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UNIT-I
INTRODUCTION
Indian newspapers at one time were mostly occupied with speeches and they shut out the real hard news
from within the country and outside. They have now grown up and the space given to speeches and
handouts is much reduced but they still form a considerable part of the daily newspaper compared to the
western press. Speeches and handouts are important only in so far as they are newsworthy and not
because a very important person is making a speech or a handout has been issued by an important
government department. The sub-editor must always dig for news in a speech or handout and discard it
ruthlessly if the speech is unproductive. He should take out the essence which is of reader interest.
In a news organization, editing plays a pivotal role. A news item or a news story, as it is called, is written
by hurried reporters, and is rough edged like raw diamond. Hence, the copy is polished and honed by a
team of editors, who form the Editorial Desk. The team, also called the desk persons, works under
tremendous pressure and severe time constraint. The desk persons work well past midnight, and ensure
that your newspaper reaches you on time in the morning.
The main consideration in editing is to tell the story in the fewest possible words. Condensation is
essential because there is more material than can be used. The second consideration is clarity. Clarity is
obtained by avoiding intricate sentence structure and by using familiar words. The third consideration is
forceful expression. The sub-editor must constantly seek the most effective way to express the ideas of
the story. The fourth consideration is respect for accuracy. It means looking out for small factual errors
which disfigure an otherwise good story. A news story can be made to seem less or more important
according to the judgement of the sub-editor. The importance of a story depends on:
1. the position given to it in the paper.
2. the amount of space given to it.
3. its presentation; in particular the headlines used and whether it is supported by photographs or not.
The features of a good story are a good selection of facts, accuracy and as vivid a description of the scene
and atmosphere as possible.

EDITING AND ITS NEED

A newspaper office or news agency receives a large assortment of news items. These originate from
different sources, mainly local sources and wires (teleprinter and telex). The news copy is written by
experienced and inexperienced people, and, hence, lack uniformity. The copy has different shapes, follow
a different style, and generally lack readability. The news reporters are the main news writers. They are
in a hurry, especially in the evenings, when the news development gathers momentum. The copy written
by them under pressure is bound to carry errors of all types. In any newspapers, there is always a
shortage of space for all news items, which are received in the office. The newspaper's advertisement
department is ever eager to grab the valuable but limited space. Moreover, newsprint and means of
production cost a lot of money. Ultimately, a newspaper's success largely depends on the space and its
most efficient, judicious and economic use. Hence, within the space set aside for news, as much news as
possible needs to be packed to serve a divergent readership. Considering these factors; editing of the
news copy becomes essential.

WHAT IS EDITING

All incoming news items, collectively called copy, is sifted, before being processed, to achieve a balance of
news between that originating within the organization and that pouring in from outside. Sorting out and
sifting also helps induce parity between the well-written articles and those written by the inexperienced
reporters. In the process, the unwanted matter gets weeded out. Only the newsworthy stories are finally
selected. These are checked for grammar, syntax, facts, figures, and sense, and also clarified for
betterment, and are condensed for economy of space.

Space is a major constraint in any newspaper. Simple economic consideration dictates that space should
not be wasted. Despite limitation of space, comprehensive coverage has to be given to news. Hence, all
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information and facts that come in cannot be published. They have to be sized up, dressed and given an
identity. This will ensure that every story earns its place in the paper’s pages.

You can lead a horse to water, but you cannot make it drink. And, one you have placed your newspapers
in the hands of your reader, you are faced with a similar problem: You cannot make him read it. But there
is a way to persuade him to read your report, by the use of good headlines. Imagine a page of a
newspaper without one single headline. The reader would be served a solid, grey, unpalatable mass of
type, each story differing from its neighbour only in length. Apart from breaking up the page, headlines
are needed to draw the reader’s eye to each story, and attract him to read every word of it.

According to a noted writer,”A good story has it won impact. If you concentrate on putting things
first and telling it in a straightforward simple way you cannot go wrong.”

DEFINITION

News editing is tailoring news items or a news story to the required shape and size, using the right kind of
expressions and symbols. A copy is edited to highlight the "news sense"” in a story, and to bring uniformity
of language and style in an issue of a newspaper.

NEWSROOM

The newsroom in a newspaper or a news agency office is the hub of the entire activity in a news
organization. The Editorial Desk (also known as the Editorial Department or Copy Desk or News Desk) is
the nerve centre of a newsroom. It is here that every day the newspaper issues are planned and made.
'However, in a news agency, the news desk is the final stop before a story is sent to the transmission room
or creed room for transmission on the wires. In news agencies, where news operations are computerized,
such as the Press Trust of India (PTI) or the United News of India (UNI), the edited copy is transmitted
directly to the newspapers by the News Desk itself.

