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The newspaper field seems filled today, but tomorrow if a 
new man comes with the message that appeals, stirs and grips 
both heart and brain of the people, he will get his hearing, and 
if he works tirelessly and with a single mind he, too, will earn 
the success of his heart's desire. And he will come from the 
country.-Robert H. Lyman, of the New York World. 



THE NEWS IN THE COUNTY PAPER 

THE FIELD OF THE COUNTRY WEEKLY 

The ideal country weekly newspaper is a county weekly, 
cultivating intensively the field that the nearby metropolitan 
daily touches only in spots. Its primary function is to give the 
news of the home folks. Its appeal must be chiefly to the in
terest that every normal human being feels in the doings of his 
neighbors. If anyone fancies that the bulky city newspaper, 
with its multiplicity of "features" and its ever broadening news 
service, will eventually drive out the county paper, let him ob
serve the thriving business of the city news stand that advertises 
"Your Home Town Paper Here." Any big paper can be 
counted on for the news events of world importance; most of 
us want also the news of our own people, as told in the paper 
"back home." In the country, the man on a rural route can get 
his favorite city paper within a few hours after publication; 
it fills a need in the household, but it does not usurp the place 
of the vastly more intimate "home paper." 

The country editor cannot hope to compete on the same 
terms with the purveyor of world news, but in his own fieId
the publication of local news-he need fear no encroachment 
from the outside. The news of the county when written and 
served on the spot has a flavor that is lacking in the boiled-down 
telegraph dispatch under a date line. To succeed, the county 
paper must stand on its own legs, as something radically differ
ent from and not a weak imitation of the city daily. The two 
should supplement each other. So far from hurting the rightly 
conducted county paper, the metropolitan daily helps it by stim
ulating . the appetite for news. 

The county paper should strive to please the eye with attrac
tive make-up; it should offer sane counsel and analysis in its 

(1) 
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editorials; and most important of all, it should thoroughly cover 
its local news field. 

SYSTEM IN NEWS GETTING 

The news gathering organization of the county weekly may 
be made as effective, for its own purposes, as that of the city 
daily. True, the city editor of the metropolitan daily has a staff 
of fifteen or twenty trained men, while the country editor can 
count on only one or two paid helpers. How, then, with his 
limited facilities, is the man in the country to cover the news 
of an area perhaps twenty-five miles square, with a population 
of 25,000? The task to the outsider might seem hopeless, but 
many country editors are facing that problem, and solving it 
to the satisfaction of their readers, fifty-two times a year. 

The paper that succeeds is the paper that is built on a plan. 
Every community, of course, presents its special problems; 
every news story of any importance offers its peculiar difficulties; 
but certain well-defined principles hold good everywhere, in the 
country as well as the city. The primary principle is that system 
must be employed to get the best results-system in the counting 
room, in the composing room and in the gathering of news. 

To the uninitiated, a newspaper "grows up" from week to 
week, with no special effort on the part of the editor. Reporters 
are looked upon as favored beings who wander around with 

• notebooks, jotting down "items" to be written out at leisure. 
This is the comic-paper and stage conception of the reporter, an 
inheritance from the days when every reporter called himself 
a "journalist" and cultivated a "Bohemian" attitude. No good 
reporter recognizes himself in such a caricature today. He pre
fers to be called a reporter or a newspaper man; he gets down 
to work on time, like any business man; he is conservative in 
dress and manners; and, what most surprises the outsider who 
cares to investigate, he uses his notebook sparingly. The re
porter's work is the foundation of the paper, and for this work 
the paper demands, not men who can write an occasional great 
story under "inspiration," but men who can write a good story 
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whenever called upon. The good reporter recognizes the value 
of painstaking, systematic work. He knows his place in the 
news machine, and knows that if he fails to do his task the news
paper will suffer. For the newspaper, contrary to the popular 
idea, comes into being only through the intelligent coopera
tion of all the persons concerned in its making. 

The editor, then, instead of permitting himself or his 
helpers to wander aimlessly about, sets for each a definite task. 
An assignment book, or some other method by which he can 
keep tab on news developments, is essential. Nothing should be 
left to chance. A blank book, like a diary, with a page for every 
day in the year, simplifies the work of recording "futures." The 
editor learns, let us say, that a meeting he wishes to cover will 
be held on a certain date a month hence. He might trust to 
his memory, in which case the meeting probably never would 
be covered, or he might content himself with a note on the back 
of an envelope-and the next day throw the envelope away. 
What he does, or should do, is make a permanent note of that 
meeting so that his attention will be directed to the story at the 
proper time. It is folly to charge the memory with details of 
this kind that can be committed to paper. In the assignment 
book memoranda should be kept of all coming news events of 
which the editor is aware. It is a good plan to set aside a few 
minutes for going over each issue of the paper, and competing 
papers, and listing in the assignment book all future dates that 
may yield news copy. 

Routine meetings that are held at regular intervals, such 
as those of the city council and the school board, should not be 
overlooked. A separate section may be devoted to suggestions 
for feature stories that may be worked up at odd times. Some 
editors have found it convenient to use a card system, while 
others have a separate pigeon hole for each day of the week in 
which random notes may be filed, later to be transcribed in a 
blank book. Any system is good if it works, and the simpler 
the better. 

If possible all manuscript for the press sp-ould be written 
on the typewriter. After a little practice almost anyone can 
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write more rapidly on the machine than in long hand-and speed 
is often essential, even in the country office. Typewritten copy 
means also a saving in composition because of its greater legibil
ity. A linotype operator can set in a given period 2S per cent 
more typewritten copy than long-hand copy. 

THE VALUE OF NAMES IN THE PAPER 

In covering the local news field, the reporter should keep 
in mind the immense value to his paper of names. Weare more 
interested in people than in things; we like to read about our
selves and our neighbors. Mrs. Jones is interested in knowing 
who attended Mrs. Smith's tea, and Jones looks for his name 
among the speakers at the last commercial club dinner. For the 
county paper the first principle of reporting may be put in a 
sentence: Get names-and get the names right. 

Reporters too often are careless in taking down names and 
initials. What sounds like "Battle" may be "Battell"; D is often 
confused with E, and F with S. A reporter, in a list of attor
neys, wrote "Harrison Findley." He had made a note of the 
name as it-sounded to him, without inquiring about the spelling. 
The city editor knew of no attorney by that name in town. He 
investigated and found that the reporter should have written a 
firm name, "Harris and Finley." Too much insistence cannot 
be put upon this point, for absolute accuracy should be the ideal 
of every newspaper, and nowhere is there greater chance of mis
take than in the reporting of names. 

On the city newspaper much of the news; especially th~t 
which develops near press time, is telephoned into the office. 
The reporter telling the story is expected to spell out each name 
carefully. He identifies an initial by giving some common word 
beginning with that letter. Thus, for "E. G. Green": "E-E for 
'everybody'; G-G for 'good'; G-R-E-E-N." The method is 
simple and effective. 

Names make subscribers for the paper. A successful Mis
souri country editor, a man who studied his circulation books 
every week as carefully as a doctor feels the pulse of a patient, 



THE FULTON GAZElTE~ 

A SOLID PAGE OF LOCAL NEWS, NEATLY MADE UP, IN A PAPER THAT 
COVERS ITS FIELD. 
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made a practice of sending to every non-subscriber whose name 
was mentioned a copy of the paper with the name marked in 
blue pencil. The returns were excellent. 

Two ways of building up circulation are open to the city 
newspaper; it may either, as a writer on journalism has said, 
be a sharpshooter or rely on its heavy artillery. In other words, 
its main circulation strength may be in small items that hit the 
individual or in big, smashing stories that mow down whole bat
talions. Great papers have been built up on both plans, but the 
county paper, in the nature of the case, is limited to the sharp
shooter method; it must get the names of its people into print 
as often as circumstances allow. 

THE EDITOR AND THE NEWS 

Let us assume the case of a paper published in a county 
seat of 5,000 to 10,000 population. The editor must cover the 
local news field with the aid of one reporter, a young man or a 
girl. Important news events, such as meetings of the city coun
cil, are covered by the editor himself; routine "runs" are as
signed to the reporter. 

