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Introduction

The purpose of this book is to provide material of professional standards for use in training students
to prepare news for radio and television broadcasting.

Since the first edition was printed, few radical changes have occurred in radio news. But TV news
techniques have changed and are changing so swiftly that our advice on TV news has been rewritten
and added to extensively.

Today, TV stations feel they die or prosper on the basis of ratings measuring audience. And to
many station policy makers the ratings suggest large portions of the public are ready and eager for
something other than silent film and anchormen reading copy written by others, the traditional and
conservative approach to TV news.

The real difference between the newer formats of today is the degree of informality with which the
show is written or ad-libbed and delivered. The trend is toward greater informality.

To acquaint students with new production tendencies we have revised the book to (1) give general-
ized advice on how to write to film, and (2) to present specific advice from stations of varying format
and staff size on what they expect from reporters.

We have also revised and substituted writing and picture exercise material more representative of
today’s changing life styles.

As in past editions, we include only advice from newsmen and writing and editing exercises drawn
from actual news situations handled by press associations, radio and TV stations, and newspapers. We
invented no news situations.

This edition doesn’t attempt to set up any ‘“‘typical” procedure for a “typical” station. Probably
there’s no such thing. But if the student masters writing and editing skills in handling copy and
pictures in this book he can readily apply those skills at stations of any size or policy.

This book deals with writing and editing and preparing film and still pictures for the air. The
competent radio and TV newsman of the future will find it almost a necessity to have a multitude of
other skills—the skills of spot reporting, using the tape recorder, fusing words with charts and other
art, using the beeper telephone for actualities, going on the air on film or in person before the
mike—the skills of stressing the “right now” aspects of reporting used so skillfully by radio.

And, perhaps unfortunately, he’ll have to be an entertainer as well as informer unless the current
swing of putting show biz into news is modified.

But we believe it impossible to discuss all these aspects of on-the-air news in one book. So we limit
this edition to the basics.



How to Use This Book

You are now a newsman employed by Radio Station HTRS and HTRS-TV. The station is in the city
of Hometown, in Home County, in Home State.

Much of the exercise material in the book deals with news events in Hometown or Home County or
Home State. To create a realistic situation we changed names and addresses in the original news copy
to names and addresses in your area. Therefore, you will be working with news situations dealing with
persons and events in your own area. That will help you to understand the news and to evaluate it in
your writing and editing.

HTRS also subscribes to one of the major press associations, or wire services. This means you’ll have
national and international wire copy to rewrite and edit. This wire copy is from a newspaper wire
rather than a radio wire. We used newspaper wire copy so that you’ll have the practice of reworking it
into news for the air.

It will be part of your job to acquaint yourself with your city and county. To help with this
orientation a map showing the location of Hometown and other cities in Home County is included in
the back of the book in Appendix A. Study it so you’ll be familiar with your area.

We suggest instructors may prefer to localize the book to their own areas by directing students to
substitute for our Hometown, Home County and Home State references the names of their own
communities, counties and states. This probably gives students a more intense feeling of reality in the
news. It’s obviously impossible for us to localize the book for each instructor using it.

Checking Names

In Appendix B is a directory listing many of the persons and organizations mentioned in copy
exercises.

Misspelling of names and wrong addresses can’t be tolerated in news copy. One way to avoid this sin
is to consult reference books.

Your reference is the directory. Correct all news copy to agree with the directory. No reference
book can ever be complete. Therefore, if you do not find a name or address in your directory you may
assume the copy is correct as written. (If actually working for a radio or TV station you would make
every possible effort to check every local name and address.)

It is your responsibility to check all names and addresses appearing in copy.

Pronunciation Guide

It is the responsibility of radio and TV writers to tell newscasters how to pronounce difficult or
unfamiliar names. Stations have various guides to help the reporter do this.

In Appendix C is a pronunciation guide covering some of the hard-to-pronounce names in this book.
Use this directory in inserting phonetic spelling guides in your copy.
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How to Use This Book 3

Libel and Slander

We assume students have been given or will be given special instructions in libel and slander laws.
However, as a guide for students we offer in Appendix D generalized comments on law of the press.
These comments should not be regarded as strict interpretations of legislative and judicial actions on
press law which are changing traditional concepts so rapidly.

Style

A style in preparing copy for the air is essential if the newscaster is to read it so the listener will
understand it. And you’ll see that broadcast copy varies in important respects from copy written for
the eye rather than ear.

Hence in this book we present first a generalized style manual. We follow with more-detailed
sections explaining specific broadcast style practices and illustrations to help you understand them.
You’ll find repetition. We believe repetition is essential if beginning writers are to understand and learn
acceptable oral style practices. Unless you do learn and understand these basics, you’ll find yourself
awkward when you start writing exercises in the book.

Some users of our book have suggested a separate style manual, perhaps as an appendix. We do not
feel it wise to separate the manual from the related explanatory material and illustrations because
most students using the book are beginners and should study and learn hear-copy style before they
move into broadcast writing.

Timeliness

News situations change rapidly. And because this book includes only actual news developments as
handled by news media, some of the situations may have changed when you write about them. For
instance, the book includes stories of a depression. We feel a broad cross section of news should
include depression stories. Also the book covers stories of seasonal events, such as Flag Day and
Christmas. But if you’ll remember the stories were true when written and write about them as though
they were current, you’ll get realistic practice handling types of stories you may encounter later as a
professicnal.
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Style Manual

1. Write all copy on standard size paper—8 1/2 by 11.
2. Type Lgn one side of the paper only.

3. -Tﬁ-p‘lf space—do not write in all capital letters.

4. Indent paragraphs 5 spaces.

~\

5T$ét typewriter at 10 and 75. 16 lines will equal one minute of airtime. Use this method in
writing your copy to time limitations. (For timing TV copy see Page 95.)

6. In upper left corner of each page type the following:
Reporter’s name.
One or 2 word slug—description of story content.
Date.
Page number.
7. Leave top 2 1/2 inches of first page of each story blank.
8. Place individual stories on separate pages.
9. If the same story carries over to a second page, make a heavy arrow at the bottom of the first
Page. no Qent TN

i
L

10. Place end mark ### at the end of each story.
11. End each page with a paragraph. Never continue a paragraph from one page to another.
12. Never continue a sentence from one page to another.

13. Never split words or hyphenated phrases from the end of one line to the beginning of the next
line.

14. In the upper right corner of each page write with pencil the number of lines on the page.
— thae kb cf PR
Abbreviations vt @0% o > S; P cl

The general rule is to not use abbreviations unless you want the material read as abbreviations. With
few exceptions, abbreviations are barred from oral copy.

Exceptions from this rule are Mr., Mrs., Ms., and Dr. These are in such common usage that
newscasters prefer them abbreviated. The same is true of certain cities such as St. Louis, St. Paul, and
Ft. Lauderdale.

Abbreviate the names of groups, organizations, government agencies, etc., only if they are well
known and readily identifiable by the initials. Some of these are F-B-I, Y-M-C-A, G-O-P and F-C-C.

4
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Style Manual 5

\_Always use a hyphen between letters, never periods.
Abbreviated names of some organizations are pronounced as a single word and do not require
hyphens. Examples are NATO, SEATO, UNRRA.
When referring to the United States, the abbreviation U-S may be used if it is used as an adjective.
Otherwise, write it out.
Examples:

He works for the U-S Information Agency.
Bolivia wants help from the United States.
Capitalization

Tendency in radio and TV is to use capital letters liberally. When in doubt, capitalize.

Contractions

Use contractions whenever possible. They help make your writing informal and folksy. Manufacture
contractions if you wish. Don’t use them, however, if they sound awkward on the air.

(See Page 20 for additional details.)

Names and Titles

Here’s an important rule. NEVER start a story with an unfamiliar name. There’s a good chance the
listener will miss it.
Delay the name until you have the listener’s attention. You can write:

A Hometown man was killed today when a tractor toppled
on him. He was Joe Blow and he lived at 314 East Lemon
Avenue.

Or if the title is a widely known title, lead with the title to get the listener’s attention. You can
write:
Hometown’s dog catcher—Joe Blow—was bitten by a cat
this morning.

If the person is well known, omit his first name. You can write:

President Blow, Mayor Blow, Governor Blow.

Radio and TV tendency is to omit initials and middle names unless they’re widely recognized as
part of the name. When first referring to a person, use his given name and surname. Thereafter use
only his surname. You can write:

Raymond Smith, and thereafter Smith, but John L. Lewis,
Henry Cabot Lodge, George Bernard Shaw, and thereafter
Lewis, Lodge, Shaw.

Preferred practice is to use the title before the name. If the title is long, place a the in front of the
title. You can write:

Tax Collector Joe Blow, but, the Commissioner of streets and
highways, Joe Blow.

You must use your best judgment in placing titles. They should be placed before the name unless
you have a specific reason for placing them after the name. Final rule is clarity.
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6 Style Manual

Titles are usually not repeated after first reference to a person. Use title on first reference. There-
after use only the last name of the person unless the person is a woman. You can write:

Tax Collector Joe Blow says taxes will increase in Home-
town next year. Blow says he will recommend an increase to
the City Council.

Always use Miss or Ms. when referring to an unmarried woman. Write it:

A Hometown woman, Miss or Ms. Mary Smith, was named
Strawberry Queen today. Miss or Ms. Smith is a Hoover High
School student.

Always use Mrs. or Ms. when referring to a married woman.

A Hometown woman, Mrs. or Ms. Mary Smith, was named
Strawberry Queen today. Mrs. or Ms. Smith is the mother of
3 children.

Use Mr. and Mrs. when referring to a husband and wife together. But do not use Mr. with a man’s
name standing alone. Write it:

Mr. and Mrs. James Smith are visiting friends in Home-
town. Mr. and Mrs. Smith live in St. Louis. Smith is a tax
collector there.

Members of the clergy are an exception to the rule against repeating titles after the first reference.
ge a title when you mention a clergyman.
There seems to be no universal style for referring to clergymen. In using this workbook follow the
below style:

For Protestants: First reference, use the Reverend Mr. John
Smith.
Thereafter, use the Reverend Smith.