DESK MANAGEMENT

The newsroom is headed by an editor or a chief editor or an editor-in-chief or a chief news editor. The
designation varies according to the choice of the organization. He plans and directs the day's news
operations. He is supported by a team consisting of the news editors, chief sub-editors (chief sub), senior
sub-editors and sub-editors (sub).

The news desk usually operates in three shifts: morning, afternoon and night (till late in the evening, even
up to 2.30 a.m.). In between, there are two link shifts-morning and evening-which are headed by the news
editors or chief subs. They are also called 'slot' men. Ideally, in a newspaper, it is the news editor who
plans and directs page making, while the chief sub helps and implements it.

In a news agency, news editors and chief sub-editor looks after the smooth functioning of the news desk.
They plan and write "leads" (updated versions of developing stories). Here, 'there is an additional shift
called "Extra Night" (from 2 a.m to 8 a.m.), which is managed by a senior sub-editor.

WHAT MAKES NEWS?

News has a number of characteristic elements. Five conventional determinants of the news values are:

i) Proximity: The near the origin of news, i.e. the closer it is to home, the more is its impact. For
example, on a particular day, there may be 45 deaths in a boat tragedy in Bangladesh. But on the
same day, a local bomb blast that kills five people is sure to have more impact on the readers.

ii) Timeliness: News grows old quickly. It decays and perishes fast. The more recent its occurrence, the
more worthy it is. On the contrary, 'an event that happened, six months back. but is discovered and
reported now could grab the front page. For example, the bank securities' scan involving Harshad
Mehta and others, or the Bofors gun deal.
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iii) Prominence: Names make news and the newspapers like to use as many local names as possible. For
example, if the Vice-chancellor of a university gets hurt while playing cricket, few people will take
note of the incident. But, if a public figure like a minister is injured in a game, we have a more
interesting story. When the film celebrity, Satyajit Ray, and the Nobel Laureate, Mother Teresa, were
hospitalized, most papers carried everyday reports on their health.

iv) Consequence: A reader's interest is aroused in a large measure if an event or occurrence affects him,
and more so, if he participates in the event. He is eager to know what will this mean to him in the long
run. How will it affect him and his family. For example, weather stories attract consistently high
readership. A brief storm that leaves behind some casualties, and causes heavy damage in a town or
city, will receive better coverage, will be given a good display, and attract large readership.

A steep hike in the prices of petrol, cooking gas, milk or an increase in water and electricity tariffs will
have widespread consequences

v) Human interest: Any interesting story about people and their peculiarities, and their infinite variety,
make for wider readership. The human interest stories are pure identification. These are the little
things that have happened, or could happen to yourself or to your neighbour or friends. These stories
are worth little or nothing as news in any strict sense. Yet these are worth telling. For example, a 30-
year-old woman with a baby in her arms is trapped in a building on fire. Such a story interests the
readers.

The five elements cited above, generally, have a direct bearing on a majority of news stories. In addition,
there are various other elements that could come into play in judging the news:

i) To be newsworthy, a story must interest a large number of the readers.

ii) A story's worth is determined by its impact on the readers. That's why the functioning of the
government and the politicians receive a lot of coverage. On the contrary, lack of impact sometimes
makes news; and also, the unusual, odd, provocative, intriguing, moving and educative make news

Scientific discoveries, even the hints of some, find space in the newspapers. For example, any seeming
step toward the cure of cancer or AIDS is sure to generate headlines. even though the scientists might not
have discovered the drug or vaccine. But the hint will be newsworthy. Archaeological events, relating the
present to the past, could make headlines. The state and local news always rank as the major focal points
in the newspapers. These are followed by (the order of selection depends on the Desk) - accidents,
accords, agreements pr pacts, announcements, business, the common people's interest (rise in milk or
sugar prices), crime, cultural events disasters, education, elections. environment, fashion, health, labour,
obituaries, 'and tragedies.

HOW TO EDIT A COPY?

A news story must play upon the event reported therein. Ideally, read every story, preferably thrice-once
for familiarization, once while you edit, and the third time to check your work. If the story has no glaring
problems, and if you fully understand it you would be ready to edit it. Now, you are concerned with
spelling, punctuation, grammar, consciousness of expression, smoothness of writing, general accuracy
and comprehensibility.

Format: A news story is divided in to two parts - the opening Para called the "intro” (introduction) or the

"lead", and the body. The lead describes, simply and briefly, what happened. The body documents and
elaborates the lead
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Adequate attention should be paid to the lead, the most vital part of the story. Written in a single
sentence, it should grab the reader and compel him to read the body. Normally, the lead is in about 25
words, or may be less. At the maximum, it should be limited to 40 words. The intro should be concise and
crisp. It should not puzzle the reader, but summarize the story. Details should be dispersed and blended
in the subsequent paragraphs.

