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1. In writing for the press, never use both sides of the sheet,

2. Leave 2 margin of half an inch at hoth top and bottom, for
convenience in pasting.

3 Do oot write the Ines close together; it is better to err in
the other direction.

4. Write legibly, By writing illegibly you always do an injory
to the editor, the compositar, and the proof-reader, and often do
one to yourself. DBe especially careful with foreign and other
onusual words, The capitals, Sand /| are often confounded ; so
are the small letters » o, &, and v,

5. Be particular to write the oames of persoms plainly, and
above all, spell them correctly.  Nothing gives the desk editor, the
compositor, and the proofreader more annoyance than carelessness
in this respect. '



6 Wriling for the Press.

6. Whenever time permits, read over what you have written
before any one else sees it; never act on the principle that as
some one else is to edit it, vou need not exercise care.  After the
matter appears in the newspaper. read it over o see what
changes have been made, that any errars you have committed
may never be repeated.

7. Ewvery wellordered composing-room has what is called its
“sryle,” i. e, its system of printling wotrds that may be printed in
two or mote ways. For instance, Boston's chief thoroughfare
may be printed “Washington Sireet,” * Washington street,” or
“Washington St." The paper for which you write, will always
print it in one way, and you will save somebedy time and trouble
if you will notice what that way is, and write it so in the first
place. Some offices spell out figures up to fifty, and vse the
Arabic numerals for higher figures ; e. g., *“thirty-seven,” “89."
MNotice where the change iz made from letters to figures in the
paper for whkich you write. 1t is in the matter of abbreviations
that observation on this point s most desirable.

8. In general, study the “makeup” of the paper for which

you write. Note the systemn by which the styles of type are
used. Mark the position of dates; the way letters to the editor
are addressed ; the use of “sub-heads” and “crosslines;” the
style of punciuation and capitalization ; and the many other
points on which uniformity is desivable. FEwery newspaper has
definite forms for summaries of sporting matters. Note the
forms nsed in the paper for which you write, and aiways follow
them.
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9. Write your own head-lines whenever time will permit,
except when matter is sent by telegraph. Note the number of
letrers in the different head-lines and mmodel your own thereby.
If you do net write your own “head,” leave space enough for it
at the top of the first sheet.

1o, Make frequent paragrapha and always put the paragraph
mark, T, before every one; it iz advisable also to put the mark
after every one. In many newspaper offices the compositor is
supposed never to put a paragraph where it is not marked. In
ediling your own or another’s copy, you can make a paragraph
where yon choose by inserting the matk, Copy looks better and
iz more legible when the paragraphs are begun at some distance
in from the edge of the sheet. When the last word on a page
ends 4 seoatence and does not end a paravraph, follow it with
a large carct.  When you have made a break in the middle of
a page, and afttoward decide oot to have any %, elide it, put a
caret after the last word before the break, and another before the
first word after the break. The same idea may be conveyed by
2 curving line connecting the last word before and the first word
after the hreak,

1. In cancelling be careful to show clearly where the cancel-
lation begins and where it ends. Not only make the cancelling
lines distinct, hut il the cangellation comes in the middle of a
paragraph, put a caret hefore and another after i, or connect the
last word before and the first word alter it with a heavy curving
line. If vou regret a cancelfation before the sheet leaves your
hands, you may save the trouble of re-writing by putting in the
matgin the word sfef (Latin for “let it stand ")} ; the betier way
when time allows is to re-write rhe cancelled passage. If only a