The editor cannot be too careful in choosing his assistant. 
Better a bright, alert young man, even though at first he may 
fall into many errors, than a more experienced man who enters 
half-heartedly into the work. The young man can be trained. 
It takes time, but the editor with such a helper can well afford 
to go over the reporter's copy with him, pointing out his mis
takes and showing him how to better his style. It is because of 
such training in small newspaper offices that young men from 
the country, going into the city, often outstrip their city-bred 
competitors. 

In the average county seat the principal news sources are 
as follows: Courthouse; city hall, where are fire headquarters, 
police headquarters, police court and city offices; hotels; ra~lway 
stations; undertakers; postoffice; offices of the commercial club 
and other civic organizations. 

Many good news stories are overlooked because the news 
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gatherer simply scratches the surface of events. Too many 
country editors and reporters are content with the obvious-the 
who, when, what and where of a story. In many cases, while 
all these points are essential to making the story complete, the 
most interesting thing is the why of the story. When a man 
kills another we want to know first the names of the principals; 
then we ask for the motive. 

How crime news should be treated is a constant problem of 
the newspaper, but certainly if crime news is printed, the under
lying causes should be given. The editor of a great Western 
newspaper in a recent address expressed the opinion that the 
newspaper of the future would treat news, especially crime news, 
from what he termed a more socialized point of view. That is, 
according to his theory, we shall concern ourselves not so much 
with the details of the crime itself as with an exposition of the 
social forces that produced the man capable of such a crime. 
Newspapers more and more are inclining to this attitude. The 
well-edited paper, the paper that aims to be something more 
than a mere "common carrier" of news, does· not want lurid 
and revolting details, but it does perform a real service to so
ciety by exposing conditions that lead men to become enemies 
of society. All of which means, to sum it up in the terse order 
of the city editor to his reporter: Find out the motive-dig down 
under the surface facts to get the real story. 

WHERE OBSERVATION COUNTS 

The difference between the trained newspaper man and the 
average man in other fields, is the difference between the trained 
and the merely casual observer of events. The good newspaper 
reporter sees news values in many commonplace things that the 
novice would pass by. Wild geese flying north as spring ap
proaches would not impress the layman as material for a news 
story, yet the fact may serve to make a stick or two of interest
ing copy. The reporter's physical equipment for seeing things 
is not better than that of his readers, but he must learn to see 
things from a new angle. A keen interest in all that goes on 



8 THE NEWS IN THE COUNTY PAPER 

about him, in the world of nature and of man, is the first essen
tial to a reporter's success. 

The reporter must remember, too, that people are most in
terested in reading of the things about which they already have 
some knowledge. The baseball fan reads with avidity the story 
of the game that he witnessed the day before, even though he 
may remember every play that was made. After seeing an acci
dent on the street, we wonder "what the paper is going to say 
about it." 

The story is told of a new reporter who, in the absence of 
all the experienced men, was sent by his city editor to "cover" a 
big down-town fire. Returning to the office half an hour later, 
the reporter walked leisurely to the rear of the room and began 
to read the papers. The city editor, after waiting several min
utes for some sign of activity, shouted back: 

"How about that fire story?" 
"Fire story?" replied the cub. "There's no need to print 

anything about that story. Everybody in town was there and 
saw it." 

That reporter was promptly told to go and work in some 
other vineyard. 

Fortunately, not all the available news is of crime, politics 
and other "heavy" substance. "A little brightness helps; put it 
in," was the advice of a successful country editor in a recent 
speech. The brightness need not be confined to columns set apart 
and labeled humorous. Let the brightness permeate the news 
whenever possible. There are tragic events that should be 
reported without a hint of levity, but there are also many .little 
human-interest happenings that may be treated in lighter vein. 

Items to brighten up the paper may frequently be picked up 
in the hotel corridors. Stories may be obtained from travelers 
about weather and crop conditions in other localities, as com
pared with local conditions; about former residents of the 
town; about an infinite variety of things that come under the 
broad classification of "human interest." The railroad stations 
are a fruitful source of personal news notes. Conversation with 
an outgoing traveler may produce, not merely an item about his 
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departure, but a story of interest to the whole community. 
Probably the young reporter, uHder the working conditions that 
we have assumed, will be assigtted to get the train locals. As 
he gains in expertness this "rt.trf; should be made to produce an 
abundance of good stories, aside from the short personal notes 
that are valuable because of the. names they contain. 

The courthouse and the dty hall are obvious sources of 
news. In addition to the daily or weekly news copy that they 
furnish, material may here be gathered for interesting feature 
stories. What was the fire loss in the city during the last year? 
How does the number of marriage licenses issued in a given 
period compare with previous records? Where do the city and 
county taxes go? What was the revenue from hunting licenses? 
These are only a few of the questions that will come to the mind 
of the reporter regularly covering these runs. 

Less obviously, occasional news may be obtained at the post
office. Few people have any idea of the intricate machinery that 
Uncle Sam employs to get a letter from one person to another. 
A story might be written on what a. two-cent stamp will accom
plish. The experiences of rural carriers, announcements of com
ing civil service examinations, unusual or freakish addresses on 
letters-these and other topics may be developed into readable 
"features." 

FOR CIVIC BETtERMENT 

The newspaper should stand fot the material as well as the 
moral and mental betterment of its c~mmunity. Hence it should 
keep in touch with the work of till commercial club and the 
other organizations devoted to the ~ic welfare. 

The work of the charitable orga~zations is filled with pos
sibilities of human-interest news. Exl:teme care should be used, 
however, in presenting information about charity, lest the aim of 
organized charity-helping men to help;themselves-be defeated. 

Frequent news notes of interest rniq be obtained, too, from 
the schools. New methods of teachingij.improvements in school 
buildings, changes in the teaching staff. ~d all such matters re-
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lating to the work of the schools are of interest to every parent. 
It is not enough to report the routine meetings of the school 
board; the editor should strive to keep his readers informed of 
actual class-room conditions as far as these are of public in
terest. Superintendents and teachers, as a rule, are eager to 
tell about their work and plans, and the tactful editor can get 
them to work heartily in cooperation with him. Perhaps a 
bright student or a teacher might, to good advantage, be named 
as correspondent in each of the schools of the county. 

Church news may be developed into a valuable feature. 
Stories may be made from time to time of the activities of vari
ous church organizations, such as the women's missionary socie
ties and the young people's unions. In the churches as in the 
schools new methods and ideas are steadily gaining ground. 
Not long ago, in a Central Missouri town, a pastor established 
the first church nursery in the United States. Mothers may now 
bring their children to church without fear that they will inter
rupt the sermons. During the service the pastor's study is con~ 
verted into a play-room, where young women from one of the 
Sunday school classes entertain the children with stories and 
games. That was an excellent news story, widely reprinted 
throughout the country. In another church the pastor compiled 
data showing the relative attendance of men and women at 
church services. On his statistics he based a sermon. Here 
was another good news story of almost universal appeal. 

NEWS FOR WOMEN READERS 

Without in the least laying himself open to the charge of 
printing "puffs," the editor may run a department of store news 
that will be of decided interest to his women readers. This 
should not be an advertising column, but strictly a news column 
telling about new things in the shops. New cooking utensils, 
novel ideas in jewelry and brass work, and of course the fash
ions-all these are of vital concern to women and may be told 
about in stories of pure news value. 

The county paper is not an exception to the rule that the 
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newspaper should be made attractive to the women. The great 
city newspapers today are built on the well-established principle 
that women as well as men read the papers. Many of them 
proceed on the theory that women readers are in the majority. 
The fashion notes, household hints and society news in the city 
papers show the drift of modern journalism away from the old 
idea that newspapers were for men only and hence Should con
sist in large part of lengthy dissertations on politics. That de
partment store advertisements have a distinct news value has 
been proved by the circulation loss of papers that have been 
temporarily deprived of this form of advertising. Get the 
women interested and you will have gone a long way toward 
making your paper a power in the community. This does not 
mean that the paper should be feminized, nor even that it is 
always desirable to set aside news for women in a department 
labeled as such. It means simply that the newspaper can and 
should give in the run of the news columns stories of everyday 
household interest. 

The best women's news, in the opinion of many successful 
editors, is not the sugar-coated item labeled "For Our Women 
Readers," but the news on the first page of the paper-the same 
news that appeals to the men. 