Catholic usage: First reference, the Reverend John Smith.
Thereafter, Father Smith.

Jewish usage: First reference, Rabbi James Wise.
Thereafter, Rabbi Wise.

Another exception to the rule against repeating titles is the President of the United States. It’s the
practice not to refer to the President by only his last name. Repeat his title or use Mr. with the last

name alone.
The words Junior and Senior after a man’s name are not set off with commas because most
announcers will read these titles without the pause called for by commas. Write it:

The president of the chamber of commerce, James Smith
junior will represent Hometown at the meeting.

(See Pages 23 and 25 for additional details.)

Phonetic Spelling

It’s the writer’s responsibility to indicate to the newscaster how hard-to-pronounce names are
pronounced. To do this, type phonetic spelling in parenthesis after the name. Or print the phonetic
spelling with pencil above the name.

Break down the phonetic spelling into syllables by using hyphens. Use all capital letters in the
syllable to be stressed.
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Style Manual 7

Use phonetic spelling every time you use the hard-to-pronounce names—not just the first time.

Congressman Luckel (LUCK-el) is author of the law.

or

LUCK-el

Congressman Luckel is author of the law.

(See Page 37 for additional details.)

Pronouns

Be sparing in the use of pronouns in referring back to previously mentioned persons or groups.
Usually it is better from the listener’s viewpoint to repeat the original names. Use of referents in radio
and TV may be confusing.

(See Page 22 for additional details.)

Punctuation

Punctuation marks are for the newscaster, not for the listener. Therefore, use them only when they
will help the announcer use his voice. Don’t use them unless you want the announcer to do what they
indicate. To use them properly, you’ll have to unlearn some basic grammar.

Don’t use the following marks on your typewriter:

: 3 () except for phonetics and nicknames
& 1/2 3/41/4 8 ¢ @ %

Most common punctuation marks are period and comma. Don’t use the colon or semicolon. If you
use a colon or semicolon the sentence becomes too complicated or too long for oral presentation.

The dash is frequently used as a substitute for other punctuation marks indicating pauses or
parenthetical matter. The dash is usually used to call for a longer pause than is called for by the
comma. The dash is a double hyphen --.

The hyphen is used to indicate that alphabetical groups are to be read as such. C-I-O Y-M-C-A.

The hyphen is used when the writer wants the announcer to spell out a word on the air for
clarification. S-m-y-t-h-e.

The hyphen is used in telephone numbers and auto tag numbers to tell the announcer to read them
slowly and distinctly.

Homeland 6-7-1-7-6
California M-N-L-2-4-4

The space is used to call the announcer’s attention to an unusual word, a dangerous word, a key
word that might be confused with a similar word. role roll

(See Page 18 for additional details.)

Quotations

Handling direct quotations presents a special problem because quotation marks cannat be seen by
the listener. Yet at times the use of direct quotes is essential. Therefore, the newscaster must have
some way of letting listeners know exactly when a direct quote starts and when it ends.

The announcer can sometimes do this with his voice. At other times special language must be used.

You can help the newscaster and the listener by rephrasing direct quotations into indirect quotes.
That eliminates quotation marks.
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You can break down long direct quotes into indirect and direct quotes. That helps inform the
listener exactly when a source is being quoted directly.

The expression—quote and unquote—was widely used in the early days of radio but has become
largely obsolete. It’s awkward. Other expressions have come into use such as:

We quote his exact words—
He said—and we quote him—
As he put it—

He went on to say—

He continued—

Still quoting from the mayor—

If you feel you must use a long direct quote, break it up with qualifiers letting the listener know
when you are quoting the source directly. Here’s an example:

Poor The President said “This means war. We can no longer
avoid resorting to armed resistance. We have exhausted every
diplomatic effort and they have all failed. We must now use
arms to defend ourselves from oppression.”

Better The President said—and we quote him—‘This means war.
We can no longer avoid resorting to armed resistance. We
have,” he continued, “exhausted every diplomatic effort and
they have all failed.” And, the President concluded—‘“We
must now use arms to defend ourselves from oppression.”

Sometimes, in the interest of clarity, it is necessary to use specific words indicating when a direct
quotation ends. For instance, in the above story, if the language which followed the President’s
quotation was such that the listener might think the President was still talking, the writer should
insert—That’s the end of the President’s quotation.

Example:
And, the President concluded—‘‘We must now use arms to
defend ourselves from oppression.” That’s the end of the
President’s statement.

In Moscow, Russian diplomats continue to insist they
don’t want war with the United States.

Insertion of the expression—That’s the end of the President’s statement—lets the listener know the
President is not being quoted when the newscaster follows with the report that—In Moscow, Russian
diplomats continue to insist they don’t want war with the United States.

Most times it is not necessary to tell the listener when a quote is ended. But this should be done
when the following language might confuse the listener.

(See Pages 31 and 35 for additional details.)

That

Eliminate as many that’s as possible from your copy. It’s a harsh word on the air and one used
infrequently in conversation. Use the word only when it’s necessary for clarity.
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Numbers

Numbers in radio and TV news present a special problem. It’s difficult for listeners to grasp the
meaning of statistics in rapidly read copy. Therefore, stations have set up some general rules in
handling statistics.

1. Avoid using lists of numbers.

2. Avoid starting a story with an exact number if possible—and frequently this isn’t possible.

3. Round off large and detailed numbers.

4. Simplify numbers by such generalizations as about, approximately, nearly, almost, at least, some.

The basic rule is to use figures. Two exceptions are one and eleven which should be written out.
For numbers over 999, use a combination of spelling and figures. This avoids strings of cyphers.
Never start a sentence with a figure. Always write it out.

Examples:
There are eleven children in class today.
There are 15 children in class today.
There are 11-hundred students enrolled in school.

New census figures show 25-thousand-258 persons live in
Hometown.

Two important exceptions to the basic rule are:

1. Always write out a number if it begins a sentence.

2. Always spell out fractions.

Examples:
Twenty-five persons attended the meeting.
Officials say one-half of the members were absent.

In writing time, use figures. Don’t use PM and AM. They can be confusing on the air. Use this
morning, this afternoon, tonight. If the exact time is important, use it. Usually the exact time isn’t
important. You can avoid exact time by saying early this morning, late this afternoon, and other such
expressions.

Examples: 2:10 this afternoon 5 this morning
about 3 this afternoon
just before broadcast time
just before we went on the air
one hour ago

In writing addresses, dates and ordinals, use figures. Use st, nd, rd, th after figures to be read as
ordinals. Exceptions to this rule are first and eleventh. Always spell these out.
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!

Examples: 118th Street 24 123rd Street [
17 First Street 801 Eleventh Street [

September 13th September 13th, 1937 [

September first 1900 1957 3

21st anniversary 17th birthday 3

first anniversary eleventh meeting '

Note: In radio and TV addresses, write Herman Smith, who lives at 811 Morton Street, and NOT
Herman Smith, of 811 Morton Street. The former is easier for the newscaster to read. f

In writing ages, use the exact age if it is part of the story. Frequently radio and TV omit ages where |
newspapers would use them. Don’t use the construction ... Herman Smith, 21. Write it 21-year-old
Herman Smith, or Herman Smith, who is 21 years old.

In telephone numbers and auto license tags, use hyphenated figures. |

Examples: Homeland 6-7-1-7-6 |
California M-N-L-2-4-4 v
In dectmals, spell out the decimal mark. !
Examples: 2 point 9 per cent instead of 2.9 '
21 point 7 per cent instead of 21.7
In amounts of money, don’t use the § and ¢ signs. Spell out the marks.
Examples: 18-dollars 27-cents
18-dollars and 27-cents
In percentages, don’t use the % sign. Spell out the sign.
Examples: 27 per cent eleven per cent

If exact numbers are important in your story, use them. But remember that statistics are hard to
grasp and interpret when read on the air. Sometimes exact numbers are essential. Usually, however, |
statistics can be simplified. You can simplify and make them understandable to the ear by rounding |

them off. '
Examples:

!

Poor Better '

$518,0QO About one-half million dollars '

Price was increased 100 per cent Price was doubled |

1,604 16-hundred |

227,521 About one-quarter million (

$504,216,724,92 About one-half billion dollars f

With votes from 1,361 of 2,683 With votes from one-half the |

precincts counted precincts counted |

Caution: Do not substitute a for 1 if the a can sound like 8 when read on the air. |

Example: a million dollars might sound like 8 million. Write it one-million. |
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Caution: Avoid per in news for the air. Write it:
17-cents a pound
24-dollars a day
60 miles an hour

(See Page 46 for additional details.)

Editing Your Copy

No piece of copy should be turned over to the editor or newscaster until it has been carefully
copyread and corrected for accuracy, spelling, punctuation, grammar, style, taste, libel, or slander.

Copy for the newscaster must be clean. If many editing changes are required in the typed copy,
retype the material. Changes with the copyreading pencil distract the newscaster and increase his
reading difficulties.

Most copyreading symbols used by newspaper editors cannot be used by radio and TV editors.
Those symbols are a jargon between the editor and the printer. The printer has time to translate them.
The newscaster hasn’t.

So make only very limited changes with your pencil.

Use a heavy soft pencil in editing. When you mark out material do it heavily, so completely the
newscaster won’t subconsciously pause to look at the blacked-out material.

Mark inserts and changes so clearly that the newscaster sees instantly where they’re to be read.

No type of copyreading marks other than those below should be used in preparing news for the
newscaster.

1. Material can be completely eliminated.

Examples . . . The show is to star{ i at

8 this evening.

or

The show is to start promptly at

8 this evening. M.
<Children will be admitted free.

2. A misspelled word may be corrected by blacking out the entire word and inserting it correctly
spelled. Individual letters may not be blacked out or inserted. The entire word must be blacked
out and replaced with the correct spelling.

MAYBUR
Example . .. Governows to be

the speaker.

3. Limited changes may be made by blacking out material and inserting new material.

Example . . . The show is tol{iiilllll® at
8 this evening.

