencil patch, 18

stencil proofreader, 104

stops, margin, 16, 17

story dateline, 89

story, signed, 51

student activity, 3

student artist, 111

style, 9, 10, 40

style book, 81

stylized, 114

l’tylu!’ 7) 111

subhead, 23
subjeoct choloe, illustra-
tions

subjective, 48, 85, 66
swmarize and condense, 59
summary of story, 43
surprise, 115

suspense, 47



126

syllables, divide on. 18
symmetry, illustratiomns,lif
systemizing, 19

tabular stops, 15, 17

tact, 34, 53, 58

take notes, 57

tonsor load, 44

toohnical intormetion, 58

tochnical materiel, 10, 59

teommical torms, S

torminology. 3

tostinmony, conflicting, &7

that someothing, 7

thoro aro, thero is, 49

think slearly, 8

throo columns, 15

threo-paragraph oditorisl,
66

T1llicum, 29

1imelinass in oditorials,
¢S

titlos, 81

titles followinug namos, 84

titlos, Mr, and irs. 97

titlas, Rov. 33

track storios, 356

trial and orror headlino
writing, 26, 27

trivial, 33

troublescme words, 93

4true and spurious, 41

true newspaper, 3, 14, 15

1-square, 112

two~colum headline, 25,26
&8, I3

tro-colwm gossip lead, 33

two-colum maxo-up, 29

two~-colunn masthoad, 31

type, elite, mnicro, pica,
13, 15
typowriter carriage, 17

typing to column-width, 16
typewriter constructod

headlines, 25
typist. 16

Google

unoammon words, 9

unexpected happenings, 41

it l,genaral principles,
7

Unit 2, mechanics of stenw
¢il dupliceted nowspipen
13

Unit 3,headlines and mako-

up, 21
Unit 4, vroparatiorn of
copy. 38

Unit &, getting story, 4l

Unit 6, writing load, 43

Tait 7, writing bedy of
story, 47

Unit 8, signod story, Ol

Unit 9, wao said thut?, 53

Unit 10, intorviows, 57

Unit 11, stories of specch-
ag and mostings, 59

Tnit 12, ideatification of
porsons end places, 61

Unit 13, editorials, 65

Tnit 14, feuturo storics,
69
Unit 15, material ocopied

from otior publications,
73

Unit 16, advertising, 75

Unit 17, style book, 81

Unit 18, dates cnd date-
linos, 59

Unit 19,troublosomo words,
g3

Unit 20, copyreading
proofroading, 103

Unit 21, division of words;
109

Init 22, illustrations,1ll

Unit 23, glossary. 119

Unit 24, index, 121

units., neadlino,
ods 23

Unitod Pross, 90

and

count-
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unity, advortisomant, 75

unskilled roportoer, 41

up-style, 9

uso of figures. 48, 85

us¢ of slamt-ling, 16

uss of styla book, 51

varicty inmake-up, 25, 28,
32

varityper, 13

verb omitted in head, 22

verbatim spoech roport, &9

vorification.?, 53, 54, 58

viowpoint, esthetie, 13

viewvoint, jowrnalistic, B

viows and nows, 65, 66

went ads, 75

wookly production schod-
ulo, 15

Who said that?, 53

who, what, whoro, whan,

'Wh}’s how, 43
witnosscs,interviewing, 57

idontificetion, 61
division of, 109
ono-syllable, 109
uncommon ,explain. 9
troublesons, 93
work, routinized, 19
writing body of story,» &7
write clearly, 8

writing sditoriels, 65
writing en interview, S8
writing a lead, 43
writing plate, 111

WOmeI
words,
words,
words,
words,

vear in nemeplate dateline,
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gine etehing, 111