The point is that while occasional special features of inter
est to women may be printed, the surest way of reaching the 
women is simply by filling the paper with human interest. Spe
cial features undoubtedly help. One Missouri paper has made 
many friends by the regular publication of recipes contributed 
by women readers. To start this feature the editor invited sev
eral women recognized in the town as excellent cooks to send 

. him a few of their original recipes. He printed one or two a 
week, giving credit to the authors. Now he does not have to 
solicit contributions. Women all over the county are interested 
and have sent him enough recipes to last many weeks. 

SPECIAL FEATURES 

Other special features may be developed in any locality. 
Some papers publish a column of news culled from the files of 
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the paper of five, ten, twenty and thirty years ago, or even far
ther back. Such a column is of interest not only to the "old
timers" but also to the young readers as showing strikingly how 
times have changed. At least one Missouri editor even writes 
poetry and, as he says, "gets away with it." 

"The variety and the possibilities of special features are 
as many ~nd as different as the ingenuity and skill of the many 
editors," says Jewell Mayes of the Richmond Missourian. 

An occasional symposium on some topic of current interest 
may be valuable. Interview, say, a dozen or so persons on a 
definite theme that is in the public mind, and print a short state
ment from each. For example, the ministers of the town might 
be asked to give their views as to the proper length of a sermon. 
Or just before Christmas ask a lot of your readers what they 
would like as a Christmas gift. Or some weightier topic such 
as the advisability of municipal ownership may be presented 
from different points of view. The possibilities of features of 
this kind are limitless. 

Indeed, the term "news" may be stretched to cover a great 
many more things than reports of current happenings. Hardly 
any two newspaper workers will agree on an exact definition 
of news. Perhaps the best working definition was the reply of 
one editor to the question, "What is news?" put by Collier's 
Weekly, The news, he said, is what our readers are interested 
in. There is the whole thing in a nutshell-to publish matter, 
caH it what you will-news, features or special articles-that 
will make people buy and read the paper and look forward to 
the next issue. To illustrate the wide range that "news" will 
take, a speaker in Columbia told of a publisher in a Western 
Kansas town who was cut off from the world by a blizzard. 
To fill up his paper he printed a chapter from the New Testa
ment, and he found his readers liked it. 

GETTING CLOSE TO THE READER 

()f course the editor must know his field. Farm news for 
fanners might well be the working principle of many Missouri 
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papers published in agricultural communities; yet an examina
tion of more than 100 such papers showed that comparatively 
few were living up to their opportunities. Certainly the farmer 
would be more interested in reading of up-to-date farm methods 
than of court scandal in Vienna or Berlin. Curiously enough, 
however, many papers print columns of miscellany of extremely 
doubtful value, and overlook real news at their door. 

Information on farm topics can be had by any editor for 
the asking. Bulletins containing practical farm hints are pub
lished by the government and by agricultural colleges for free 
distribution, and the plate houses lately have been sending out 
farm pages approved by the colleges. It would be out of the 

COLUMBIA MIssouRI IImALb 
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DIRECT APPEAL TO FARMERS IN A SPECIAL DEPARTMENT. 

question, of course, for the editor to reprint a long bulletin, but 
he might condense the salient facts of a bulletin into a brief, 
informative article. Some of these bulletins are over-technical 
in language and forbidding in appearance. They are written by 
men immersed in science, and the language is apt to go over the 
head of the average man. If the editor combines with his 
journalistic equipment a scientific and practical view of farm
ing, he can perform a real service to his people, and incidentally 
strengthen his paper, by translating a technical dissertation that 
obscures the vital points, into terms that any man can under
stand. The state agricultural college will gladly cooperate with 
any paper that is trying to spread the gospel of better farm 
methods. 

One of the speakers at a recent country life conference was 
Ovid Bell, editor of the Fulton Gazette, a paper long noted for 
its excellent farm news department. Discussing this feature Mr. 
Bell said: 
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"The day is not far distant, I predict, when every live, pro
gressivecountry newspaper in the State will be eager to get and 
publish fann and stock news. Publicity is one of the greatest 
forces in the world, and properly utilized, it will help mightily 
in solving the country life problem. A few years ago the Bunce
ton Eagle started a movement to name the farms of Cooper 
County, and now that county probably has more named farms 
than any county in the United States. The movement is spread
ing to adjoining counties, and in a few years, no doubt, the ma
jority of the farms in Missouri will have names." 

To get the paper into intimate relationship with its constitu
ency, nothing is more effective than the regular pUblication of 
letters from subscribers. Such a column can be made a forum 
for the discussion of current problems. Letters may come in 
slowly at first. In order to get the department launched, the 
editor may find it necessary to invite a few of his friends to 
write letters or even to write some himself-but after a while 
communications will come in rapidly enough. These letters may 
be published in a department under a standing head or may be 
given the run of the paper. A strict limit as to length should 
be set. While the writer's real name need not be printed, the 
editor should make it a rule that every communication be signed 
for his own information. Under no circumstances should an 
anonymous letter be printed. 

THE EDITORIAL PAGE 

The editorial page that deals only in politics is likely to be 
a dull and lifeless thing. More and more, newspapers are com
ing to print short, sparkling editorials about things of everyday 
life. Arthur Brisbane, chief editorial writer for the Hearst 
newspapers, makes a powerful appeal to thousands of readers 
every day because he writes in a straight-from-the-shoulder style 
on topics of universal interest. The political editorial, to be sure, 
has its place, but it should not be allowed to overwhelm all other 
topics. Nor should the editorial columns be machine-made, cut 
and hewn to fill in every issue a certain definite space, regard-
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less of the importance of the subject matter. Better far to print 
light miscellany to fill up the page than a lot of ponderous, per
functory editorials. 

Study to be concise in editorial writing, as in news. Other 
things being equal, the 200-word article is more effective than 
one of twice that length. E. W. Stephens, formerly editor of 
the Columbia Herald, used to say that he never wrote an editorial 
that would fill in type more than the length of his pencil. As 
his pencil wore down, his editorials got shorter-and, he said, 
better. The long editorial is often the lazy editorial. 

The editorial page of a county weekly may be made an at
tractive magazine page. Brightness is as important here as in 
the news columns. The editor will do well to study other papers 
for ideas. To lighten its editorial page the Kansas City Star, 
for example, prints, among other features, a department of 
"Starbeams," consisting of jokes, brief paragraphs on current 
events, and jingles. The Chicago Record-Herald has a column 
of humor called "Alternating Currents." "A Line-o' -Type or 
Two" is a much quoted feature of the Chicago Tribune. Poems 
and light comment make up the "Just a Minute" department of 
the St. Louis Post-Dispatch. 

But the country editor is not dependent upon jokes and 
jingles to make an attractive page. Many papers print a column 
Df news from neighboring counties, culled from exchanges. 
State and world news of the week may be summarized, with 
brief comment. Letters from the people and the news of former 
years have already been mentioned as possible features. Per
haps a column might be made of anecdotes about people in the 
town and the county. Other special features will be suggested 
by local conditions. 

The value of good pictures can hardly be overestimated. 
Here the country editor is at a disadvantage, but he can still 
make a fair showing if he takes advantage of every opportunity 
to get cuts. Many of the men who figure largely in the news 
have cuts of themselves that the:y would turn over to the paper 
for the asking. All such cuts should be classified and made 
readily available. Occasional1:y an etching of local news value 
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may be borrowed from a city paper on the promise that credit 
will be given. 

What the small paper can do in the way of illustration is 
shown by the experience of the Mexico Ledger. "We have over 
1,000 cuts in our morgue, over 500 of which are local," writes 
L. M. White of that paper. "We average over eighteen cuts of 
local interest each month and find they pay for themselves sooner 
or later. Quite a number of these come from high school pub
lications. 

"It is preferable to own the cuts so you can catalogue them 
and know where they are at all times. We have a card-index 
directory with the number indented upon the wood base of each 
cut. We have cuts of national and state people of prominence 
that are kept in separate indexed boxes. We believe this is a 
most important feature of a small paper and one that adds in
terest to a story, besides helping to fill space on 'dead' days." 