4. Limited new material may be inserted.

istar rompt
Example . . . The show 1s toyat 8 this

evening. .
Changes with copyreading pencil should be limited. to these 4 types. If other changes are required,
the copy should be retyped.
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Editing the Newscast

Before you turn a newscast over to a newscaster be sure to do these things:

10.
11.
12.

1. Copyread and edit for accuracy, taste, libel, slander, grammar, spelling, punctuation, style.
2. Be sure no words are split between lines.

3.
4

. After the pages have been arranged in order, number each page plainly, top center. This will

Be sure no sentence is continued from one page to another.

permit the newscaster to check through his copy without getting the pages mixed.

. Circle or bracket all material the announcer is not to read, such as slugs, number of lines, page

numbers, timing, etc.

. Be sure each item is on a separate sheet of paper.

. Be sure there’s an endmark at the end of each item.

. If an item is so long it continues from one page to another be sure to place a heavy black arrow

at the bottom of the first page. The arrow should point to the right.

. Be sure all coupling pins written in and all copy pencil changes are so plain the newscaster can’t

possibly be confused.
Be sure phonetic spelling has been-inserted for hard-to-pronounce names.
At the top of page one write the total number of lines in the cast.
Backtime the last two or three items.
(See Page 73 for additional details.)
#
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The Newsman of the Air

Let’s take a general look at news and newsmen before we get down to brass tacks about writing for
the air.

News is a basic commodity. There’s not much difference in this basic commodity for newspaper or
radio or TV.

But there are basic differences in how these media write and edit and serve news. Which means, of
course, there are basic differences between competent newspaper writers and competent writers for
radio and TV.

If you’re reading this book you’re presumably interested in radio and TV news. Your interest may
be only academic. Or it may be mercenary in that you hope to make a living—and have fun—getting
and writing news for the air.

So you should have a deliberate, harsh question—What do I have to be if I want to be a successful
radio or TV newsman?

We looked around for an answer from within the profession—because this book is based largely on
advice from men with experience. And we liked the words of forward-looking Jim Bormann, director
of news and public affairs for WCCO Radio, Minneapolis-St. Paul.

Here’s what Mr. Bormann says about the “complete newsman” of the atomic age:

The Complete Newsman

“The complete newsman of our age must have a knowledge of something more than the typewriter
and the printing press if he hopes to keep pace with the public’s desire to know. He must be able to
express himself clearly through the spoken word. And the tools of his craft become the microphone,
the camera, the mobile broadcast transmitter, the beeper telephone and the tape recorder—each
requiring a special skill.

“This may create the picture of a reporter encumbered with paraphernalia, locked in the toils of
clectronic cable in the manner of Laocoon. Though this impediment might seem to inhibit our
modern newsman, it actually is the device which frees him from the paper and pencil, the typewriter
and the printing press, and substitutes the precious asset of immediacy—radio and television’s stock in
trade.

“The pace of modern news production and consumption demands this measure of freedom. Unless
neophyte journalists are impressed with the present-day requirements for ‘right now’ reporting, and
unless they are equipped to provide it, they may find themselves hopelessly off the pace once they
become practitioners. Though newspapers may strive mightily to up-date their coverage in such a way
that the time lag is not conspicuous, the public still demands a faster pace and usually turns to
radio—and in some instances to television—to obtain it.

“There is no substitute for the ‘direct report’ from the scene of an event in the news. The public has
shown its preference for this opportunity to view or to listen to the event itself, rather than merely to
read a paper-and-pencil reporter’s version of it at some later time.

13
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“This high speed reporting—our critics may call it pell-mell reporting—imposes special requirements
and demands unusual skills. For example, the necessity to describe vividly, concisely and accurately
the developments he is viewing at the moment leaves no time for second-thoughts by the radio
newsman. Unless this reporter has the incisive ability to describe what he sees interestingly with words
chosen for clarity, he may fail to be ‘true to his medium.” He must not only be knowledgeable, he
must be able to speak knowledgeably. He must make considered judgments quickly.

“This in no way implies a flight from basic journalistic principles. The old fundamentals of accuracy
and integrity and enterprise in reporting are more than ever essential in journalism today. If a reporter
is first a good writer, chances are he may also be that kind of a speaker. I am not proposing that he be
a spellbinder, but rather a perceptive observer with the power of concise expression.

“High velocity reporting is a modern necessity to keep pace with the events of this jet-propelled age.
And only the electronic media are geared to meet this requirement.”

Writing and Editing Skills

It would be undesirable—and probably impossible—to take up in one book all the skills mentioned
by Mr. Bormann. This book will limit itself to writing and editing and putting together into continu-
ities news for the air.

It will quote a great deal from experienced radio and TV men. It will use examples of actual news
happenings covered by those men. And it will include for writing and editing drills actual news
situations handled by newspapers, radio and TV stations, and press associations. We feel nothing in
this book has been “invented” by the editors.

We’ve said that news is a basic commodity for all newsmen. And many of the principles of press
news handling are applicable to radio and TV. The wire services, which write and supply both
newspaper copy and news for the air, recognize this limited sameness in newsmen.

The Associated Press opens its Radio Style Book with this advice:

Knowing News

“The first essential of being a good radio news writer is being a good news writer.

“You must know news and you must know how to handle it.”

The UPI Broadcast Stylebook also assumes that all UPI radio staffmen are basically reporters when
it warns that:

“This manual does not pretend to be a textbook to teach beginners in news writing how to write
radio news. It assumes that the reader (of the manual) is already experienced in writing news for
newspapers and it seeks to point out to him—by citing precepts and pitfalls—how he should alter his
style in order to make his news stories clear and effective when heard as they have previously been on
the printed page.”

Writing for Sound

UPI points out that since people speak more informally than they write, a newscast is more
informal than Page One of a newspaper. But, UPI says the writing must not be so informal that it fails
to win listener respect.

The UPI Broadcast Stylebook says:

“The newspaper writer has his five W’s; the broadcast news writer has Four C’s—Correctness,
Clarity, Conciseness and Color.

“At the risk of over-simplification, the ability to write for the ear could be defined as:

“Selection and placement of story detail on paper in such a way as to create listener illusion that
the announcer is ‘back-fence talking’ the facts in an authoritative yet entertaining way.
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“And let’s not look down our journalistic noses at that word ‘entertaining.” A good newscast must
have sparkle. If yours is dull, the listener will turn to another. He has plenty from which to choose.”

And the Associated Press says:

“Think in terms of sound.

“You cannot achieve clarity unless you keep in mind the fact that you are writing for the ear—not
for the eye. You must train yourself to think in terms of sound.

“One of the best ways 1o determine how your copy will sound on the air is to read it out loud. You
can’t, of course, sit at your typewriter chattering like a magpie. But you can accomplish the desired
result simply by mouthing the sentences you have just written.

“This procedure will enable you to spot awkward phrases, involved sentences and unclear passages.
Almost automatically you will write better broadcast copy without full realization of any technical
principles that may be involved.”

Writing for Clarity

And the Associated Press cautions its staff:

“It is a mistake to assume (and it has been assumed by some) that writing news for radio is 2 much
easier task than writing it for other media. Radio news writing demands greater compression, which
calls for greater skill.

“Those who are on the outside looking in—and alas, some of those who are on the inside—feel the
knack of writing radio news consists of keeping sentences brief. If there is a knack, it consists of being
clear at all times. Generally speaking, a short sentence is more likely to be clear; therefore, short
sentences are preferable. But it is possible to be brief and still unclear. And some fairly long sentences
are easily understood. The final test is not how long but how clear.”

As the AP points out, there’s a great deal more than brief sentences in the oral form of news
presentation. In ordinary conversation we use an informal approach. We use color. We use colloqui-
alisms, slang and some profanity. We don’t talk in terms of long rambling sentences with dependent
clauses and dangling modifiers. Often we use sentence fragments.

Refine this fishing-hole technique and we have an oral form of presentation adaptable to radio and
TV news.

Throw out the trivia and profanity. Throw out the slang—except on rare occasions. Write it in
English—because the average fellow does understand English—and you’re off to a good start on writing
news for the air.

Obviously these suggestions are an over-simplification of the radio and TV writing skills. But the
suggestions do represent a sound approach to the simple colloquial talk of the man-in-the-street. And
that’s what the average man will understand and appreciate on his radio and TV news programs.

Colloquial Talk

UPI urges its radio writers to use informal writing in familiar terms, and then adds:

“That is why generally accepted colloquialisms may be used to advantage in radio news writing—not
a ‘slanguage’ or flippancies, but smooth, simple colloquial talk of the average man. And, since that is
the way we speak, each sentence should try to cover a simple thought.”

It isn’t the purpose of this book to suggest standardized rules for radio and TV news writing.
Formula writing can be dull, colorless, discouraging to the listener. A skilled writer must know how to
avoid formula writing and yet perform his assigned task of communicating.

The suggestions for writing are offered here as guides with the hope they’ll help you write and edit
news for the air in such a fashion that it will inform, entertain—and influence—your listeners.
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Holding the Listener

UPI has this advice to offer:

“One reasonably sure way to interest the listener is to be interested in the story yourself . . . not
just as a writer, but as a person. You must feel the urgency, the pathos, the excitement or the humor
that makes an event newsworthy. And you must make the listener feel it, too.

“The kind of news people really want—the kind they talk about after the broadcast ends—is news
about people: their struggles, escapes, joys, downfalls, and disasters. The best story allows the listener
to place himself in the hero’s or victim’s shoes.

“Broadcast news is particularly well-suited to provide this feeling of empathy. It has the advantages
of immediacy and the human voice to lend drama to man’s daily adventures.

“You can heighten this sense of drama by letting verbs tell the story, by telling exactly what
happened, by keeping an eye out for bits of color that make each event unique in some way.

“A word of caution. The need to ‘hold’ listeners does not give the writer license to sensationalize or
distort. It does mean the writer must find THE interest-compelling angle . . . pin his lead to it . . . then
drive it home with pertinent detail.”