Opening para: Conventionally. the news story has followed the "inverted pyramid" structure. The most
significant information is placed at the top, the story’s beginning and other details follow in their order of
importance. Thus, the story tapers to smaller and
smaller details, until it disappears. It may begin with the five Ws and one H, i.e, the who-what-why-when-where
and how lead. Basically, a news story should answer what, when and where. The answers should find place in
the opening para. The three other questions - who, why and how - do not necessarily arise in all the news copy.
In case they do, the answers are accommodated in the subsequent paras. Each succeeding para should add an
essential  detail without being dependent in content or style on what follows.

The inverted pyramid style enables
i) anew story, to be self-contained, even if para are deleted at the bottom due to space; shortage
[consequently, a coherent story is left at each point where it could be cut];

ii) a hurried reader to skip over many stories in a short time by just reading the opening paras [those with
greater interest could read a story completely];

iii) asub-editor, to write the headline gets in the gist in the first few paragraphs; and
iv) a sub-editor to change the order of paragraph or insert new material, even after the matter has been sent to
the press for composing.

If the news is not in the opening paragraph, trace out where it is buried. Bring it to the top, and also locate its
supporting details. If there are two important news points or angles that vie for the top spot, assess and
evaluate which one is better and catchier. This could call for rewriting the entire news item.

Next, see if the second paragraph supports the lead. It should deliver the promise made in the opening
paragraph. The third paragraph should continue the development implicit in the lead and in the second
paragraph. This helps a lot while trimming the story, and makes for easy comprehension by the
reader. If there are any direct quotes, ascertain if these should be retained. Find out if there are
opinions, and make sure these are suitably attributed.
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UNIT-II
Principles of Editing -
Limited words - It is always very necessary to use essential and limited words to develop a news story
without hampering the news value of a story. Every news comes from different sources in different shape
but a sub editor must edit news according to the space available in the newspaper.

Clarity - The story must be clear. Usage of more words than required can confuse the readers. Watch
cross heads and see that they do not break the sense of the story. Sub editor must be aware of mixing of
tenses and the proper usage of grammar.

Forcefully expressed - The sub-editor must constantly seek the most effective way to express the ideas
of the story. For this sub editor must give the main point of the news in the first paragraph. He must use
short sentences and small paragraphs. Readers also lose interest in reading long sentences. Short and
crisp grabs attention of the readers.

Accuracy - The news story should be accurate. Preserve the evidence whether a notebook or original
copy from which the story was rewritten until the danger of challenge has passed. Sub editor must check
names, titles, facts, figures, dates, addresses etc. Wherever slightest doubt exists, he must know the
reference books which will clear his doubt.

Make it important - The importance of a news story depends on -
a) The position given to it in news paper.
b) The amount of space given to it.
c) Its presentation, in particular headlines used and whether it is supported by photographs or
not. Headline should be such that would grab the attention of the readers and would create
interest and force them to read.

News elements - News has a number of characteristics elements. Five determinants of the news values

are -

1) Proximity - The near the origin of news i.e. the closer it is to home, the more is its impact. For
example - on a particular day there may be 60 deaths in a train accident in China. But on the same
day, a local bomb blast that Kills five people, is sure to have more impact on the readers.

2) Timeliness - News grows old quickly. It decays and perishes fast. The more recent its occurrence,
the more worthy it is. On the contrary, an event that happened six months back, but is discovered
and reported now could grab the front page.

3) Consequence - A reader’s interest is aroused in a large, measure if an event or occurrence affects
him. He is eager to know what will this mean to him in the long run. How will it affect him and his
family. For example - A steep hike in the prices of petrol, cooking gas, milk or an increase in water
and electricity tariffs will have widespread consequences.

4) Human interest - Any interesting story about people and their specialities and specifications and
their infinite variety, make for a wider readership. The human interest stories are pure identification.
These are the little things that have happened, or could happen to yourself or to your neighbours or
friend. These stories are worth little or nothing as news in any sense.

5) Prominence - Names make news and the newspapers like to use as many local names as possible.
For example - when the film celebrity; Satyajit Ray, and the Nobel Laureate Mother Teresa were
hospitalized most papers carried everyday reports on their health.

Golden rules of editing -

e Give the main points of news in the first paragraph. Take care of the rule of 5Ws and 1 H.
e Headline should provide meaning and convey the message and should attract readers.
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Check names, titles, facts, figures, dates and addresses. The sub-editor should keep a proper
watch on these.

In a dispute, both the party’s views has to be provided.

Use short sentences and short paragraph. Make it short and crisp.

Repeat names in court cases rather than refer to them as accused, witness, etc.