COUNTRY CORRESPONDENCE 

Getting the news from the country outside the town offers 
many difficulties. But no county paper can afford to overlook 
the country field if it is to build up circulation. Country editors 
are practically unanimous in the opinion that the paper's success 
depends in large measure on the enterprise of its country corre
spondents. 

It is important that the paper have capable representatives 
in the various school districts. In building up a system of coun
try correspondence the editor can well afford a considerable 
outlay in making a personal canvass of the county. A little time 
spent in judiciously selecting correspondents and personally in
structing them will mean a large saving of time and worry in 
the long run. A few elementary principles of news getting and 
news writing might be embodied in a pamphlet of instructions 
for correspondents. This book would more than pay for itself 
in the increased efficiency of the news service. The correspon
dent should be impressed with the importance of the time ele
ment in news. Otherwise he may hold back an important news 
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story to send with his regular budget. Make every correspon
dent realize his obligation to report all important news happen
ings promptly, using the telephone if need be. 

Correspondents should be furnished with stamped envel
opes in which to send their news letters. Neatness can be en
couraged and the work of editing the copy in the office facili
tated by supplying them with copy paper of uniform size. A 
careful tab on their work should be kept in the office, so that 
the editor may know when to spur on a laggard or encourage 
with a friendly letter. Notify a correspondent in advance of 
any important scheduled event in his community, advising him 
perhaps as to how it should be handled. 

The correspondent usually is paid with a SUbscription to 
the paper. In addition, some editors make the correspondent the 
business agent of the paper and allow him a commission on ad
vertisements and new subscriptions from his district. 

Tactful handling of these country reporters is essential to 
the best results. Under no circumstances should the correspon
dent be allowed to air personal grievances in his letters. Care
ful editing in the office is necessary to avoid duplication of items. 

Whenever an item is of more than neghborhood interest, 
it should be given the run of the paper under a regular news 
head. 

VOLUNTEER REPORTERS 

In addition to the regular correspondents the country edi
tor may press into service at slight expense a large volunteer 
army of news getters. In the cities the police uncover a vast 
amount of news which is made available for the press. So in 
the country many persons may be relied on to act as special cor
respondents without pay. 

To get early news of deaths throughout the territory which 
is covered, make the undertakers special correspondents, giving 
to each a supply of post cards and stamped envelopes for use in 
sending news. Similarly, news of deaths and weddings and 
many other items may be obtained from preachers. Every jus-
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tice of the peace, too, may be enlisted. Keep in touch with the 
county school superintendent. A special correspondent may be 
named in every club and lodge. Such organizations as a rule 
are glad to appoint a member to act as reporter. Each of these 
volunteers should understand that he is to use the telephone if 
necessary to get an important item to the office on time. 

THE ENGLISH OF THE STORY 

The story should be simply, tersely, accurately written. So
called fine writing-what some editors justly call "hog-wash"
should be avoided unless the writer is consciously seeking hu
morous effect. In nine cases out of ten, the simple words in 
everyday use are the best. The first purpose of the paper is to 
give information to as many people as possible, and this can 
only be fulfilled when the words employed are such as the man 
of average intelligence can understand. Newspapers have been 
accused of "writing down" to the level of the multitude. This 
is not true. The newspapers do seek to make their stories in
telligible to the multitude, but in so doing there need be no lapse 
from purity of diction. 

Technical words and expressions should be shunned when
ever possible. A man naturally talks in the language of his 
trade or profession-the lawyer uses the legal verbiage to which 
he . is accustomed, the physician deals in terms of science. The 
newspaper man, while striving for accuracy, should translate all 
such terms into common English; or if an unusual technical 
term is used, he should explain the meaning. Cases tried in 
court are too often reported in legal terminology, leaving the 
reader in doubt as to what really was the issue. The reporter 
should aim to make the meaning of his every statement apparent 
on the face of it. 

Cumbersome, unwieldy and unnatural sentences are often 
lugged in by the novice under the delusion that he is displaying 
a cultured command of English. The reader, however, does not 
care for exercises in word gymnastics; he wants news. The 
reporter should give it to him in reasonably short sentences, 
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striking a happy medium between the choppy, first-grade style 
of writing on the one hand and the pedantic or florid type on the 
other. 

As a rule slang should be tabooed. Slang is language in 
the melting pot; some of it will come out dross and be thrown 
away, while some will be marked pure and retained. Now and 
then a slang phrase is so piquant, so expressive and fills such a 
real need that· to refuse to use it on occasion would be sheer 
pedantry. Sometimes a slang phrase will save a long circumlo
cution. These are exceptional cases. Most current slang phrases 
are either in bad taste or merely silly. Certainly what is called 
a "slangy" style is seldom desirable in the story that seeks to 
inform. 

One secret of a good news style is the use of concrete 
terms. Be specific. If a man is 70 years old, say so; don't gen
eralize by saying he has reached a "ripe old age." Concrete ex
pressions call up vivid images. 

THE PLAN OF THE STORY 

In what we may call the simple news story, as distinguished 
from the feature story, the news writer generally works back
ward, from effect to cause. He puts the most important or the 
most interesting facts in the beginning, or "lead," of his story. 
Whereas the secretary's minutes of a meeting record details in 
chronological order, the reporter's version tells in the lead the 
most notable accomplishment of the meeting. A fire story does 
not begin with the sounding of the alarm, unless unusual circum
stances happen to make that a leading feature, but with the re
sults of the fire. The lead written, the reporter amplifies with 
details, putting them down pretty much in the order of their 
importance. 

This is the plan followed in the news story written pri
marily to inform. The aim is to give the vital facts concisely 
and without delay. There is no such thing as a formal division 
of the story on the essay plan of introduction, body and con-

.. clusion. The news writer tells his facts and then stops. 



THE PLAN OF THE STORY 21 

Even the loose division implied in the term "lead" does not 
always obtain in the writing of brief stories, especially those that 
are not of prime news importance. The writer may follow a 
strictly chronological method, since a summary at the beginning 
would result in useless repetition. For example: 

NEW YORK, Jan. 29.-Morris H. Beall, a lawyer, sat 
on the window sill of his office this afternoon, glanced out
side and down eighteen stories to the roof of the skyscraper 
boiler-house below. 

A moment later he was swaying uncertainly on his nar
row seat. Then he somersaulted down and lay crumpled up 
a dozen steps from a young woman at a telephone switch
board near a window. 

The girl calmly called up police headquarters and told 
them of the tragedy. Beall was dead when picked up. 

Notice that in the foregoing story the writer has been care
ful to draw no conclusion from the facts in hand. He has sim
ply told what happened. 

* * * 
Here is an opening paragraph that summarizes all the facts 

in a nutshell, in such a way that the paragraph could stand 
either as a complete story or as the lead of a longer story: 

TURIN, Italy, Feb. 3.-Giuseppe Nosari, an Italian 
aviator, while making a flight at the aerodrome here this 
evening, fell with his machine from an altitude of 100 feet 
and suffered injuries which resulted in his death. 

* * * 
The following paragraphs, the first two in a 300-word news 

dispatch, illustrate the newspaper practice of "playing up" the 
most striking fact in the lead. Observe that the effect-the cli
max of the story--comes first: 

NEW YORK, Feb. 3.-John D. Rockefeller is $10,000,-
000 richer than he was yesterday. 

Of a special dividend declared today by the Standard 
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Oil Company of New Jersey, this amount approximately 
represents his share of a total distribution of $39,332,000 
on the company's capital stock at the rate of $40 a share. 

Note the simplicity and clearness of the sentences in all the 
examples given. The false notion is held by some writers that 
the opening sentence should answer the questions: Who? What? 
When? Where? Why? All these questions should be answered 
in the story, preferably well toward the beginning, but an at
tempt to tell everything in one sentence is likely to result in a 
hewildering participial maze. 

* * * 
Two students were given a bulletin of the College of Agri

culture on which to base a 3OG-word story. One began his story 
in this way: 

Bulletin No. 86 has just been issued by the College of 
Agriculture, giving an account of soil experiments in South
west Missouri. These experiments were made by, etc. 
(Follows a technical description of the experiments.) 

This writer completely overlooked the really significant part 
of the bulletin. The other saw it: 

By the judicious use of fertilizers and a proper system 
of crop rotation, the College of Agriculture was able to add 
16~ bushels an acre to the corn yield on an experimental 
farm at Billings, Christian County, Missouri. The applica
tion of similar methods increased the yield of wheat from 
9 to 18 bushels and added a ton of clover hay to the acre. 