Starting Points

UPI says there is no formula for “selling” a story, but there are logical starting points:

1. Tune in on every phase of human existence. Otherwise, how can you report on and interpret
them? “Dig” Satchmo as well as missiles and summit conferences. Read, read and read some
more. Papers, magazines, books . . . anything that gives reliable background material essential to
your profession.

2. Listen to as many newscasters as possible. Analyze their techniques of telling in 100 words a
happening which may get 1,000 in the evening newspaper.

3. Understand every word of your source copy. If you don’t, check with someone who does. Fuzzy
understanding of details you are trying to boil down to newscast length results in (A) more
fuzziness or (B) misinformation.

4. Lay aside source copy once it is understood and write the story as if you were telling it to the
man on the next bar stool. Never ‘“‘parrot” source copy. Writers aren’t needed for that. A smart
editor with a sharp pencil will do just as well.

5. Try to “hear” the copy as you check back on it. Read it aloud if necessary. Words or word
sequences you can’t pronounce or leave you gasping for breath will present the same problems to
an announcer.

6. Note changes made by the desk. If you don’t understand the reasons for corrections, check with
the man who made them.

7. Keep “talking” copy into the typewriter until it becomes as natural as chatting with an old
friend. You learn by doing it.

#



Accuracy

Accuracy is essential in any news writing. Corrections can never offset an error in a newspaper.
Corrections are even less effective in broadcast news.

Radio and TV are so swift that a mistake once broadcast can seldom be corrected for the same
audience. When you’re preparing news for the air, check and re-check.

Of accuracy, the AP radio manual says:

“The Associated Press has always demanded accuracy above all. Don’t deviate from the facts.
Rewrite from your source at all times—not from somebody else’s rewrite. Accuracy is particularly
important on the radio circuit, since some stories are broadcast almost immediately after they are
transmitted.

“While corrections are mandatory, they are of little value once the story has gone out over the air.
A correction, therefore, must be made the moment an error is discovered. Five minutes, even one
minute, can be the difference between the error being caught in time or being relayed to the public.
The radio wire deadline is NOW.”

And the UPI radio manual says:

“The most important ingredient of any story you ever will hand to a United Press International
desk is accuracy. Never forget it.

“Check and recheck all facts, figures and names. In radio or television, nine out of ten corrections
reach an entirely different audience. The time to make one is BEFORE the copy hits the wire.

“All writers are expected to read back copy at the earliest moment after it is moved. Report all
errors to the desk immediately. This readback also shows the writer what the desk did to improve his
copy.

“Make certain the source of information is clear to the listener. When accusations or charges are
made, or controversial issues discussed by persons quoted, be sure the listener knows Senator Smith is
saying it . .. NOT the UPI or the station involved.”

#
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Punctuation Marks

Punctuation is especially important in news for the air because it helps the announcer. The radio
and TV writer, then, punctuates for the man at the microphone and not for the public. Hence,
punctuation in broadcast news varies in many respects from punctuation in news to be printed.

Most common punctuation marks in radio and TV copy are the period, comma, and dash. When
writing for the air, throw out the colon and semicolon. They’re no good to the announcer.

“Punctuation,” says UPI, “‘is particularly important, since it is the announcer’s guidemark in paus-
ing for effect or for breath.”

And the AP says, “No matter how much you’ve retained from your English classes, don’t use
commas where you don’t want the announcer to pause. It is grammatically correct to write—John
Smith, junior, was elected. But it is not good radio writing, because the natural way to say it is—John
Smith junior was elected—without pauses before and after junior. For the same reason it is not
necessary to write—Robert Brown, of Philadelphia, died today. Leave out both commas. Because if the
announcer read it that way he would say—Robert Brown (pause) of Philadelphia (pause) died today.”

So remember that the radio writer uses punctuation only where he wants the announcer to follow
directions.

The Period

The period marks the end of a sentence or thought. It calls for a pause and change of pace. More
periods are used than in newspaper writing. This is because the announcer prefers shorter sentences
and because the period takes the place of the colon. Also, writers for the air use incomplete sentences
after which they place periods.

The Comma

The comma calls for a shorter pause than does a period. But don’t ever use it unless you want the
announcer to pause for effect.

The Dash

The dash in radio is a double hyphen--. It is frequently used as a substitute for other punctuation
marks indicating a pause or parenthetical matter. It is intended to help the announcer use his voice to
the best advantage in oral presentation of news. It is usually used to call for a longer pause than the
comma, to give special emphasis to matter ordinarily set off by commas.

Here are some examples of dash usage:

Governor Black--back in the State Capitol today after a
trip to Washington--called on Californians to fight for a
higher tuna tariff.

18
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Herbert Smith--Hometown’s new mayor--took the oath of
office today.

The Mayor said--and we quote him--‘‘This means trouble.”

Those at the meeting--and there were 700--all voted against
returning to Hometown next Fall.

The movement in Washington--that is, the movement for a
tax cut--gained supporters today.

The Hyphen

The hyphen in radio is used to tell the announcer to read certain things as written.

It is used to indicate that certain alphabetical groups are to be read as such ... Y-M-C-A
Y-W-C-A CI-O.

It is used when the writer wants the announcer to spell out the word on the air for clarifica-
tion . .. S-m-y-t-h-e.

It is used in telephone numbers and auto tag numbers to tell the announcer to read them slowly . . .

Homeland 6-7-1-7-6
California M-N-L-2-4-4.

The Space

The space in radio is used mainly to call the announcer’s attention to an unusual word, a dangerous
word, a key word that might be confused with another . . .

role roll
The space is always used in not . . .not. .. This prevents not from being confused with now.

Here’s a good general rule—keep punctuation to a minimum. Use it for the announcer—not for the
public. That means you’ll have to violate some basic rules of punctuation you learned in school.

#



Contractions

To help make radio and TV news conversational, use all possible contractions that you can fit into
your copy. We use contractions liberally in our conversation. We should use them liberally on the air.

While talking we seldom say “he will” or “I am” or “they are.” We say *“he’ll” or “I’'m” or
“they’re.” So you help give news for the air an informal folksy approach by sprinkling in contractions.

Real final question is—How will they sound on the air?

Don’t be afraid to manufacture contractions. But avoid awkward combinations such as “it’ll.”

Possibly you’ve heard such expressions in conversation. Maybe you’ve heard somebody shout—
“Hey, it’ll be too late by the time you’re ready.” But try reading this newscast on the microphone:

Hometown Mayor Smith says it’ll be late summer before
the water supply can be increased.

The ““it’l]” has an awkward sound that may bother the announcer and the listener. So avoid it.
Don’t use contractions if they sound awkward. But use such contractions as:

He’s instead of he is.

He’d instead of he would.
He’ll instead of he will.
They’re instead of they are.
They’ll instead of they will.

Contraction Informality

In the following example note the informal smooth flow injected by use of contractions.

Without contractions

Washington reports indicate
Congress will not act on tax
legislation this session.

The Senate has not yet
ordered hearings. House
leaders are not committed
to any tax cut program,
and the Speaker of the
House told newsmen today
he is sure the House

will not act before
adjournment.

Aren’t instead of are not.
Won’t instead of will not.
Doesn’t instead of does not.
Isn’t instead of is not.
Don’t instead of do not.

With contractions

Washington reports indicate
Congress won’t act on tax
legislation this session.

The Senate hasn’t yet
ordered hearings. House
leaders aren’t committed
to any tax cut program,
and the Speaker of the
House told newsmen today
he’s sure the House

won’t act before
adjournment.
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Contractions 21

But here’s a word of caution on the use of contractions.

Don’t use contractions if you want to emphasize—for some reason—one of the words.

For instance in the quotation of the Speaker, on the preceding page, you might want the newscaster
to emphasize the not. So instead of using a contraction write both words—will not—instead of the
contraction—won’t.

And if you’re using quoted material inside direct quotation marks don’t use contractions unless the
source used contractions. Direct quotes should be exactly what the source said. And sometimes the
source will not use contractions because contractions don’t always fit correctly into some formal
statement.

#



Pronouns

The use of pronouns presents special problems in writing for the air. Be very careful about using
pronouns and other words referring back to previous material.

Remember, the listener hears your words only once. He can’t ask you to stop while he checks on
your meaning. So when you use pronouns or refer back to persons or things previously mentioned be
absolutely sure you’re not being foggy.

The use of such words as he, it, she, his, him, our, this, these, those, their and similar referents can
be confusing to the listener. Don’t use such words unless they are very close to the matter they refer
to. Many times it is better from the listener’s viewpoint for the writer to repeat the original expression
than to use referents.

Example:

Poor Sheriff Smith said that on the basis of the complaint he
would arrest former Mayor Harvey. He said the complaint had
been filed by etc.

Better Sheriff Smith said that on the basis of the complaint he

would arrest former Mayor Harvey. The Sheriff said the
complaint had been filed by etc.

Repetition for Clarity

The UPI wamns its radio staff:

“Be very careful about the use of personal pronouns. When you write he, she, or they be very sure
there can be absolutely no doubt as to whom the pronoun refers. If there is any question, repeat the
person’s name or title. Remember, absolute clarity is important.”

The Associated Press says of referents:

“Never use the words latter or former for referring back to something or someone previously
mentioned. When these words are used in print, the reader often must glance back to be certain what
or whom is meant. A listener who attempts to glance back will miss the next sentence.”

Use of ‘I’ and ‘We’

If you want to use a pronoun in referring to your station it is best to use ‘we’ instead of ‘I’ in
straight newscasts. The commentator uses ‘I’ in his commentaries. It is preferable for the news writer
and newscaster to use ‘we.’

Example: We have just been told by Mayor Smith that floodwaters
of the Wide River are threatening Hometown. The Mayor
says he’ll keep us informed on developments.
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Names

There’s a solid rule against starting a story for the air with a name unless the name will be instantly
recognized by listeners.

Names make news. It’s vital when you use a name that the listener hear the name, identify it
recognize its significance in relation to the news.

There’s a good chance that if you start a story with a name before catching the listener’s full
attention with a warmup the listener may never actually ‘“hear” the name. Hence the rule—don’t start
with a name unless you’re sure the listener will immediately recognize it and retain it in his mind while
you unfold the story.