Indicate correctness of doubtful spelling by saying ‘correct’ within brackets.

Beware of foreign names.

Define long, unfamiliar words, especially, scientific and medical terms.

Do not begin sentences, with words like a ‘serous charge’ or a ‘certain offence’.

Do not begin sentences with words like : ‘a’ ‘despite’ or ‘because’

Reporters to give a rather artificial flow to the story ‘meanwhile’ often use the word. Cut it out.
Use concrete words, words that make the reader see, hear, smell or taste. Which would give
the readers a complete picture.

Be careful about pronouns. The misuse of the relative pronoun and punctuation are the most
common grammatical errors in the news stories.

Editorializing any trace of personal opinion or a value judgment should be eliminated from
the copy unless it is a feature or news analysis.
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UNIT III

Editorial department: The editorial department is responsible for providing news and the reading
matter for the newspaper. It includes news, art and many other subordinate sections. Reporters gather
news from different places in the country and also from abroad. Photography section provides
photographs. Cartoonists supply sketches of personalities and events. Editorial and special writers
contribute articles, including feature articles. Editors also obtain special articles, illustrations and features
from outside the organization for publication in their newspaper. The material is put forth in such a way
that caters to the need of majority of related activities. Typical organizational structure of an editorial
department of any news press :

[ Chief Editor

[ Resident Editor

[ Assistant Deputy Editor ]

[ Views Section ) [ News Section )
[ Associate Editor ) [ News Editor )
[ Sub Editor ) [ Deputy News Editor )
[ Chief Sub Editor )
[ Sub Editor )
[ Reporter )
[ Proof Reader )
[ Cartoonist )
[ Photographer )
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Division of the Duties

The editorial staff provides material for publication and prepares the subject matter called ‘copy’ for the
printer and the engraver. Big newspapers have elaborate editorial staff consisting of many editors and
sub editors as incharges of various sub sections designated as Editor, Managing Editor, News Editor,
Sunday Editor, Sports Editor, Women’s Editor, Picture Editor, Society Editor, Drama Editor, Literary
Editor, Music Editor, Art Editor etc. Small newspapers combine many of these positions, or drop some
altogether and have an editorial staff consisting of ten to fifteen persons. The editorial department is the
record section of a newspaper. It also maintains a library, where, beside other relevant books, extensive
files of clippings and photographs are maintained.
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CHIEF EDITOR: The chief editor is the senior most authority of the editorial department in a news paper
organization. He is like the captain of a ship who provides the direction to the organization. He takes the
final decision, as his name goes regularly in the print line. He is responsible for whatever is being
published in the newspaper. He decides the style sheet and policy of organization and provides
guidelines. The person has to be very knowledgeable, perfect and up to date so that he can solve the
problem which comes across everyday. He should be capable of managing the organization properly and
should also be able to decide new plans to increase the circulation and readership. The chief editor takes
regular meetings of the entire department and takes feedback from the department heads as well as from
the readers.

To be the editor of a daily newspaper with a nation-wide circulation is an ambition which very few
journalists can attain. Like the newspaper itself the functions and responsibilities of the editor keep on
changing. When there were few newspapers the editor was regarded as a potentate who ruled by the
force of his personality and was a terror for his opponents. The editorial board of a large newspaper
carried more power than it it does now. The reason being newspaper has become a commercial
organization rather than a political institution as it used to be in the olden days.

NEWS EDITOR: He is a head of the news section. He works as a bridge between the senior and the junior
authorities. This is also a post of great responsibilities. He should be active and takes care of the coverage
and outlook of the newspaper. The news editor is responsible for the smooth functioning of the
organization. He keeps a careful eye on the routine side of news collection. The news editor should be
able to read the mind of his reader and select a story accordingly which has news value. The news editor
should be able to identify right or wrong and should have interest in news of all kinds. His team
comprises deputy news editor, Chief sub-editor, sub-editor trainee sub-editor. As the head of the desk, the
news editor plays a very important role in the layout of the newspaper. He is responsible for the day-to-
day running of a newspaper. He plans layout of newspaper edition, receives news copy, photographs, and
dummy page layouts marked to indicate columns occupied by advertising, confers with management and
the editorial staff members regarding placement of developing news stories. Determines placement
of stories based on relative significance, available space, and knowledge of layout principles, marks layout
sheets to indicate position of each story and accompanying photographs. Approves proofs submitted by
composing room. May write or revise headlines. May edit copy may perform related editorial duties as
required.

