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1.  Just the FACTS and only the FACTS !!!  Be objective at all times. Verify facts.
2.  KISS !!! Always keep it simple and short!!!!
3.  Always remember the 5 C’s (Plus 1):
    ---CORRECT: Make sure you get it right!!!!

                 ---CLARITY: Make sure all thoughts are clear to all. 
                          ---CONCISE: Not all the details; just the key ones; keep stories short. 
                                                           (10 to 20 seconds, or 3 to 4 lines, or 25 to 50 words)
     ---CONVERSATIONAL: Write the way people talk; informal (but no slang)
                                                                  Short and simple sentences.   Short and simple words
                                          ---COLOR: Follow all rules but develop your own style.  Be interesting.
                                                     ---COMMUNITY: Always THINK LOCAL!!! (Local stories, local angles, etc.)

4. LEADS, NOT HEADLINES:
---Get attention with a hard fact     --set up the listener for the rest of the story.
---In the first sentence:  No names of people; no past tense; no numbers; no crucial facts.
             ---TWO QUESTIONS TO ASK YOURSELF WHEN WRITING A LEAD:
· What is going on now or in the future? If it already happened, do NOT put it in the lead.
· What is local about the story? (Or how does it affect / interest the local audience?)
5.   “Do-er” before the “action”:   (USE ACTIVE VOICE)
           ---Do NOT separate the “do-er” (subject) from the “action” (verb or predicate) in each sentence.
6.   “Source” of the info you are using before the “info”:  
7. NAMES: No names of people in leads; Omit unnecessary names; Omit middle names, initials, “Mr.” etc
     ---Descriptive info (age, height, etc.) and titles (President, principal, etc): BEFORE THE NAME.  
8.   Crime or court stories:   USE THE WORD:  ALLEGE
---Unless person is CONVICTED of a crime, use words like allege, allegedly, accused, charged with, supposedly, reportedly, etc.
9.   NUMBERS:   None in leads; round off large numbers; avoid too many numbers; 
                   write fractions and decimals in all words; write a number at the beginning of a sentence in all words (except 
                   years should be all numbers); use numbers for phone numbers.  In most other cases, follow these rules:
     ---ZERO  THROUGH  ELEVEN:   Write out the word (examples:  eight, seven, two, etc.)
     ---12  THROUGH  999:  Write  the numeral  (examples:  97,  989,  17,  324,  28, 12, etc.)
     ---OVER  999 :   Use a combination: Use the above rules plus words like hundred, thousand, million, etc) 

                        (examples:  14-hundred, 387-million, four-billion,  etc.)
10.  Word choice, story choice, actions, etc.:  ALWAYS “Take the HIGH ROAD”
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        SPORTS STORY:  Rare Exception: (only when necessary) 


Your lead may include past tense or include what already happened ONLY if you are writing about a game/event that already happened.  However, use this exception only when you have to.  If there is another good way to write it, then do so.





        ADVANCED BROADCASTERS ONLY:  Rare Exception: (only when necessary) 


In a full newscast or flash:  For up to 2 LEADS, you may use the perfect present tense (examples: have survived; has discovered, etc.);                        In a news story: When appropriate and necessary, you may use an attention-grabbing name or number in the lead. 