As an example, consider a local fire in which the Hometown Bootery—a shoe store—was destroyed.

If you start with the name, and then tell the fire story, the listener—only half-way listening—may
never actually hear the name of the store.

You start the story like this:

’

The Hometown Bootery was destroyed by a 3-alarm fire
early this morning. A passerby telephoned in the alarm at
2:30 o’clock and firemen fought the flames until 8. Fire
Chief Joe Blow said the shoe store was a total loss and
estimated damage at 350-thousand dollars.

The half-way listener may not be at all interested in your story until the newscaster hits him with
that magic word—fire. He then sits up mentally and listens to your fire story. He keeps wondering
where the fire was—he never does learn because you started with the name.

On the other hand, start your story with “fire” and delay the name of the store:

Fire early this morning destroyed a Hometown shoe store
before the blaze was finally put out after a 5-and-one-half
hour fight. Fire Chief Joe Blow said the Hometown Bootery
was a total loss. He estimated damage at 350-thousand dol-
lars. A passerby reported the fire at 2:30 o’clock and 3
alarms were sounded. Firemen fought the flames until 8
o’clock.

By delaying the name until you have alerted the listener you make certain he’ll hear where the fire
was and what was destroyed.
Delaying Most Names

You’ll make it easy for the listener by delaying most names.
Read this story to a half-way listener:

Attorney James Davis of Hometown was suspended this
morning by the State Bar Association. The association based
its action on a complaint by Superior Court Judge Joe Blow.
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24 Names

Chances are the listener will never hear the attorney’s name clearly enough to remember it as the
newscaster tells the story.
But write the story like this:

A Hometown lawyer was suspended this morning by the
State Bar Association. The association suspended Attorney
James Davis on the basis of a complaint by Superior Court
Judge Joe Blow.

Chances are you’ll catch the listener’s attention with your lead and he’ll “listen” to learn who the
suspended attorney is.

Prominent Names

Of course, nationally and internationally known names and prominent local names may be used as
openers for news stories. The prominence of the name itself may help get attention.

But here’s the rule—don’t start with the name unless you’re certain all listeners will recognize it
immediately and retain it in mind while your story is told.

Obscure Names

Avoid leading with obscure names. But frequently you can lead with an obscure person’s title
instead of his name. The title will catch the listener’s attention.

For instance, you probably don’t know the name of your local dog catcher. But you do know the
title. So you might start a story like this:

Hometown’s Dog Catcher Joe Blow says too many dogs
are running at large in the city.

If names are obscure, titles may be used instead of the names.

Consider a story in which a sheriff prevents a jail break. Or a story in which a mother and 3 of her
children are burned to death. If these events happen locally you want all the names. But if the events
happen outside your territory and you want to put them on the air for human interest appeal, forget
the names. The names will be obscure to your listeners.

Avoid long lists of names in news for the air. The listener can’t possibly keep such a list in his mind.

Full Names and Initials

In the interest of brevity, radio and TV news writers frequently omit initials and full names.

Initials are omitted unless they have become widely known as an integral part of the name, such as
John L. Lewis.

Full names are used when they have become widely known in connection with the persons, such as
Henry Cabot Lodge, George Bernard Shaw.

Full names may be omitted in the case of prominent persons, such as the President, the governor of
your state, the mayor of your town.

In writing about the average individual, use his first and last name and omit the initials.
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Titles

In conversation we’re likely to use titles before names unless this usage is awkward. The same
practice is best for news to be broadcast. In most cases it is better for the listener and the newscaster
to put the title—identification—before the name. That avoids commas and phrases, makes identifica-
tion more immediate, helps the reader recognize the name.

If the title is too long and unwieldly to use as part of the name, place a ‘the’ before it.

Write:

The governor’s press secretary, Henry Smith, instead of
Henry Smith, the press secretary of the governor.

Hometown Police Commissioner Henry Smith, instead of
Henry Smith, police commissioner of Hometown.

Hometown’s Mayor Smith, instead of Henry Smith, mayor
of Hometown.

Note how these examples eliminate the ‘of’ phrases, thus helping the newscaster and the listener.

But if you’re convinced that the title after the name is more readily understood don’t hesitate to
place it there. Sometimes the title or identification appears more natural after than before the name.

Here’s what UPI says about names and titles:

“Never start a lead sentence with a name unless it is preceded by a title or identifying phrase. Too
easy for the listener to miss it, and thus the whole point of the story, unless you ‘warm up’ the ear.

“Should be ‘Secretary of State Smith reports, etc.’

“Never: William Smith, Secretary of State reports, etc.’

“Avoid using long titles, e.g., ‘Senate Rackets Committee Chairman John Smith.” You wouldn’t talk
that way. Make it: Chairman Smith of the Senate Rackets Committee, etc.” ”

Here’s the Associated Press radio policy on placing titles:

“Identification should be placed before names. It should be: the president of the Marble Shooters’
Union, John Kelly, etc. This style is particularly important at the start of a story, where a name can
easily be lost. The identification prepares the ear for the name. Exceptions are permissible in cases of
nationally famous or internationally famous persons. In such cases, the second mention of the name
strikes a responsive chord even if it were missed the first time.”

Titles Not Repeated

It’s the prevalent practice not to repeat titles in a second reference to a person. To this rule there
are exceptions.

Generally, broadcast writers always use a title for the President of the United States every time his
name is used. They call him President Smith or the President or Mr. Smith.

Another exception is in the naming of clergymen. It’s common practice to always use a title for a
clergyman each time his name is used.
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Examples:

A Hometown educator, Professor Henry Smith of Home-
town College was dismissed today. Smith had been on the
faculty 15 years.

A Hometown physician, Dr. Henry Smith was killed in an
auto crash this morning. Smith was driving one of the 3 cars
involved in the collision.

but

A Hometown pastor has pleaded guilty of disorderly
conduct. The Reverend Henry Smith told Superior Court
Judge Doe this morning he was ashamed. The Reverend Mr.
Smith had been accused of parking in Lovers’ Lane with a
young member of his congregation.

President Smith is going to play golf again this weekend.
Mr. Smith will be away from the White House until Tuesday.

If you know what title preferences are of the various churches, follow these preferences. Otherwise,
ask your editor for instructions.
Miss and Mrs. and Ms.

The title of Miss or Mrs. or Ms. is used with a woman’s name each time the name is used. Never use
a woman’s name without a title.

Examples:

A Hometown woman, Miss or Ms. Sally Smith will preside
at a teacher’s convention here next week. Miss or Ms. Smith
is president of the Hometown Parent-Teachers Association.

or

A Hometown woman, Mrs. or Ms. Raymond Smith will
preside at a teacher’s convention here next week. Mrs. or Ms.
Smith is president of the Hometown Parent-Teachers Associa-
tion.

Mr. and Mrs.

The title Mr. is not used with a man’s full name unless your station has a policy covering that
matter. It is used with a man’s last name only infrequently in special circumstances which your station
may define.

Example:

A Hometown man, Raymond Smith will preside at a
teachers’ convention here next week. Smith is president of
the Hometown Parent-Teachers Association.
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Mr. and Mrs. are used when mentioning a husband and wife together.
Example:

A Hometown couple have been arrested on a charge of
writing worthless checks. They are Mr. and Mrs. Raymond
Smith who live at 334 Highland Avenue.

Mrs. Smith is a prominent horsewoman. Smith is president
of the First Building and Loan Association.

Titles Instead of Names

Titles can be substituted for obscure, hard-to-pronounce, hard-to-remember names in foreign—
nonlocal-news. In these cases the titles are more important than the names. It’s probable many of
your listeners never heard, certainly won’t remember, the name of the prime minister of Monrovia.

So you might write:

The prime minister of Monrovia has requested United
States aid, instead of Monrovia’s Prime Minister So-and-So
has requested United States aid.

or

The conservation director of Mexico said this morning that
great deposits of uranium have been found in that country,
instead of the conservation director of Mexico, So-and-So,
said this morning that great deposits of uranium have been
found in that country.

Don’t substitute titles for names without first concluding the name itself won’t mean anything to
the listener, that the title has more news appeal than an obscure name.
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Naming the Source

Telling the listener immediately and clearly the source of broadcast news is essential. There must be
no confusion in the listener’s mind as to whether the newscaster is speaking for himself or for a news
source. Therefore, experienced writers for radio and TV generally place the source first instead of in
the middle or at the end of a sentence, as is done by newspapers.

Here are 4 suggestions for identifying source in writing news for the air:

1. Name the source at the beginning of a sentence if this can be done without awkardness. And it
generally can be.

2. Avoid dangling the source at the end of a sentence or paragraph.

3. Avoid identifying the source inside a sentence, unless this seems necessary to avoid repetition in
handling long quotations.

4. Never start a story with a startling statement and then add the source, such as—this is the opinion
of Joe Blow.

Here are some examples of how to apply these methods in writing news for the air:

Poor— dangling source at end of sentence.
Taxes will be increased in the state next year, Governor
Joe Blow said today.

Poor— naming source inside sentence.
Taxes in the state, according to Governor Joe Blow, will be
increased next year.

Poor— leading with startling statement followed by source.
Taxes in the state will be increased next year. At least
that’s the opinion of Governor Joe Blow.

Better—  naming source at sentence beginning.
Governor Joe Blow says taxes in the state will be increased
next year.

Source Inside Sentence

When writing a long quotation, the source should be placed at the beginning of sentences but for
variety may sometimes be placed inside sentences.

Examples:
Governor Joe Blow says taxes will be increased in the state
next year. He made this prediction at his radio and press
conference today. The Governor said he will recommend a
tax boost in his message to the legislature next week.

or
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Governor Joe Blow says taxes will be increased in the state
next year. He made this prediction at his radio and press
conference today. He will, the Governor said, recommend a
tax boost in his message to the legislature next week.

Clarity of Source

The wire services are in agreement on this prime necessity of naming the source clearly at all times.

UPI tells its radio staff:

“At all times be sure the source of information is absolutely clear to the listener.