SUB EDITOR: The sub editor is a versatile man in the newspaper. He knows something of everything and
everything of something. His sound general education and training will help him edit easily and efficiently
all kinds of copies full of technical terms and complicated issues. He gives a hurried look at the story and
grasps the contents. He also finds out whether the most important feature or talking point has been given
the first place in the lead, and the body of the story has been developed fully giving unimportant details at
the end. Press sub-editors are journalists who work for:

» National daily or weekly newspapers,

eLocal and regional newspapers,

eMagazines,

He is responsible for ensuring that the tone, style and layout of final copy match the publication's house
style and target market. The role involves processing all the copy before it is published to ensure that it is
accurate, makes sense and reads well. He also lays out the story on the page and may also be involved
with overall page designing. As with many roles in journalism, sub-editing is a demanding role that
requires constant attention to detail within a fast-paced working environment. Work activities vary and
can depend on the extent to which production and layout work falls within a sub-editor's remit. Only
senior sub-editors would be expected to have much legal knowledge, but there are common activities that
form much of the work of most sub-editors.

These include:

45, Anurag Nagar, Behind Press Complex, Indore (M.P.) Ph.: 4262100, www.rccmindore.com
10



Fenaissanc€@

college of commerce & management

B.A. (HONS.) Mass Communication III Semester Sub. - Editing

e Editing copy to remove spelling mistakes and grammatical errors.
e Rewriting material so that it flows or reads better and adheres to the house style of a particular

publication.

e Ensuring that a story fits a particular word count by cutting or expanding material as
necessary.

e Writing headlines that capture the essence of the story or are clever or amusing.

e Liaising with reporters or journalists to clarify facts and details about a story.

e Editing press releases or reports.

e Checking stories to ensure they are accurate do not break the law or go against the
publication's policy.

e Cropping photos and deciding where to use them for best effect.

e Writing the captions for pictures.

e Proofreading complete pages produced by other sub-editors.

e Working to a page plan to ensure that the right stories appear in the correct place on each page.

e Laying out pages and, depending on the nature of the role, playing a part in page design.

Adding last minute news stories.
Keeping up to date with sector issues, e.g. by reading related publications.

Qualities of a sub editor:

Calmness: be calm and composed. You should not get excited when a big story break- be it a disaster,
calamity, the assassination of a big political leader or the collapse of a government.

Decisive: take quick and correct decision. The editorial department has no place for indecisive.

Memory: have a sharp memory for counter checking facts, if necessary.

Grasp: size up the situation as it unfolds and estimate its relevance.

Non-partisan: never take side.

Self confidence: have confidence enough to correct a bad copy written by anyone, even the senior most
reporters.

Know your reader: know the particular readership. This means you should engage one hand with
subbing and the other with the pulse of the reader.

Skeptical: do not accept anything at face value. You should approach everything as a source of potential
error.

Mature: be mature enough to correct only bad copy and not just make changes for the sake of changing.
Knowing: sub -editor required to have some knowledge about the things, including how these are
compared with the past events.

Stability: have enough stability to make under pressure.
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Byline:

Classified ad:

Elements of newspaper
Tells who wrote the story; may include the writer’s title.

An ad that appears in the classified or “want ad” section of the

newspaper.

Column:

Cutline/caption:

Dateline:

Display ad:

Editorial:

Flag:

Logo/Plate name:

Folio line:
Headline:

Index:

Jump line:
Lead:

Masthead:

News Article:

Feature Articles:

A vertical division of the layout that helps give structure to the pages. Newspaper
stories and images are measured in column; inches: the number of columns wide
by the number of inches long.

Explains what is happening in a photograph or illustration. The use of “cut” dates back to
a time when images in the newspaper were printed from carved wood and etched
metal. A cutline or caption sometimes may include a photo credit, the name of the
person who took the picture.

The location from which a story was sent, usually given at the beginning of a story.
The term was first used at a time when news often took days to reach a reader, so
the date and location of the event were included in the story.

An ad for a business or organization that appears on a newspaper page.

A type of story on the editorial page that expresses an opinion of the newspaper
and encourages the reader to take some action.

A display used by a newspaper to indicate section pages or special pages.
Combination of typography and artwork identity of newspaper.

The date and page number that appears at the top of each newspaper page.
large type written and designed to summarize a story and get thereader’s attention.

Tells the reader where regularly featured pages, such as sports, weather and local
news can be found.

The line that tells the reader on which page the story is continued.
The beginning of the story, which summarizes itand/or grabs the reader’s
attention.

The formal statement of the newspaper’sname, officers, management and place of
publication. It usually appears on the editorial page.

Anews article is a report on an event that has taken place. Articles may include a byline, body text,
photo, and caption. Typically, newspaper articles that appear closest to the front page or
within the first section are those that editors consider to be the most important
and relevant to their readers.

