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PUBLIC AFFAIRS OFFICER’'S

HANDY, DIANDY QUICK GUIDE

TO

NEWSPAPERS AnD

HOW T0 GET ALONG WITH THEM




INTRODUCTION . . .

Copgratulat ions of your selection as Public Affairs Officer for

oanr Civil Afir Patrol unis! o . . And welcome to the world of
hewspapors.  Yeou are pow an agseciafto member of the proess,.

Yo-ur pelatlieons with yowur local npowspaper--hosyever large or small
it iy, daily orx weekly--ha=s an Iimportand bearing on what your
Ioeal community knows about Civil Afr Patrol and about ygour own
uieit. It 15 your job to help educate and 0 help inform pecple
akbsgut Civil Aix Patrol and its mi ssions. Your local nowspapor
can be anr invaluable leelp in this effors.

Thig brief pamphlet i NOT 2 substitute for CBP Mantsl 190-1,
"Famdbook for Public Affairg Offjccrs” and polu should not vse JE

as sSuch. I't galfso is MOT a4 definitive treatise oo hews writing or
i1 hew Ea Jdeal with newspapers, @itfcr.

e ig designed solely Lo introduce you fo thome zsubfects.
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JEADLLNES - .

y = = 10 iTEperal

Lyery newipaper has a "deadline"-~the Lital dav oy howr after which it is
toz late to get sometning publizhed in a pertienlar igsue of the paper.

leadlingg are ditferxent f[or cif-
fersnt publicstions and even
far Aifferent. deosartments of
the care Sowopaper. Tag "podjio-
ty" or wonen's departnent (now
aften called the "fam 1y sec -
Tioh or gime gbher noh=-seikjss
ewnel . fer lnsbanoe, moay wwock

mAer a demadline At A weel tn

10 days ahead, i som: ‘netai-
ces.,

Dead_incs for Suaday featurc
pages may B bwo Lo Clwve Cays
shead of prese time. The live
news pages' Jinclading the front
Fagel €oadil ne may be an hour
ar oven as _ittls os 30 mimutes
dhead of press Time.

Yol shewld kroeme and upderctand
—=a0d rospeer-—-the deadline of
yolur losal nevopapey,

foming Bvoytis

Congsally speaking, you glhould

syibmit ator s ahout coming

cvants to your nywepaper @ wock to 10 days before the event. Then [t can
he used abt the nawcpaper's convenisnce ay time durisg the week before the
gvent jtselzl.

Paer Furopto

In st newspapers, all news storiss zbout events whict have already hap-
pened should be oo the editer's desk no- laber Lhan che zeound sooiiay
nlitar the event (kut “he farlier the batear).

Fho Logra u_h-;

If youwould like & photographer from the newspaper to come sut arnd makce
pictures of your evens f{assuming that it iz sewsworboy crmgh ! oy el 1A
dissuss this wita the editer and should make arrangemert= at least two
weeks chead of tlme. {Sce sectifon on photogFaphs .|




Live Misgsions

If your news concerns a live search and rescue mission, or other emergency
service situation, thiz iz news of immedjate interest any time, NgW, and
the editer is interested and concerned any timel-Contact him while your
news 1% news. Don't wait! Call him as soon as you know anyth;ng at all~w
sven the fact that a mission has been called.

IS MEWS . . .

News, in one gense, is information about anything that is ocut of theordi-
nary. In the more general sense, it is information about something which has
happened recently or that is scheduled to happan and that prople want to
know about. If there is any question about the news walue of a story you
are planning, contact the editor of your local newspaper. Remember, he is
the professional and a telephone call to him could save yom a lot of
wasted effort.

WHERE TQ FIND NEWS . ., . .

:
?h e Tk,
ind 5-'§ 3"‘ i
e e
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Recognizing news is one thing, finding it is another. & very few news
storicz (and only a very few) will come to you the easy way. Bubt you will
find the most aignificant news the hard way--with lets of legwork, a bit
of ingenuity and imagination, and a lot of perseverance. Develop a "nose
for news." Get interested in what iz going on in your unit and let every-
one, partlcularly the varicus squadron officers, know that you are inter-
csted in anything that might he news. You will have to werk at the job.
And pou w111 have to care.



THE MECHANICS OF WRITING A NEWS STORY . . . .

The paper
The gquality of the paper you use in writing your newe story is not importe

ant. Any inexpensive, opague paper, regular Baxll-inch size, iz zatigfac=-
toxy. Do not use odd size, colored or perfumed paper.

Uga 4 Typewrlter

Ideally, all news stories should ke typed and double-spaced. Some news-
papers prefer that they be triple-spaced, with the typewriter get for 60
characters per line. Learn which your newspapey prefers and follow this
style. However, your lews story will probably be edited and re-typed
anyway. So, if it is typed and double-gpaced only, this will be satisfac-
tory. Incidentally, if you don't know how to type, learn . . . oXx get
someane to type your news story for you.

Writing It

Leave plenty of space at the @ \m‘l\y Z_ Z
top of the first page and one o : :
inch -margin on the othey ' s
edges, Head the page with the
eomplete and official nameof
your wit and include your
own name, address and tele-
rhone number.

(Sec sample news relesse,
Appendiy I to thiz pam-
phiet.) '

Learn the "styles™ used in writing news. For instance, here are a few
tips:

melude the time, data and place of your meesting or event. In dates, ab-
breviate the month when used with the day of the month (except the months
of March through July which are spelled cut}. Spell out completely the
namez of months when used alone or with the year only. (Jan. &, 1984, or
Sept. 6, 1984, for example, but January 1983.)