“Where accusations or charges are made or controversial issues are discussed by persons quoted, this
point cannot be over-emphasized. The listener must never be given the impression that the announcer
reading the story is speaking for himself or the radio station on such matters.

“Frequently the source of a story may have considerable bearing on its credibility, and the listener
deserves to be given a basis for evaluating the information supplied. Radio cannot, as the newspaper
can, soften a startling statement by attaching a qualifier at the end of the sentence. The qualification
must be clearly stated at the start.

“Similarly all predictions, presumptions and pretendings should be clearly declared.”

UPI warns against hanging phrases, and adds:

“For example, a newspaper lead might say:

Fourteen persons were killed today in an explosion at
King’s Powder Mill, state police announced.

“The radio news report would say:

State police say that 14 persons have been killed in an
explosion at King’s Powder Mill.”

Startling Statements

The Associated Press has a definite rule against starting news for the air with an unqualified startling
statement. The AP tells its news writers:

“Never start a story with a startling statement and then follow with something like this—At least,
that’s the opinion of the general manager of Ascot and Company, Joe Doakes.

“Too often the listener gets the impression that the flat statement is the viewpoint of the an-
nouncer. The punch of the opening sentence can make the listener only ‘half hear’ the very vital
second sentence. If this sounds exaggerated, ask some veteran news announcer how many ‘scare’
incidents have occurred because the listening public heard sensational parts of stories and missed the
explanatory parts.”

Inflammatory ltems

Here’s some advice from UPIL:

“Be careful in handling inflammatory items, e.g., racial disturbances or situations which might
contribute to community unrest. Avoid use of the phrase ‘race riot’ unless large numbers of opposite
races are rioting or out of control. Then pin everything on authorities.

“The same is true of hurricanes, floods, tornadoes. You can panic entire communities by sensa-
tionalizing. Never go beyond the words of the official sources. Always check back when mentioning
directions of hurricane winds, tornadoes and rate of flood rise.

“Hurricane coverage is especially tricky. Remember always to:

“]. Stick with Weather Bureau facts. Never predict where the storm will hit unless you are passing
along a Weather Bureau prediction.
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“2. Revise items promptly on the basis of new advisories.
*“3. Bracket in exact times Weather Bureau advisories were released to aid announcers.
“4. Past-tense all but the most general statements.

“5. Distinguish between the velocity of the wind and the speed of the storm’s forward movement.

“Economic items touch another sensitive area.

“Layoffs at one automobile plant in Detroit, or one steel mill in Pittsburgh, should not tempt the
UPI writer to talk of recession or depression. If responsible government, industry or union officials
comment on these layoffs, their balanced comment is significant. But the UPI writer never goes
beyond facts. At all times he views the entire picture and keeps it in sharp focus.

“The source of a story has considerable bearing on its credibility. What the Secretary of Defense has
to say about guided missiles probably carries more weight than what a Congressman says. Remember
that in evaluating stories.

“Unlike most newspaper stories, newscast items carry the source at the beginning of a story. Let the
ear tune in the source before you hit it with the charge, statement or prediction.”
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Quoting the Source

Attribution—quoting the source—is a greater problem for radio newsmen than for newspaper
writers. There’s a solid rule against wordiness in radio and TV. This means throwing out every word
unless it adds something. Consequently for that question—When and how often do I quote the
source?—there’s no pat answer.

However, the trend in news for the air is definitely in the direction of cutting down attribution.

Too much attribution in radio and TV news slows the action, dulls the color. At the same time, too
little attribution may leave the listener confused.

As the AP puts it—*“There’s a fine line between when to attribute and when not to attribute.” The
AP adds:

“Only experience can supply the answer in every case. But it is well to remember this: attribute
whenever anything which is said might possibly be disputed by anybody any time in the future.

“It is fundamental in handling of a story to make clear the source of the statement or of the story
itself. For a newspaper, this attribution may be made anywhere in a sentence. For radio, this attribu-
tion must be at the start of a sentence, so there can be no doubt that what follows is the viewpoint of
John Doe and not of the announcer. However, radio writers who are too conscious of this often make
the mistake of too much attribution, which has a tendency to flatten a story.”

Toward Less Attribution

The trend in radio and TV is to use less attribution than do newspapers in writing “‘official” news.
Frequently, radio and TV news writers delay attribution in such news until after the lead.
As an example, here’s a press association dispatch as it appeared in a newspaper:

Washington, D.C.—Secretary of Defense Henry Smith said
yesterday that the Pentagon has begun an investigation into
alleged mishandling of millions of dollars by Army officer
and noncommissioned officer clubs in the United States,
Europe, and Southeast Asia.

Smith made the disclosure at a special news conference
here.

Because this is official news from a reputable official who is presumed to be telling the truth, it
might be written for the air without attribution in the lead, such as:

The Pentagon is investigating alleged mishandling of mil-
lions of dollars by Army officer and noncommissioned
officer clubs. The study will cover club operations in the
United States, Europe and Southeast Asia. Defense Secretary
Henry Smith made the disclosure at a Washington news con-
ference.
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32 Quoting the Source

The radio and TV writer should postpone attribution on official news only when the writer has
confidence in the reliability of the source.

Referring to the writing of such official news for the air, the AP says:

“It is sufficient to say ‘President So-and-So will make the budget address to Congress on January
3rd. The President indicated he will ask for, etc.’ It is not necessary to start with ‘President So-and-So
said today he will make his budget address to Congress on January 3rd. The President, etc.””
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Said vs Synonyms

The inexperienced writer in handling quotations may run into the problem of too many ‘he saids’ in
a series. Some of these you may eliminate by adroit writing. For others you may substitute synonyms.
But be very careful in the choice of substitutes.

Actually, many times there just isn’t any substitute for ‘said.” Don’t hesitate to use it when it’s the
accurate verb. At other times, however, verbs with more color and action than ‘said’ may be accurately
used in quoting a source.

Don’t make obvious, awkward, inaccurate substitutions for ‘said.” But get into your head some of
the verbs that may be used in quoting a source. Learn their dictionary meaning. Many aren’t synonyms
for ‘said.” Many have more impact than ‘said’ because they express a different intent on the part of the
person being quoted.

Substitutes for Said

UPI says:

“Watch out for too many ‘he saids’ in succession. But choose the use of ‘declare’ and ‘asserted’
judiciously. They have strong connotations and there’s a silly overtone if they have somebody declar-
ing an obvious fact.”

UPI also warns of the danger of editorializing:

“In paraphrasing quotations retain the speaker’s exact meaning. Use neutral verbs in all direct
quotations containing controversial material. SAYS or DECLARES comes through objectively.
CLAIMS, POINTS OUT, MAKES CLEAR, INSISTS, SLAPS DOWN, CRACKS have an editorial
flavor.”

Comment by N.Y. Times

The respected New York Times also warns its staff of said vs. synonyms. The Times says:

“Tom Rover almost never said anything. He usually averred, asseverated, smiled, chuckled, grinned,
groaned, expostulated, ejaculated, declared, asserted. Tom apparently has made his impress on journal-
ism, where synonymania is a common affliction.

“The simple verb say never seems to be good enough for more than one inning. Then writers or
editors feel they have to rush in all kinds of bush league relief pitchers. Say means to express. Here’s
what some of the others mean. Assert is to express strongly or positively. Aver is to express with
confidence. Declare is to express explicitly, particularly in a formal or public way. It is well to
discriminate among these shades of meaning and not to assume the words are completely interchange-
able.

“By the way,” the Times continues, “‘add is another of those relief pitchers. It is thrown in even
when the second statement in no way amplifies or is even connected with the first. For instance:
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He declared (ugh) the small businessman is being squeezed
by the Republican Administration. Housewives, he added, are
concerned about rising prices.

“Continued, yes; added, no.”

Forceful Verbs

Sometimes the skilful writer can omit ‘said’ without raising any doubt within the listener as to the
source being quoted. But in quoting controversial or unconfirmed material it’s almost impossible to
avoid using ‘said’ or some substitute.

The skillful writer will study verbs more active and forceful than ‘said’ and will learn when and how
to use them.

Many beginning writers in handling a speech story fall into the easy habit of writing something like
this:

Joe Blow said in a speech before the Rotary Club here this
morning.

The story could be written with more punch and more action, something like this:
Joe Blow told the Rotary Club here this morning.

No definitive list of substitutes for ‘said’ can be satisfactory, because language changes and because
the newsMan of the air uses colloquialisms. But remember that showmanship and color are part of
writing for the air. Study your language and learn how to quote sources with verbs that properly
interpret the situation surrounding the quotation. But be very sure you don’t put the speaker on the
spot by having him disclose something when he merely says it.
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Direct Quotations

Handling direct quotations on the air requires a special technique for the simple reason the listener
can’t see the quote marks.

To meet this problem newscasters have developed three devices. They’re not all-inclusive, of course,
but with variations the following rules apply:

1. Don’t use long direct quotes. Paraphrase them into indirect quotes.
2. If use of a long quotation is desirable break it up with words naming the source.

3. Always use some device so the listener will know exactly when a direct quotation begins and
ends. But be very sparing with the expression—quote and unquote.

The radio style manuals of the 2 press associations all carry advice on how to handle quotations for
the air.

Advice from Associated Press

Here’s the advice from the Associated Press:

“Quotes are useless unless the listener understands they are quotes. The method of having the
announcer say ‘quote’ and ‘close quote’ was much used during the early days of newscasting. It has
become almost obsolete. Preface the quote with some word or words that make it plain what follows
is a quote.

“Before a lengthy quote you might say—Here is how Senator Jones explained it—or—The Senator

put it in these words. And lengthy quotes can be broken up with—He continued—or—The Senator
went on, etc.

“Don’t put in quote marks words that make up ordinary expressions,” the AP tells its radio staff.
“It is not necessary to say—The Union leader pledged ‘a determined fight’ against, etc. The quotes are
superfluous. But if he used the words ‘inexorable offensive’ it would be all right to say—The Union
leader pledged what he termed ‘an inexorable offensive’ against, etc.”