Feature articles report about an issue, person, event with added depth and more
background details.
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Editorials: An editorial is an article written by the editorial staff from a specific perspective. The editorial
will offer the newspaper's view of an issue. Editorials should not be used as a
main source of a research paper, because they are not objective reports.

Editorial cartoons: Editorial cartoons have along and fascinating history. They offer an opinion and convey a message
aboutan importantissue in an amusing, entertaining, or poignant visual depiction.

Letters to the Editor: These are letters sent from readers to a newspaper, usually in response to an article.
They often include strong opinions about something then newspaper has published. Letters to the editor should
not be used as objectives sources for a research paper, but they could prove valuable as quotes to
demonstrate a point of view.

SECTIONS OF ANEWSPAPER

Logo or plate name: This is the name or title of a newspaper.

FOLIOLINE:  The date and page number which appear at the top of each newspaper’s
page.

Folio Line

HEADLINE: Wrap the story and/or gain reader’s attention

45, Anurag Nagar, Behind Press Complex, Indore (M.P.) Ph.: 4262100, www.rccmindore.com
13



Fenaissanc@

college of commerce & management

B.A. (HONS.) Mass Communication III Semester Sub. - Editing

e

Headline

JUMPLINE: Tells the reader on which page the story is continued.

4 figurine she was holding and joined us ar the table.
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LEAD: Summarizes news and/or grabs the reader’s attention.
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CAPTION: Explains what is happening in a photograph or illustration.

Tiystary Weapor?

MASTHEAD: Appear in every edition to give the information about the publication.
e —

Publisher Isacani YamBoOT

Editor in Chief LEYTY JIMENEZ-MAGSANOC
Managing Editor Jose Ma. D. NoLAasCO
Associate Editor ABELARDO S. ULANDAY

Associate Editor for Readership ROSARIO A, GARCELLANO
News Editor Arremio T. ENGRACIA JR. © Chief, News Day Desk Nico B. PAUROM
Opinion Editor JORGE V. ARUTA
National Editor PERGENTING B, BANDAYREL JR.

Sentor Desk Editor juam V. SARMIENTO IR.
Editorial Consultaitt AMANDO DORONILA
Chief Photographer ErRnIE U. SARMIENTO

Art c\ Design Director LYNETT A, VILLARIBA

NEWSPAPER FRONT PAGE:
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Ear

Name Plate/ Logo

Headline

- Photo/ Graphic

Cut line

Pull quote
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UNITV
EDITING OF NEWSPAPER, TABLOID, MAGAZINE

Newspapers

Newspapers belong to the oldest methods of getting information to the public and keeping people well-
informed on important events. They can cover more news in greater detail than other media and
reporters have more time to get the facts straight.

Producing a newspaper requires speed and good organization. Reporters, editors and photographers
always face deadlines. Many other workers are also involved in making a paper: advertising salespeople,
artists, printing press operators and truck drivers.

Format of newspapers

Standard papers are large papers that can have a size of up to 55 cm by 33 cm. Generally, these
newspapers are more serious and present more facts than tabloids.

Tabloids are smaller papers with a size of up to 37 cm by 25 cm. They concentrate on sensational stories
and often publish gossip combined with big pictures.

Types of newspapers

Newspapers can be divided into three basic types:
e dailies
o weeklies
e special interest newspapers

In addition, many newspapers have their own online edition which provides news over the Internet.
Daily newspaper's print world, national and local news. Many of them also have a section about events
that happen in the area in which the reader lives. Most dailies are distributed in the morning, but in some
large cities newspapers have an afternoon or evening edition that comes out when people travel home
from work.

Sunday newspapers have additional features and more pages than weekday editions. Topics like
entertainment, finance or travel are included in separate sections, which sometimes make Sunday papers
so large that they are difficult to handle.

Weekly papers are distributed in a much smaller area and have news that is more local and personal. In
small communities people know each other and are often interested in activities of their friends and
neighbours.

Special interest papers are newspapers for a special part of the population, like Hispanics in America.
Some of them also focus on certain topics like sports or business.

Contents of a newspaper

e International news - large format papers publish more news about world affairs than tabloids.

o National news covers the main events that happen in the country.

e Local news centers on what happens in the state or district that the reader lives in. Tabloids have
more local stories than others.

e Editorials are articles that show the opinion of the writer.

e Letters to the editor come from readers and show their opinion on certain topics or agree or
disagree with an editorial.
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o Comic strips are a series of drawn pictures , mostly by a cartoonist, that show a story

e Crosswords and other puzzles give the reader the chance to solve certain tasks.

e Horoscopes give you a description of your character and the things that may happen to you, based
on the position of the stars and planets at the time of your birth.

e Television guides give the reader an overview of the programmes they can watch throughout the
day.

e Sports are a very important part of most newspapers. That's why they are given a larger -section
at the back of a newspaper.

o Weather reports and forecasts give the readers information on local as well as travel and
international weather

e Death notices appear mostly in local papers. They show a list of people who have died in the
region in the last few days.

o Advertisements take up large parts of a newspaper and are positioned throughout the paper.
Sometimes they can be a whole page in size, in other cases they make up only a few lines.

e Advice columns offer tips for readers and answer their questions on certain topics.

e Movie, art, book and music reviews give the reader information on new releases Reporters give
their own opinion on how good a new film, book or a newly released CD is.