These results were obtained on a field typical of the 
rolling upland of that section of Southwest Missouri known 
as the Springfield group of soils. . . . The tabulated re
sults are given in a bulletin just issued by, etc. 

One writer buried his information in a mass of technical de
tail; the other featured it in a news lead. The second story gets 
the reader's attention at the start by presenting a concrete, 
:significant fact. 
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While the simple news story, whose first purpose is to in
form, thus gives the main facts in the lead, what we call the 
feature story may in the beginning simply pique the reader's 
curiosity. The writer sets out to make an interesting story, and 
any plan is good if it works to that end. Whatever the plan, it 
is highly important that the opening sentences, by which the 
reader decides whether he will continue, be made as attractive 
as possible. 

HEADLINES AND MAKE-UP 

A good story may be wasted if printed under weak head
lines in a slovenly make-up. Typographical neatness, symmetry 
and balance in make-up, effective contrast to bring out the rela
tive values of news stories-these may be attained by the coun
try as well as the city paper. 

The importance of the headline in the daily city newspaper 
is obvious. Every effort is made to please the eye of the reader, 
to give display to a story in proportion to its importance as 
news, to label each story in such a way that the reader may get 
the gist of it at a glance. This is the ideal toward which the 
copy-reader works as he fits short, forcible words together ac
cording to a definite pattern. The country paper is made for 
more leisurely reading; its space is more limited; it does not 
compete in street sales. N aturaIIy the headline is not so im
portant as in the city paper. 

This does not alter the fact that the country-paper headline, 
however modest, should be carefully written, witl1 due regard 
to typographical appearance. A system of headlines, of two, 
three or four different sizes, all in the same general type style, 
will give balance and proportion to a page and enable the display 
of news according to its worth. The eye is offended by an in
discriminate sprinkling over the page of black type set in various 
forms. Adopt a system and stick to it: if your pattern calls for 
a three-line inverted pyramid, see that every such head contains 
three lines and no more. Get symmetry, uniformity, by careful 
attention to details. The improved appearance of the paper 
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should be ample compensation for the little extra labor involved. 
Heavy black type is not desirable. The most attractive page 

is that of a light, open appearance, containing just enough black 
to insure pleasing contrast. Too much black makes a mottled, 
ugly page. 

Display of prominent stories is obtained better by contrast 
than by the use of flaring heads. A paper habitually using "box 

Th.e Chillicothe Constitution. 

A NEWSY-LOOKING PAGE-BUT THE HEADS NEUTRALIZE ONE 
ANOTHER. 

car" type may be hard pressed to give adequate display to a 
really big story, while a more conservative paper easily solves 
the problem. When six heads of equal value are strung across 
the top of a page, no one story stands out from the other; there 
is no contrast; the paper has a "flat" appearance. If heads are 

The Macon Times-Democrat. 
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. alternated, large and small, the reader can find the leading 
stories at a glance. 

The small-town city daily has need of a somewhat more 
pretentious system of headlines than the country weekly, but 
even here there is no reason for over-emphasis. A good head 
for the three or four leading stories of the day can be made on 
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the four-deck plan-the top line caps in condensed type not to 
exceed SO-point, followed by a three-line inverted pyramid in 
10 or 12-point light face caps and lower case, a single line of 
caps (light or black), then another pyramid. Or even a smaller 
head, in two or three decks, may be effectively used. 

In writing the head, remember it must fit a certain definite 

THE PRINCETON TELEGRAPH 

WELL-BALANCED DISPLAY OF LEADING NEWS STORIES. 

space. For some lines it is necessary to count the units-letters 
and spaces,-making allowance for the fact that I is narrower 
than other letters and M and Ware wider. 

A few suggestions will suffice as to the wording: 
Heads telling of a recent event are usually put in the present 

tense-the historical present; thus: 

ELECTION CONTEST 
DETECTIVE SLAIN; 

SNOW HIDES BODY 

In the second line "is," not "was," is implied. 
Leading words should not be repeated. Strive to get as 

many ideas into the head as possible. 
Most papers make every deck of the head distinct, complete 

in itself. In general, it is a good plan to get action into the head,. 
using a verb, or verb implied, in each deck. This applies espe
cially to stories of immediate news importance. The head over 
a feature story may be more like a title than an ordinary news 
head-that is, it may be suggestive of the story rather than a 
synopsis of it. 

Make the head definite. Don't generalize or draw conclu
sions, but tell specifically what happened. If thirty persons are 
killed in a wreck, say so; don't write "Horrible Accident." 
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N ever exaggerate. Build the head on the facts contained in 
the story. If a statement is qualified in the story, qualify it 
also in the head. 

Most papers omit articles in the head unless they are needed 
to make sense or, rarely, to fill a short line. 

If the story deals with a prominent person, give the name 
in the head. 

As in the story, avoid flippancy and cheap slang. Never 
editorialize. 

Do not divide a word in a deck set in caps, as that shown 
on Page 26. 

Use short, simple words, but try to avoid such overworked 
words as "probe" and "rap." 

Put the main feature in the top deck. Make the head as a 
whole an accurate, understandable synopsis of the story. 

TOPICS FOR FEATURE STORIES 

The following list of topics for feature stories is by no 
means exhaustive; it is intended merely to suggest the possibili
ties of the country and small-town newspaper field: 
.Lodges in the County- When organized; their growth and 

prospects; buildings owned by; entertainments and chari
ties; lists of officers. 

The Public Library- Historical sketch; equipment; how books 
are obtained; use that can be made of it by study clubs; 
the books in greatest demand and why; influence of 
the seasons on reading; magazines and newspapers on 
file; good-reading suggestions by the librarian; the libra
rian's work-his joys and troubles. 

Where the Taxes Go-- A story of the collection of revenue
city, county and state-and the uses to which the money 
is put. 

:How the Streets Were Named-A story that may be obtained 
from the city and county records and from talks with 
early residents; will bring to light interesting bits of local 
history. 
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Hunting in the County--'-The best places to hunt; kinds of 
game; when hunting is allowed; how many hunters' li
censes issued in a given period; women hunters if any; 
talks with hunters. 

The County's Old-Timers- Biographical sketches of all per
sons in the county above a certain age-say 80. May be 
run as one story or as series, printing one sketch, with 
picture if possible, each week. 

Births and Deaths-Comparisons drawn from the records; how 
the birth and death rates have varied year by year; how 
the rates in the county compare with those of nation and. 
state; get interviews with physicians and others of expert 
knowledge. 

Good Roa.ds- What is being done and what might be done to
improve the roads; the effect of the automobile on road 
building; cost of upkeep. 

The Fire Loss of a Yea.r- Common causes of fires; preven
tive measures; insurance rates. 

New Farming Ideas-Talks with leading farmers of the 
county, giving specific instances of improvement through 
the use of new methods. 

Women's Clubs- Their work and purposes; how organized; 
when and where meetings are held; lists of officers. 

Old Houses in the Town or County- History centering about 
old buildings; reminiscences of early settlers. 

The Churches- Foundation and growth of the different congre
gations; pastors of each from the beginning to the pres
ent; talks with the pastors about their work; charitable 
and social activities; young people's organizations; mis
sionary societies, etc. 

What a. Two-Cent Stamp Will Do-A story of the machinery 
of the postoffice, tracing the course of a letter from the 
time it is mailed till it reaches its destination. Also,. 
stories of unusual addresses on letters; the amount of 
stamp sales at the local office; the parcel post; talks with 
rural carriers about· their work. 

IlovingPietures-How many see the pictures daily in your 
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town or county; character of the pictures shown; talks 
with the theater managers. 

The Public Schools-Historical sketch; the teachers; attendance 
as compared with that of previous years; cost of main
tenance; new teaching methods; school athletics; school 
entertainments, etc. 

Where to Go Fishing-The county's lakes and streams; kmds 
of fish to be caught; talks with fishermen about some 
notable catches. 

'Weddings- Number of marriage licenses in the year compared 
with previous years; the favorite month for weddings; 
average age of brides and bridegrooms as shown by the 
records; incidents in the granting of licenses as told by 
the license clerk. 