Advice from United Press International

And here’s some advice from UPI:
“Be sparing of direct quotations. They interrupt the trend of thought when the announcer barks

‘quote’ and ‘end quote.’ But always look for a good one to point up a story. They are particularly
good at the end of a story.

“It is possible also to write around quotation marks so that listeners will understand that the
announcer is really quoting. It can be done this way:

Senator Smith denounced what he called the Admin-
istration’s wastefulness and extravagance.

‘“This makes it perfectly clear that we are quoting Senator Smith and not editorializing.”
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UPI suggests that where the quote is a long one it should be broken up in several places because
quotation marks on the air don’t mean a thing. UPI tells its radio staff:

“After the first quote of 2 or 3 sentences—not more than that—you should insert the source again.
For example:

The Senator went on to say—or—The Senator continued—
or—The Senator added.

“For the sake of smoothness it is permissible to insert qualification in the middle of a sentence
occasionally if it is necessary to give the source 3 or 4 times.”

Quote and Unquote

As the AP points out, the old device of —quote and unquote—has fallen out of favor. By using that
language the broadcaster used to say:

Governor Smith said quote 1 will not be a candidate for
re-election because I feel my health is such I could not sur-
vive another term unquote.

Instead of that outmoded device we might today simply rephrase the Governor’s statement into
indirect quotes, as:

The Governor said he would not be a candidate for re-
election. He said his health is such he could not survive
another term.

Or we might write:

The Governor said—and we quote him—*I will not be a
candidate for re-election because I feel my health is such I
could not survive another term.”

Closing a Direct Quote

One word of caution. Sometimes because of what follows it is necessary to end a direct quotation
by saying—end of quotation. Such a device should always be used unless the listener will know for sure
when the quotation is ended and when the newscaster resumes with his own words. There can be no
flat rule on this usage. But if you feel there can be any doubt by the listener as to when a direct
quotation ends, tell the listener.

Probably it’s impossible and unwise to standardize treatment of direct quotations. But for your
guidance some of the language used by experienced newsmen is listed here:

The text says in part—

The President said in part—

As he put it—

And here are his exact words—

His exact words were—

He went on to say—

The Senator predicted—

Still quoting from the mayor—

The President pointed out—in these words—
This is how the President put it—
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Pronunciation—Phonetic Spelling

It’s the responsibility of the radio and TV writer and editor to supply the newscaster with phonetic
spelling indicating pronunciation of unfamiliar names.

Correct pronunciation can be checked in dictionaries and reference books available at stations. You
can then pass along to the newscaster the pronunciation information by inserting phonetic spelling.

In obtaining news the reporter should ALWAYS try to learn from his source how to pronounce
names. Not all names will be found in reference books. It’s the reporter’s responsibility to insert
phonetic spelling and if he hasn’t learned the correct pronunciation from his sources he may have
difficulty learning it elsewhere.

Remember: your story and your newscast aren’t complete unless they include for the newscaster
phonetic spelling of unfamiliar names.

Helping the Announcer

The Associated Press and United Press International both ask their writers to supply pronunciations.

UPT says:

“It is just as important for newscast copy to carry pronunciations of difficult words as it is for
newspaper copy to be spelled correctly. On any tongue twister give the announcer a helping hand.

“Remember that announcers have as much trouble with difficult names as you have. If a name of a
person or place is essential to the story, and at the same time hard to pronounce, give the announcer a
phonetic guide immediately after the name.

“Many times a name is not essential and may be eliminated. For example, few persons would know
the name of the Greek minister of information. Rather than use his name, it is simpler merely to use
his title or that of his office.”

The AP says of pronunciation:

“Pronunciations of difficult names are necessary. These can be obtained from various sources, some
of which, unfortunately, don’t always agree. The editor should provide some routine method of
getting pronunciations. Writers can assist with the editing job by leaving a space after a difficult name
so that pronunciation can be written in. Pronunciations of domestic names usually are harder to get
than those of foreign places, but a little foresight in planning will produce results.”

Inserting Phonetics

After you’ve learned how to pronounce a word, tell the newscaster how to pronounce it by typing
phonetic spelling in parenthesis after the name or by printing it above the name. Phonetic spelling
should be used each time the name appears in the story. Inserting phonetic spelling after the name is
preferable because it makes cleaner copy.

Divide the name into syllables by using hyphens. And type or print in capital letters the syllable to
be emphasized.
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Here are some examples from a wire service:

Secretary McElroy (MAC-ul-roy)
Chairman Strauss (Straws)

Prime Minister Gromyko (GROHM-ee-koh)
Premier Kruschev (KROOSH-chev)
President Ben-zvi (BEN-svee)

President Bourguiba (Boor-GHEE-bah)
William Heikkila (HAYK-ee-lah)

Phonetic Spelling Guide

Pronunciation—Phonetic Spelling

There are probably many phonetic spelling guides in use. Here is one used by UPI:

A

Vowels

Use AY for long A as in mate.
Use A for short A as in cat.

Use Al for nasal A as in air.

Use AH for short A as in father.
Use AW for broad A as in talk.

Use EE for long E as in meet.
Use EH for short E as in get.

Use UH for hollow E as in the or le (French prefix).

Use AY for French long E with accent as in pathé.
Use IH for E as in pretty.
Use EW for EW as in few.

Use EYE for long I as in time.
Use EE for French long I as in machine.
Use IH for short I as in pity.

Use OH for long O as in note, or ough as in though.

Use AH for short O as in hot.

Use AW for broad O as in fought.

Use OO for O as in fool, or ough as in through.
Use U for O as in foot.

Use UH for ough as in trough.

Use OW for O as in how, or ough as in plough.

Use EW for long U as in mule.

Use OO for long U as in rule.

Use U for middle U as in put.

Use UH for short U as in shut, or hurt.

Consonants

Use K for hard C as in cat.

Use S for soft C as in cease.

Use SH for soft CH as in machine.

Use CH for hard CH or TCH as in catch.
Use Z for hard S as in disease.

Use S for soft S as in sun.

Use G for hard G as in gang.

Use J for soft G as in general.
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Verb Tense

What tense shall I use?

That question is an important one for the radio and TV writer. And it’s one of the most debated
questions within the profession.

The one indisputable advantage radio and TV have over other mass media is immediacy—speed of
getting news to the consumer. To exploit this advantage many writers in the early history of radio
developed consistent use of present tense. This was a departure from newspaper reporting and quickly
caught on. Present tense gave a fresher appearance to the news.

Then, as radio expanded and became mature, experienced writers and editors recognized that
consistent use of the present tense often was illogical, and a swing away from the present tense became
apparent.

Today, some stations still insist on present tense treatment of much of the news. Others have
returned to consistent use of past tense, the old newspaper practice. Others have adopted a practice of
dealing with each individual news situation and using the most logical tense—present, present perfect,
past, past perfect or future.

There’s no denying that logical use of present tense does give a tinge of freshness to news, makes it
sound more immediate.

But one rule is positive—don’t use verb forms that result in inaccurate reports or stilted language.

Present Tense Immediacy

Preparation and broadcasting of news for the air is sufficiently fast that much news can be written
in present tense because the action is still continuing when the listener hears it.

Here’s an example.

A newspaper press wire carries a story that the President left Washington for Paris at 8 this morning
to attend a summit conference. The newspaper almost has to write the story in past tense because a
good deal of time will elapse between writing and printing of the story.

But radio and TV are so much faster they can exploit immediacy by saying.

The President s flying to Paris to attend a summit con-
ference.

Or radio and TV might use the present perfect tense and say:

The President has left for Paris by plane to attend a sum-
mit conference.

Or immediacy could be emphasized by stressing present time:

The President this very moment is flying to Paris to attend
a summit conference. The presidential plane took off from
Washington just one hour ago.

All of these leads make the news fresher than the straight newspaper past tense lead.
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Time Phrases

In some stories you can emphasize immediacy by using past, present or future tense and by
connecting your verb with some nearby time.
Here are some examples:

Just one hour ago a jet transport crashed near Reno. Re-
ports from Cross Country Airlines say 70 passengers were
aboard.

or

The Executive Mansion has just reported the governor will
fly to Washington tomorrow to seek flood control aid.

or

A disastrous fire is raging—at this moment—on
Hometown’s waterfront.

or

In just a few moments—at noon—the governor will convene
a special session of the general assembly.

or
Just before broadcast time Hometown’s Mayor Smith told
station AYZ he will not be a candidate for re-election.

All of these leads convey a greater sense of immediacy than would the verb standing alone.
But overuse of these time phrases should be avoided. Overuse will make them commonplace and
purge them of their impact. Use them only when you want to emphasize the time element.

Logic in Tense

But remember, in striving for immediacy don’t use present tense for past tense events in an illogical
or awkward fashion. In some stories, accuracy and clarity demand the use of past tense. It’s illogical to
use present tense in describing a past situation which is ended.

It would be impossible to set down a list of such situations. Too many variables are involved. Each
writer must use his own common sense in deciding when past tense is desirable.

As an example consider an incident in which a plane crashed with 70 aboard. Of the 70, 63 were
killed and 7 were not killed. The 7 were hospitalized.

It would seem logical to write that entire story in past tense such as:

A plane crashed this moming, and 63 of the 70 persons
aboard were killed. The other 7 were hospitalized.

But take a plane crash where a plane has crashed in secluded country. Seventy persons were aboard.
The airline says the condition of the wreck leads officials to believe all are dead. The action here is still
continuing. Rescuers are still approaching the plane. Nobody knows how many are dead and how
many are living. The situation definitely is not one for past tense.

So you might write it like this:

An XYZ transport plane has crashed and the 70 persons
aboard are believed dead. The plane is down in a secluded
mountainous area and rescuers haven’t reached the wreck.
Observations by pilots who flew over the area lead airline
officials to believe none of the 70 passengers and crew have
survived.

\
V' U Y Y Y Oy O SSy OY Sy OSSO O OSSOSO OSSOSO S ST Sy Uy U U U U U U U U Y Y YT U Ny U,




Verb Tense 41

The best advice is to use your common sense and be logical in deciding what tense to use in each
individual situation.