How newspapers are made

Gathering information

The first step in printing a newspaper is to collect enough information. A paper gets the news from two
main sources:

Reporters and correspondents do a lot Of research work in order to gather the facts. They must also find
out which news is important and worth reporting and which information can be left out.

e A newspaper employs various kinds of reporters. A beat reporter covers certain issues and topics,
mostly over a longer period of time. He or she may report on a crime and the trial that follows. An
education reporter follows topics related to schools and universities. Other beat reporters cover
topics like fashion or science. General assignment reporters cover any story that they are given to
by the editor. Sometimes reporters spend months trying to get stories on corruption and other
wrongdoings. These stringers, as they are 'called, do not work for a paper, but send those stories
regularly.

Large newspapers often have. offices in other cities or countries. Foreign correspondents work in
these offices and can send news stories to the newspaper very quickly.

e Newspapers cannot have reporters and correspondents everywhere in the world. They get part of
their information from news or wire services. Such services collect information from reporters all
over the world and relay it via computers and satellites to newspapers. Among the largest news
services are United Press. International and Associated Press (both USA). Other services include
Reuters (UK), Agency France Press (France) and ITAR-TASS (Russia).

Writing and Editing

Most reporters only provide information and the basic facts of a story and rarely write the whole story
themselves. This is usually done by news editors. They write stories as a team on computers that are
connected together. The finished story goes to a copy editor or reader, who corrects spelling and makes
the story easier to read. If it is too long he makes it shorter and also finds a headline.
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Stories would be boring without photos. Newspapers get pictures from news services and sometimes
have their own photographers who work for them. Graphic artists design charts or illustrations for
certain stories.

Columnists write stories that offer readers opinions about the news and important events. These
editorials often try to influence the opinion of the reader.

Creating a layout

The layout shows where the text, photos, advertisements etc. should appear on the page. Almost all
newspapers use computers to create layouts. Usually these layouts are just empty frames that are filled
when the news comes in.

Printing the newspaper

The completed paper is transferred electronically from computers to the printing press. Most papers use
offset printers in which the contents is put on curved printing plates.

Every day newspapers must be finished at a certain time, so that they can be delivered to the readers on
time. For the morning editions this deadline is mostly late at night or shortly after midnight. For
newspapers published in the afternoon the deadline is sometime in the morning or near noon.

Delivery and circulation

After printing, the papers are bundled into groups, loaded on lorries and delivered to stores, vending
machines and newsstands. Thousands of carriers pick up newspapers at a distribution point and deliver
them to private homes, because everyone wants to get the newspaper as early as possible.

Circulation managers organize the sales of newspapers and try to increase the number of readers.

Advertisements

A newspaper cannot exist without advertisements. They pay for at least 75 % of all costs. The people who
work in this department sell ads to individuals and companies.

Newspapers carry two types of ads. Display ads can be as large as a full page and can also include
illustrations and photos. Classified ads or want ads usually appear in a separate section. They often have
only a few lines in which people offer goods and services or look for jobs and apartments. Classifieds are
grouped into categories so that readers can easily find what they want.

Newspapers in the 21st century

The invention of computers in the 20th century has greatly changed the way newspapers are made.
Today, reporters can save time by sending the main facts of their stories by e-mail. Editors can easily
make corrections with spell checkers. Articles are shuffled from one page to another and color graphics
and pictures make newspapers more attractive.

Increasing costs of publishing, however, have also driven many newspapers out of business.

The Job of a Magazine Editor
When you flip through the first pages of a magazine, before you hit the table of contents (or "toc" in
industry parlance), you'll come across the masthead. This list of names and titles includes, among others,

45, Anurag Nagar, Behind Press Complex, Indore (M.P.) Ph.: 4262100, www.rccmindore.com
19



Fenaissanc€@

college of commerce & management

B.A. (HONS.) Mass Communication III Semester Sub. - Editing

the editors who put that publication together. And, while, much of a magazine editor's job, like a book
editor's job, deals with editing stories, magazine stories are quite different than books.