The County During the Civil War-Local war history can be 
obtained from talks with early settlers, newspaper files, 
and books and pamphlets relating to the war. 

Old-Time Play Parties-How the boys and girls of 30 years 
ago amused themselves at social gatherings in the coun
try, contrasting the parties of those days with the modern 
kind. 

The City's (or County's) Beginnings -How the site was 
chosen and by whom; notable events in early history. Old 
court records may yield valuable information. 

Old Newspapers-How the old-time treatment of news differs 
from the modern; the growth of advertising. Story can 
be made local in application, taking the newspapers of 
your own county as typical. 

Running a City Government-Avoiding the clumsy verbiage of 
official reports, tell in everyday English about the business 
of municipal government: how the city officers are 
elected,their duties and salaries; how the money is ob
tained and where it goes; the procedure followed in mak
ing public improvements, such as paved streets; how 
municipal ownership of public utilities works in prac
tice. Other topics will suggest themselves. 

Interviews- With an artist about his work; with a congressman 
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about the machinery of government at Washington; with 
the oldest man in town; with the oldest woman; with the 
oldest married couple; with notable visitors; with local 
authors who have attained prominence; with men at the 
head of public movements, etc. 

How Do You Pronounce "Missouri"?--.:..a symposium. There 
is wide difference of opinion about the proper pronuncia
tion of the name of the State. Ask the preachers, school 
teachers, public officials-anyone whose opinion might 
be worth while-about it. 

What to Wear This Winter (Summer, Spring, Fall}-Fash
ions for women. Find out in the shops of your own 
community (but without giving any individual advertis
ing puffs). 

The Oounty's Industries-May be treated in a single story, or 
a separate article may be made about each important in
dustry. Avoid technicalities; tell those things that win 
interest the average reader. A novel industry, such as 
the making of corn-cob pipes, may yield a story of excep
tional interest. 

College Life- Any college in your community will provide a 
wealth of material for feature stories: students who work 
their way through school and how they do it; college 
athletics; investigations by the teaching staff; new teach
ing methods; enrollment figures and comparisons; stu
dents from foreign countries; graduates who have be
come famous; student traditions and pranks, etc. 

At Ohristmas Time-Seasonable stories: suggestions for gifts; 
how Christmas was observed iIi other years; Santa Claus 
letters from the children, etc. 

Other Seasonable Stories may be made for Thanksgiving Day, 
the Fourth of July, Lincoln's Birthday, Washington's 
Birthday, Decoration Day, etc. 

In Police Oonrt- Attend a session of court and describe the 
proceedings; watch for human-interest features; get a 
talk with the police judge about the business of dispens
ing justice. 
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The Checker Champion- Perhaps there are several; get an in
timate story of the men locally famed as checker players. 

'The "Hello" Girl- A story of the girls in the telephone ex
change: troubles and joys of the operator; requirements 
for a good operator; the marriage record of the office 
(in one Central Missouri town marriages result in a 
complete change in the force every six months). 

Burying Grounds of the County- Private burying grounds and 
their restrictions; noteworthy monuments; interesting in
scriptions. 

Row I Got My Start in Life- Talks with leading business men, 
using their own words, on how they earned their first 
money. 

Selling Railroad Tickets-A talk with the local station agents 
. on their experiences. Some of them note only the hands 
of the ticket-buyer; what is the story these hands tell to 
the keen observer? 

Trees in the County- Shade trees and others; what proportion 
of the county is in forest; anything done to preserve the 
forests; where nuts can be found; the lumber industry. 

Dogs and Other Pets- Aristocratic, pedigreed dogs in the 
county; noted hunters; an appreciation of the dog as a 
friend of man, by persons who have pets; taxes; how 
danger from rabies is met. 

Traveling Men Who "Make" the Town- Something about the 
commercial travelers whose faces are familiar in the 
stores; talks with these men about their experiences on the 
road; women "drummers." 

'The Local Chinatown-A word-picture of the laundryman at 
his work; what does he think of America. Similar stories 
may be made about the customs of other foreign resi
dents; what holidays do they celebrate, and how. 

Outdoor Sleeping- How this idea has taken hold locally; tell 
how to build a sleeping porch, giving specifications and 
prices; fresh air as a preventive of colds and consump
tion; get interviews with physicians and athletic trainers. 

lYJ:a.king Money From Chickens- Get some woman to tell in 
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her own way just how she succeeded in poultry ratsmg_ 
Valuable bulletins can be had without cost from the 
Government and the State experiment stations. 

Boys of Mechanical Genius- Perhaps some lad has built a 
wireless station in his back yard. 

How Candy Is Made- Watch the process in the local candy 
kitchen; home manufacture; new recipes from your 
readers. 

CONCERNING RULES 

It is difficult and dangerous to lay down hard-and-fast rules 
for the writing of news. The inexperienced writer who attempts 
to learn newspaper practice from a list of "Don'ts" or from the 
"Rules for Newspaper Writing" appended to his text-book on 
rhetoric is likely to get a false impression; he may fancy that the 
observance of these directions, dogmatically put forth as they 
often are, will lead by a short and easy path to journalistic suc
cess. There is danger that he will become rule-bound-that 
whatever of originality he may possess will be squeezed out of 
him by a slavish conformity to a pattern. 

Many of the "Don'ts" labeled "Newspaper Rules" are noth
ing more nor less than the rules of all good English composition. 
and are to be observed as such. There is nothing mysterious 
about "newspaper English"; it is not, as many seem to believe, 
a differentiated form of English, subject to a lot of complex 
laws that mark a sharp departure from the general methods of 
composItIon. The term "newspaper English" is as misleading 
as "business English." English is English, with one grammar, 
one vocabulary, whether used in novel, essay, business letter 
or news story. 

But while the same fundamental rules of composition apply 
to all forms of writing, while there is one English language for 
all, each may have it special technic, determined by the purpose 
of the writing and not by any intrinsic difference in the writing 
itself. With the same set of tools may be made a chair or a 
table. So there is the craft of the novelist, who spreads on a 
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broad canvas his picture of manners, and there is the craft of 
the news writer, who paints on many small canvases the events 
of the day. 

Certain general elementary principles, beyond those that 
apply to all writing, can therefore be set down as governing 
the construction of the news story. These principles, constitut
ing what we may call the technic of the story, have already been 
suggested, not as ironclad rules to be followed in every case, 
but rather as sign-posts pointing the way to good usage and 
danger marks warning against bad. The news writer must know 
his materials and keep within the limits that accepted usage,. 
determined by long experience, sets for him, precisely as the 
painter must understand the mixing of his colors and the poet 
the metrical restrictions of his verse. 

In addition to such basic principles as are accepted in all 
newspaper offices, the carefully edited paper has its own "style 
card," dealing with capitalization, the use of figures and the like~ 
which reporters, editors and proofreaders are expected to ob
serve in order to get uniformity. Styles vary widely: some 
papers use a system of close punctuation, while others go to the. 
opposite extreme; some capitalize freely, others sparingly. Any 
style card should be accepted for what it is-simply a statement 
of one paper's arbitrary practice. Questions of style, in this 
sense, are not matters of right or wrong usage, but of individual 
preference. 

With this explanation there is presented herewith a part 
of the desk book of the School of Journalism, containing, besides 
general suggestions to reporters, the special rules in force on the 
University Missourian and models 'of the headlines in that paper. 
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GENERAL INSTRUCTIONS 

Accuracy, terseness and fairness are requisites of a good news 
:story. 

Avoid ·complex sentences. Stories should be written as simply 
.as is consistent with graphic and accurate description. Write within 
the space assigned. 

In "covering .a beat" reporters finding news of unusual import
.ance should telephone the office at once. 

WATCH NAMES. Don't be afraid to ask how names are 
spelled. What you think is "Smith" may be "Smytl1e." 

In taking names over the telephone insist that doubtful names 
be clearly indicated: "s" and "f," "b," "v" and "d," "m" and "n," 
sound alike over a telephone. 

Never write as a journalist what you would not write as a gen
tleman. 

Above all else:. Accuracy, Accuracy, Accuracy. 