Past Tense

Common sense and logic require use of past tense for accuracy and completeness in some stories.
Sometimes you can bring freshness to these situations by mixing past and present tense. Some writers
object to such a mixture, but it appears to be logical treatment.

Here’s an example:

Past tense— Mayor Smith told a news conference today that taxes
would increase in Hometown next year. He said costs of
maintaining streets had increased and that this would necessi-
tate raising more revenue by taxation.

Present Mayor Smith says taxes are going up in Hometown next
tense— year. He says the city needs more revenue because of in-
creased costs of maintaining streets.

Mixture of Mayor Smith says taxes are going up in Hometown next
tense— year. He told a news conference today that costs of maintain-
ing streets had increased. The mayor said to meet this added

cost the city must increase taxes.

Mixture of Tense

In the above example, the past tense has the less immediacy. The present tense has the most
immediacy but doesn’t tell the entire story, that is, when and where the mayor made the statement
(and frequently omission of such details is necesary because of radio brevity). The mixture of tense
emphasizes immediacy in the lead, then deals with the news conference in past tense because the
action is past.

Here’s another example, this time from the national scene:

Past tense— President Smith announced today he would address Con-
gress next Wednesday on the current recession. He said he
would present data he’s preparing based on Department of
Labor studies.

Present President Smith is preparing a report on the recession—and

tense— he will hand it to Congress next Wednesday. The President
says he’ll address Congress and will present material from
Labor Department studies.

Mixture of President Smith is preparing a report on the recession—and
tense— he will hand it to Congress next Wednesday. The President
said today he will address Congress and will present material

from Labor Department studies.

Freshening News

Despite the speed of radio and TV, stations frequently must use stories that broke overnight or late
the night before. In handling such stories you can use various devices to play down the past tense
angle. Here are 2 ways of doing this:

1. Look for a new angle.
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1

2. Lead with a present or present perfect verb and delay mentioning yesterday or last night until
your lead has been presented.

Here’s an example of developing a new angle:

Notes on last Council met at 8 o’clock.
night’s meeting Transacted routine business.
of the city Just before adjournment at
council. 11 P.M. the city manager

gave the council the tentative
budget for next year.

Obviously a lead in a morning broadcast saying that the city manager gave the Council the budget
last night loses all immediacy. So you look for a new lead by telephone. You learn Council will start
public hearings on the budget next Monday. That’s your new angle with fresh news. So for this
morning’s first newscast you write:

Hometown’s City Council will open public hearings next
Monday on a tentative city budget for next year. The city
manager handed the budget to Council last night.

Or if you fail to develop a new angle, you can make your story sound less old by leading with a
present verb as:

The City Council has before it today a tentative budget for
next year. The city manager handed the budget to Council
last night.

Or you can start with a present perfect verb as:

Hometown’s city manager has handed the City Council a
tentative budget for next year. The manager gave the budget
to Council last night.

Here’s another example of how to freshen up an overnight story.

Last night the chamber of commerce elected a new president. That’s too important to ignore in this
morning’s newscast. So you try for a new angle or lead with present or present perfect tense and avoid
mentioning last night in your opening sentence.

Developing a new angle. Telephone the new president and ask him about his plans. He tells you he’s
going to push for a new local auditorium to attract conventions to Hometown. So you can write it this
morning:

Hometown’s new chamber of commerce president is going
to campaign for a new city auditorium. He says the new
auditorium would bring conventions to Hometown.

The new president is Joe Blow, and he was elected at a
chamber meeting last night.

If you can’t get a new angle, you can write it:

Hometown’s chamber of commerce has a new president—
Joe Blow. He was elected last night.

or

Hometown’s chamber of commerce has elected Joe Blow
as its new president. Blow was elected last night.
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Use of ‘Today’

Use of present tense brings up the problem of the word today. Its overuse makes newscasts
monotonous. You may have 15 today items in one newscast. Obviously you don’t want to hit the
listeners with 15 todays in 5 minutes.

You can eliminate some of the todays simply by present tense.

For instance, it’s enough to say “The President is flying to Paris.” No today is needed.

You can eliminate todays by using some other time reference such as this morning, this afternoon,
this evening, tonight, just before broadcast time, one hour ago, just before we went on the air.

You can eliminate todays by the present perfect tense if the exact time isn’t essential in your story.
You can write—*“The governor has left for Washington: instead of “The governor left for Washington
today.”

Don’t be artificial about eliminating the word today. But if you can cut down on todays in your
newscast in a natural fashion, do it.

The Associated Press says of the word today:

“The word today can get very monotonous when used again and again in a newscast made up of a
dozen or more items. It should be used sparingly—when it points up the action where the time element
itself is part of the story.”

And UPI says:

“Use today sparingly, especially in the opening sentence. The present tense ordinarily is the most
desirable for radio, and when used the word today usually is unnecessary.”

#



Color

Because radio and TV involve showmanship, one of the effective, attention-getting forces of writing
for the air is color.

Conversation is more colorful than written word. In talking we’re more likely to use forceful verbs,
vigorous adjectives, short, lively sentences. For our listeners that’s color. We like it because it paints
more vivid word pictures.

There’s no better way of getting color than by active verbs. They’re more effective than adjectives
because they create a feeling of action. Study verbs, look for vitalizing verbs, use them. But be sure
they’re accurate—don’t write off-color.

When you write news, you’re reporting about humans—about human emotions—action, struggle,
conflict, success, failure, beauty, sorrow. These events have emotional impact. We don’t always talk
about them in tea parlor language. We can’t always write about them for the air in tea parlor terms.

So when you write for the air get some feeling into your writing. Use verbs that tell the story with
color.

Some adjectives can help you get color for the listener. But use them sparingly. Don’t suffer from
adjectivitis. And if you can substitute an active verb for an adjective, jump at the chance.

You can add vital color to your writing by using short, energetic sentences. Don’t let this ruin the
flow of your writing. Don’t fall into a pattern of child patter. But when you shorten sentences, you
add impact if you shorten skillfully.

Avoiding the Negative

In many stories you can add color by converting from the negative to the positive.

The lead story that starts with a negative approach may be dull. It’s equivalent to telling the listener
that somebody isn’t going to take any action. The skillful writer will frequently add the color of
impact by translating into positive terms.

Here’s an example:

The President told his press and radio conference today he
will not recommend a tax cut as an anti-recession measure.

You could rewrite that into more positive action:

The President refused today to recommend a tax cut. He
told his press and radio conference he wouldn’t ask Congress
to lower taxes as an anti-recession measure.

Or you might do it this way:

Congress has before it today word from the President he
will not recommend a tax cut. The President told his press
and radio conference he wouldn’t ask Congress to lower taxes
as an anti-recession measure.
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Here is another example:

Hometown Mayor Smith told newsmen today he won’t fly
to Washington and seek flood control funds. He said he
didn’t think demands by the chamber of commerce that he
make the trip were justified.

Hometown Mayor Smith today rejected chamber of com-
merce demands that he fly to Washington to seek flood con-
trol funds. The mayor said he felt the demands were not
justified.

Obviously it would be unwise and impossible to convert all negative leads into the positive. But it
can be done frequently and effectively.

Use Active Verbs

UPI tells its broadcast writers “One sure way to slow down a newscast is use of the passive voice.
The active voice tells it better.”

In grammar, voice shows whether the subject performs or receives the action expressed by the verb.

The active voice shows the subject as the actor: The pilot flew the plane into the mountainside.

The passive voice shows the subject acted upon: The plane was flown into the mountainside by the
pilot.

Word order is often the key to movement in our sentences. We learn early that the basic subject-
verb-object is the active voice. There is a forward movement of the idea—someone does something to
something. When we change this order, our sentences too often do not have very much life. The actor
is not allowed to act. The sentences become weak. They become passive.

One of the most justified criticisms of broadcast writing is that too many passive verbs are used and
the entire effort to communicate becomes weak. Many radio and television news writers have told us
they use too many passive verbs because of early writing habits. They would like to break the habit
but find this difficult in the rush of deadline copy.

So the beginning writer will be wise if he gets into the habit of subconsciously using active verbs.
They’re more colorful, have greater impact, move more rapidly. Sometimes, of course, the use of
passive verbs is unavoidable. Linguists report that 75 per cent of the sentences in general writing
(books, magazines, business letters and such) follow the basic subject-verb-object pattern. But amateur |
writers reverse this trend completely. |

So get into the habit of using active verbs. Sometimes, of course, you’ll have to use a passive verb in
order to give proper play to news elements. And you may want to use passive construction oc-
casionally for variety. But don’t forget—the active verb has motion, color, impact and more excite-
ment.

Remember what UPI tells its writers—and don’t slow down your message with passive verbs.

#
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Statistics

Giving radio and TV listeners statistics so they’ll understand them is difficult. Here again the rule is
simplicity.

Figures in themselves just can’t mean much to the listener. He doesn’t have time to absorb them, to
interpret them, to ask the announcer for an explanation. So be careful in use of figures. Use them

sparingly. Simplify them. Use round numbers. Interpret them. Make them mean something to the
listener.

Each station probably has its own style for handling figures. The suggestions below are based on
practices found within the radio and TV profession.

In writing numbers, use figures as a general rule.

Use figures for numbers from 1 through 999 except for one and eleven. Always spell these out to
help the newscaster avoid confusing them with other symbols on the typewriter.

For numbers over 999, use a combination of figures and spelling, thereby avoiding confusing strings

of cyphers.
Write: one-thousand 5-thousand
17-million
2-billion dollars
2-and-one-half billion dollars
Here are some exceptions to this general rule:
Fractions:  Spell out all fractions.
Write: one-half
three-quarters
5-and-one-half
Ordinals:  Use figures except for first and eleventh.
Use nd, rd, th, after numbers to be read as ordinals. In such
constructions always spell out first and eleventh.
Write:  21st anniversary
first event
eleventh event

12th birthday
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Statistics

Dates: Use figures except for first and eleventh.
Write: 1900 September 13th
September 13th 1937
September first
September eleventh
Street addresses: Use figures, exc