One of the biggest differences between what a magazine editor does and what a book editor does has to
do with the type of content they're working with. Magazines come out, usually, on a weekly or monthly
basis, so editors at magazines work on more stories in a shorter period of time. Magazine editors are also
more involved in coming up with story ideas and shaping specific sections of their magazine. They are
not, as book editors are, sifting through material looking for good things to publish.

Finding Magazine Stories

Magazine stories usually come about in one of three ways: A writer comes to an editor with an idea (or
"pitches" him), an editor approaches a writer with an idea, or the idea is born in an editorial meeting.
Editorial meetings are essentially brainstorming sessions that most editorial staffs hold. During these
meetings ideas are batted around and, often, group discussions will help flesh out and focus general ideas.

What Defines a Magazine Story

Although there is a lot of overlap between stories that run in newspapers and magazines, the big
difference between magazine content and newspaper content is the time" devoted to them. For the most
part, newspaper s work on daily deadlines and therefore newspaper stories are more driven by things
developing moment-to-moment' day-to-d4. If there's a major fire in, say, Atlanta, that city's daily
newspaper, The Atlanta Journal Constitution, is going to run stories covering the blaze the day. it's
happening. The regional magazine for the area however, Atlanta Magazine, might run something about
the effects of the fire, a longer piece, months after the blaze was put out. (Assuming the city is affected in a
significant way). Because magazines plan their content weeks and months in advance, they can't report
on breaking news the way newspapers -- which get printed every day -- do. (That said there are
exceptions. Some newspapers, for example, will put reporters on a single-story for many months and then
run a series about it, or a long magazine-style story) But, like newspaper stories, all magazine stories
need hooks.

Hooks come in all shapes and sizes or, more specifically, some are obvious and some less so. Hooks are
the piece of a story that have perennial importance Although there are stories that are considered
"evergreen" -- i.e. they have Perennial 'relevance -- the majority of magazine stories (like newspaper
stories) need a hook. If you work at, say, Entertainment Weekly, you will usually work on stories about an
actor or a musician when they have a current project coming out. In other words, you'll do a piece on Will
Smith the week before his summer blockbuster hits theaters. So the hook of the story -- the reason you're
writing a piece about Will Smith at that moment in time -- is because he's about to release a new movie.
An evergreen piece, however, might be a summer movie round-up. Every summer EW might do a
rundown of what the big movies are in theaters because the idea addresses new content every year.

Overseeing a Section

If you look closely at any magazine, you'll notice that there are recurring sections and specific kinds of
stories that run in that magazine. Editors determine the look and feel of these sections. Just as editors at
newspapers work on specific sections of the paper, magazine editors also specialize. Magazines are
generally (though not always) broken down into three sections: the front-of-the-book (or FOB); the
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feature well; and the back-of-the-book (BOB). Generally, the FOB caters to smaller, newer stories, while
BOB has a mix of recurring columns and shorter stories.

Often magazine editors will work on a specific section of a magazine coming up with story ideas, finding
good writers and, sometimes, writing the stories themselves. Magazine editors are therefore major idea
generators as well as occasional writers and traditional editors.

Instructions

Read the article. Re-read the article if time allows. See if the beginning shows rather than tells what is
about to happen. Determine if the article narrates the scene, such as the location, action and tone of the
subject. Follow your instincts to determine whether this article will be attractive to your readership and,
in turn, help increase magazine sales.

Analyze the article to ensure that the structure flows well together, and that the article is written in active
voice. Be sure that the overall content is newsworthy and stays on the subject. Determine whether the
writer asked the right questions necessary to tell the story. Question any information about which you're
unsure, and whether the writer interviewed the appropriate sources.

Edit the article for any grammatical, word choice or spelling errors. Use a style guide, such as The Chicago
Manual of Style or The Associated Press Stylebook, and an in-house guide to verify proper word usage.
Rewrite some parts of the article as needed so that, the words and sentences make sense, but be careful
not to take away the meaning of that passage. The goal is to make the article more interesting and easier
to read.

Cut for length if necessary by eliminating any extra words or fillers that don't have any relevance to the
article. Discuss the edits with the writer, explaining why you made the changes, and offer suggestions on
how to improve his or her craft.

Do some fact-checking by researching the Internet or other publications. Verify that the sources in the
article are real and not fictional. Also double-check that any statistics or facts mentioned in the article are
accurate.

Pass the article to the copy editors if applicable. They are the "last line of defense" in checking for errors
in grammar, spelling, statistical or factual errors. Prepare to answer any queries that they may have so
that they can make the appropriate corrections to the article before sending it for publication.

Coordinate with the production or layout team. Plan what photos and captions you'd like to use with the
article and determine where in the magazine you'd like for the article to appear.

45, Anurag Nagar, Behind Press Complex, Indore (M.P.) Ph.: 4262100, www.rccmindore.com
21