PREPARATON OF COpy 

1. Use the typewriter. 
2. Use double or triple space between lines. 
3. Write your name in the upper left-hand corner of the first 

page. N:umber each page. 
4. Leave a margin of at least an inch at the left. Begin story 

.about one-third of the way down the first page. 
S. Write only on one side of the paper. 
6. Indent for paragraph about a third of the width of the page. 
7. Never divide a word froni one page to another. Avoid divid-

ing a word. 
8. Do not write over figures or words. Scratch out and rewrite. 
9. Do not fasten sheets of copy together. 
10. Be particularly careful, if obliged to write long-hand copy. 

Underscore u and overscore n when there is any chance of confusion. 
Likewise underscore a and overscore o. Print proper names and 
unusual words if they are likely to be misread. 

11. When pages are inserted, use letters. For example, between 
pages 3 and 4 number the inserted pages Sa, 3b, etc. 

12. A circle drawn around an abbreviation indicates the word is 
to be spelled out in print. A circle around a spelled-out word in
dicates it is to be abbreviated. 

13, Use an "end-mark" to indicate your story is completed. A 
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cross made of parallel lines or the figures "30" in a circle may be 
used. 

14. Read over your story carefully before handing it to the city 
editor. 

15. When there is any chance that a word intentionally mis
spelled, as in dialect, will be changed by the printer, draw a circle 
around the word, run a line to the margin and there write "FoJIow 
Copy." This will show that the copy is not to be changed. 

CAPITALIZATION 

Capitalize: 
1. Names of associations, societies, clubs, companies, etc., as 

Glee Club, Odd Fellows, Payne-Roth Grocery Company, National As
sociation of Advertising Managers, Columbia Club. 

2. University, college, academy, etc., when part of a title, as 
University of Missouri, Central CoIlege. 

3. Building, haIl, house, hotel, etc., when used with a distin
guishing name, as Athens Hotel, Nowel1 Building, Columbia Theater. 

4. Names of all University of Missouri buildings, as Switzler 
HalI, Dairy Building, Laws Observatory. 

5. Name of all political parties, as Democratic, Republican, Pro
gressive, Socialist. 

6. Principal words in titles of books, plays, addresses. 
7. Titles when preceding the name, as President HilI, Doctor 

J ones. But use lower-case when the title foIlows the name, as Doctor 
Hill, president of the University. 

8. Distinguishing name only, referring to wards, streets, ave
nues, railroad stations, mines, etc., as Ninth street, Third ward. 
Wabash station, Yellow Dog mine. 

9. Specific names of courts of records, as Boone County Cir
cuit Court, Kansas City Court of Appeals, Missouri Supreme Court. 

10. Holidays, as Fourth of July, Columbus Day. 
11. Sections of the United States, as the North, the West, the 

Middle West, North Atlantic States. Sections of a state, as N orthem 
Missouri, Central Missouri (but not the northern part of Missouri). 

12. Nicknames of states and cities, as the Buckeye State, the 
Hub (Boston). 

13. N ames of all races and nationalities except the negro, as 
I talian, American, Indian. 

14. The name of a bill, act, amendment, etc., as Good Roads, 
Bill, Eleventh Amendment. 

15. All names and pronouns referring to the Deity. 
16. Such names as First Regiment, Company B, NationalGuard, 

Grand Army of the Republic, Missouri State Militia. 
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17. President when referring to the President of the United 
States, and titles of all national cabinet officers, but do not capitalize 
city councilman, chief of police, sheriff, etc., unless they are used be
fore the name. 

18. Nation, Union, Republic, the States, etc., in reference to the 
United States. 

19. North Pole, South Pole, South Sea Islands, Cape Hatteras, 
Hudson Bay, Mississippi River, Philippine Islands, Isthmus of Pan
.ama, County Mayo, Boone County, State of Missouri, City of St. 
Paul, Diocese of Missouri, and all such words when they are used 
as specific names. 

20. The names of such notable events and things as the Declara
tion of Independence, the War of 1812, the Revolution, the Govern
ment (referring to the United States), the Spanish-American War, 
the Reformation, the Civil War, the Confederate States. 

21. Bible and words that refer to it, as the Book of Books, the 
Scriptures. 

22. Names of the legislative bodies, as Congress, State Legisla
ture or Assembly, House of Representatives, Chamber (France). 

23. King and all titles of nobility referring to specific persons, 
.as King of England, Duke of Wellington. 

24. Such terms as Stars and Stripes, Old Glory, Union Jack, 
White House, Old Gold and Black referring to the University of 
Missouri. 

25. The nicknames of baseball teams, as Chicago Cubs, St. Louis 
Browns, Kansas City Blues. 

26. The names of all religions denominations, as Baptist, 
Quaker, Mormon, Methodist. 

27. Distinctive names of localities in cities, as West End, Happy 
Hollow, Back Bay (Boston), etc. . 

28. Church when used in a specific name, as the First Baptist 
Church. 

29. Departments of the national or state government, as War 
Department, State Labor Bureau, State Board of Horticulture (but 
lower-case municipal departments, as fire department, water and light 
department). 

30. College degrees, as Bachelor of Arts, Doctor of Laws. 
31. Room 31, Academic Hall; Parlor C, Grandview Hotel. 
32. The names of all standing committees of the University of 

Missouri, as Athletic Committee, Committee on Student Acitivities, 
etc., but use lower-case for any other committees, as the railroad 
-committee of the Commercial Club, an entertainment committee. 

33. City Council, when referring specifically to the Columbia 
City Council. 
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Do Not Capitalize: 
1. N ames of seasons. 
2. Points of the compass, as north, south. 
3. Postoffice, courthouse, poorhouse, council chamber, city hall, 

armory, president's house, navy, army, cadets, fraternity (as Phi 
Delta Theta fraternity), justice's court, police court, women's parlors. 

4. Professor, unless preceding a name. 
5. Club, society, company, etc., when not used with a specific 

name. 
6. Senior, junior, sophomore, freshman. (And remember the 

adjective form of freshman is freshman, not freshmen.) 
7. Von, de, etc., when preceded by a name or title, as Baroness 

von Suttner. 
8. Ex- or former preceding a title, as former President Roose

velt. 
9. President (except President of the United States), secretary, 

etc., unless used before a name. 
10. Any but the distinguishing words where two or more names 

are connected, as the Wabash and Missouri Pacific railroad compa
nies. (In singular form, Wabash Railroad Company.) 

PUNCTUATION 

1. Do not use period after per cent. 
2. Run lists of officers thus: President, John Jones; vice-presi

dent, Henry Smith; treasurer, John Brown. 
3. In lists of names and addresses use this style; John Jones of 

Kansas City, A. W. Brown of Mexico, Mo., and Fred Smith of Scran
ton, Pa. Where more than three names are given, drop "of" before 
name of city, thus: John Jones, Kansas City; A. W. Brown, Mexico, 
Mo.; Fred Smith, Scranton, Pa. 

4. Use no comma in 5 feet 8 inches tall, 3 years 6 months old, 
etc. 

5. Give scores thus: Missouri 8, Kansas 5. 
6. In summary of athletic events use this style: 
100-yard dash-Smith, first; Jones, second; Brown, third. Time, 

0:101-5. 
7. Do not use comma before the conjunction "and" in a series 

such as Fred, John and Henry. 
8. Write: Room 1, Academic Hall. 
9. Use colon before a quotation of more than one sentence and 

always when quoted matter begins a new paragraph. Use colon be
fore a series introduced by "as follows." 

10. Omit periods after nicknames, as Tom, Sam, etc. 
11. Always use period between dollars and cents, as $1.25. 
12. Use .colon in giving time, as 7:30. 
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13. Observe use of the apostrophe in don't, haven't, I've, can't" 
etc. (Plural, don'ts.) 

14. Use comma after Jr., as John Brown, Jr., ot' Chicago. 

QUOTATION 

1. Quote titles of books, plays, paintings, operas, songs, lectures, 
sermons, etc. Be sure to include the in the quotation if it is a part 
of the title, as "The Scarlet Letter," 

2. Do not quote names of newspapers and periodicals. 
3. Do not quote extracts that are indented or set in smaller' 

type than the context. 
4. Do not quote the names of balloons, cars, steamships, horses,. 

dogs. 
5. Do not quote the names of characters in plays or books. 

FIGURES 

1. Use figures in giving ages, as 71 years old. 
2. Use figures for sums of money, as $3.87, unless an indefinite' 

sum is mentioned, as a dollar, about five hundred dollars. 
3. Use figures for all athletic records and scores, as a pole vault 

of 10 feet 2 inches; Missouri 10, Kansas 6. 
4. Use figures in all matter of a statistical or tabular nature. 
5. Use figures in giving time by the clock, as 10 o'clock, 10 a. m .. 
6. Use figures for street numbers, as 10 West Broadway. 
7. Use figures for dimensions, per cent, caliber, dates, degrees. 

of temperature, betting odds and bond terms. 
8. In all other news matter spell out definite numbers up to 100; 

beyond th<l.t use figures. Exception-When a number of two figures. 
occurs in proximity to one of three or more, both shall be put in 
figures, as 60 women and 741 men. 

9. Spell out all approximate numbers, as nearly a thousand, a. 
dozen, three or four hundred, half a million. 

10. Never begin a sentence with figures. 

ABBREVIATION 

1. Abbreviate Sr. and Jr. following names. Write thus: John· 
Smith, Jr. 

2. Abbreviate name of state when used after name of town, 
or city, as Columbia, Mo. Observe this style: Kan., S. D .. Ok., Cal., 
Colo., Ariz., N. D., Pa., Neb., Wash., Mont., Wyo., Ind., Ia., Ore.,. 
Tex. Do not abbreviate Maine, Ohio, Idaho, Utah, Alaska. 

3. When used before the full name abbreviate Dr., Prof., the 
Rev., as Dr. J. C. Jones, Prof. W. A. Smith. Spell out when used 
before the surname only, as Doctor Jones, Professor Smith. 
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4. Always use the before the title Rev., as the Rev. William 
Brown; if surname only is used, make it the Reverend Mr. Brown. 
Usually it is sufficient, after the full form has once been used in the 
story, to say Mr. Brown. 

5. Always spell out per cent, street, avenue, railway, brothers, 
fort (as in Fort Worth), mount (as in Mount Vernon). 

6. Spell out names of the months, except in date lines. Always. 
spell out names of the days. 

7. Never abbreviate proper names, as Jno., Geo., etc. 
8. SpeD out military titles, as colonel, lieutenant, general, 

though abbreviation in headlines is permitted. 
9. Abbreviate Mr. and Mrs., Mme., Mlle., Mgr. 
10. Spell out names of the political parties. 
11. Spell out governor, superintendent, president. 
12. Abbreviate company when it follows the character &, as 

Brown & Co.; otherwise spell out, as the William Smith Dry Goods 
Company. 

13. Abbreviate the word "number" when followed by numerals, 
as No. 10. 

14. Class of '04 may be used for class ot 1904. 
15. Never use "Xmas" for Christmas. 

16. Young Men's Christian Association and Young Women's 
Christian Association may be abbreviated to Y. M. C. A. and Y. W. 
C. A. 

17. Spell out United States, except when it occurs as part of 
title in navy or army, as Lieutenant James S. Smith, U. S. A., or 
Lieutenant James Smith, U. S. N. 

18. Do not abbreviate names of cities, as St. Joe for St. Joseph, 
Frisco for San Francisco. 

TITLES 

1. Do not use Mr. when Christian name or initials are given. 
2. Do not use Master in referring to a boy. 
3. Do not use Esq. following a man's name. 
4. Do not use Honorable, unless it is a title bestowed by Great 

Britain . 
. 5 Write James Smith and MIS. Smith or Mr. and Mrs. James 

Smith, not James Smith and wife. 
6. Never write Dr. James Smith, D. D. The Dr. is sufficient. 
7. Use Mrs. before the name of a married woman; Miss before 

the name of an unmarried woman. In giving a list of married women 
it is permissible to begin with Mesdames; Misses before list of un
married women. 
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THE POSSESSIVE CASE 

1. Use apostrophe only (not apostrophe and s), to indicate the 
possessive case of singular nouns ending in s, as James'. 

2. To form the possessive of a plural noun already ending in 
s, add only the apostrophe, as soldiers' rifles. 

3. Never use an apostrophe before the s in ours, yours, hers, 
its (possessive of it) or theirs. 

COMPOUNDS 

1. Do not use hyphen between an adverb ending in ly and a 
participle, as freshly painted house. 

2. Prefixes (except bi, tri, co and re) ending with a vowel take 
a hyphen before the vowel; omit it before a consonant, except in 
cases noted in Rule 3. 

3. Use hyphen after the prefix in co-respondent (joint respon
dent), re-form (to form again), re-create (to create anew), re-cover 
(to cover anew) and similar words to distinguish them from words 
with the same letters but of different meaning. 

4. Make all "houses" and "rooms" one word where the prefix 
is only one syllable, as courtroom, courthouse, bedroom. (Excep
tions: Circuit Court room, Commercial Club rooms, frame house, 
White House, green room, hall room). 

5. Do not hyphenate today and tomorrow. 
6. Use hyphen in numerals when spelled out, as thirty-five. 
7. Compound adjectives generally take the hyphen, as 72-point 

type, 7-year-old child, 75-horsepower engine, light-brown color, 10-
yard gain. 

8. Observe the following from the Manual of Style of the Gov
ernment Printing Office: "Care must always be taken not to confuse 
the qualifying word with the subject word; for instance, a shoemaker 
can be a German shoemaker, and, if he makes wooden shoes, a 
wooden-shoe maker. Also observe the following forms: young 
school-teacher, common-school teacher, high-school teacher, pubIic
school teacher, etc." 

9. Say well-known man, iII-tempered man. But-He is well 
known; he is ill tempered. 

10. In all' cases not covered by the foregoing rules, follow 
Webster's New International Dictionary. 

MISCELLANEOUS 

1. Never begin a sentence with figures. Spell out, or recast 
the sentence. 

2. Say 40 years old, not aged 40 years. 
3. Avoid over-use of the word blood. 
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4. Say former Judge, not ex-Judge. 
5. Write dates thus: December 23, not December 23d. 
6. Omit the name of the state after large cities, as New York~ 

Chicago, Boston, Kansas City, St. Louis, Denver. 
7. Do not use a long, cumbersome title preceding a name; put 

it after the name, as John Smith, keeper of the seal. 
8. Do not use foreign words or phrases when English will do, 

as well. "A dollar a day" is better than "a dollar per diem." 
9. Use this style in date-line: MEXICO, Mo., Jan. 3.-
10. Weddings do not occur. Things take place by design; they 

occur unexpectedly. 
11. Avoid "a number of." Be specific if possible. 
12. Don't spell forward, backward and similar words with a 

final s. 
13. Don't use the word lady for woman, or gentleman for man. 
14. Use foregoing instead of above as an adjective, as the fore

going statement. 
15. Use this style in giving time: At 5 o'clock yesterday after-

noon, putting the hour before the day. 
16. Write "fewer than" referring to numbers, not "less than." 
17. Use dialect only when so instructed. 
18. Don't say a man by the name of Smith; say a man named' 

Smith. 
19. Distinguish between don't and doesn't. 
20. The building is the capitol; the city, the capital. 
21. Don't forget to end quoted matter with quotation marks. 
22. Don't overwork "on" before names of days, as on Wednes

day, on tomorrow. 
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MISSOURIAN HEADLINES 

Letters and spaces are counted 1 unit each, except I (Va) and 
M and W (ilk). 

Four-deck head used over leading news stories: 

IS to 171-2 
units in 
each line 

26 unitoln 
top line I 
(averafOlO 

word. in 
PYTUlid) 

IS tD 17 
units 

Same u 
IecDnd deck 

MAKE EACH DIVISION 
OF HEAD COMPLETE 

Present Tense Is Preferred to 
Past for Sake of Greater 

Vividness. 

THIS IS ALL IN CAPS 

Don't Repeat Ideas, but Tell 
as Much of the Story 

as You Can. 

Two-deck head formed of same type as the preceding. Usually 
two or three heads in this style are used on Page 1 to display short 
:stories of more than average importance: 

16 to 18 
unita 

26llnits in 
top line 

EIGHTEEN UNITS HERE 
Count Letters for Headlines 

Carefully-Note Width 
of M and W. 
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