Times—-a.m. and p.m.--are used as in this zentence: 2 a.m., 10:30 p.m.,
for instance. Do NOT uge Greenwich Megan Time,FULU time, or military style
time Ln your news release,




For places within a city, the name of the building is often suffjcient as
an addrees. Use the street address when the place camnct be ldentified by
a building name.

For example, most meetings of ¢lubs or other crganizaticons are held either
in a public building, a well=known clubhouse, etc., or in an individual's
home. The place of the meeting would, therefore, be identified as "Reno
Recreatioh Center" or "the home of Mra. Jochn Smith, 1101 Seme St.," as the
case may be. (Incidentally, abbreviate the words St., Ave. and Blwvd with

a numbered address, Spell them out if used alone. Spell out all other
gimilar words--alley, drive, ¥oad, terrace, ohtc.]

For places outside of your city, the name of the place should be used, For
places outside the gtate, add the name of that state. State names, with
“the exception of Alagka, Hawaili, Idaio, Iowa, Chio, Maine and Utah, are
abbreviated when uged with the name of a town {Colfax, Calif.). Do NOT
uge the madern, two-letter abhreviaticns in news stories. For news
releaces, used tha common, old~fashioned type of abbreviations. Inciden-—
tally, do not abkreviate the hame of B stato when used alone. (“"He lives
in California," NOT, "He lives in Calif.")

Namas and Titles

Be certain that you use complete names (no nicknames) and correct titles
or ranks of persons mentioned in your news story. Be sure they are spelled
correctly. Do not krust your own knowledge on this; aszk the parson con-
cerned or someone who knows,

In Americah newspapers, the courtesy title of “Mr." is very rarely used,
unless it refers to a couple. TFor example: "Mr. and Mrs. John Brown at-
tended . . . ." But if John Brown attended alone, no "Mr."™ would be used.

For women, if the given name is used {Mary Jones), no title precedes the
name unlegs the woman prefera it that way {Mrs. Mary Jones). If the mar-
ried name is used [Mrg. Thomas Jones), the courtesy title of "Mrs." should
ba uged, of course. If Mary is referred to again, she is called “"Mrs.
Jones.” (HNOTE: Some nhewspapers may have variations on this rule. Youn
ghould check your local newgpaper to see the style it fellows.

tnmarried wopen are referred to a gocond time as Mise Jones o¥ MHs. Johes,
whichever she prefers. "Ms." may also be used for married women if they
prefer. However, some newspapers prefer not to use the title of "Ms."

In news stories about Civil Alr Patrol members, use the rank of the person
concerned in all cases, whether the member is male or female. Abbreviate
all ranks, wherever used (Capt. Joe T. Smith, Maj. Futh Brown, Mai. Jones,
ete, ). '

If the rank is used without a name, spell out the word completely. (He is
a lieutenant colonel in Civil Air Patrol."}



In the case of lieutenants, be certain to specify what kind of lieutenant
hefehe ie (First or zecond, i.e., "lst Lk, Elliott Finefellow," or "Znd
Lt. Jane Upcomer®). After you have used the complete name and rank in that
manner in the news story, you can then refer to the persen as "Lt. Fine-
fellow" or "Lt. Upcome,” for example, in the rest of the gtory.

If the rank "2nd Lt." or "lst Lt." are the firct words in the sentence,
spell out the "Second" or "First" {(buk NOT the "Lt."}. For example: "First
Lt. Ellipott Finefellow led the search."

In a similar mapner, do not identify lieutenant colenels simply as "Col."
Give the complete and correct rank ("Lt. Col. William Wilsen"). After the
first mention, then you can refer te him as "Col. Wilson,"

Do MOT capitalize the job titles of the officers in your CAP unit. Write
it like this: "Capt. Henry Highflyer, commandex of the Blank Squadron.”
(in other words, do not capitalize "commander” in such sentences.]) Or:
"Maj}. Freddie Fleetfoot, aerospace education officer." (Do not capitalize
the words "aercapace," "education,” and "officer.") If the person to whom
you refer has some unusual job title, translate this into common English
so that outsiders will know what vou are talkiny about. '

Uae the complete, correct, official name of your Civil Air Patrol unit in
all news stories. ("Podunk Composite Sguadron BQ6"--NOT "Sguadron 806.7)
If vou mention your unit a second time in the zame news story, then you
can say, "Squadron 806,

If your news story contains the name of scmeone to contact (for example,
if reszervations are to be made), use the name, and address as listed in the
telephone book as well as the telephone number. Some newspapers, however,
will not publish telephone numbers in such cases.

Note About Telephone Storics

Moet modern American citieg
-have counktless worthwhile
civic organizations, all of
which are constantly sesgking
free publicity--just as you
are. Newspapers, therefore,
cannot take the time and de
not have the manpower to
take down your ordinary news
gtories over the telephone.
Your news atory should he
written in news style and
format and handcarried (not
mailed) to the city editor
or appropriate department
concerned at yeour local
newspaper.




BUT . . . . if your news story c¢oncemns a live search and rescue, or

- other emergency services misgion, this is different! The editor wants
the latest available, up-to-the-minute, red-hot information about the suc-
cess or the status of your mission. DO telephone him! Identify yourself
completely, give him the information you have and do not wagte hig time In
chit~chat or idle speculat;on. He is interested only in facts--not your
opinion. .

(NOTE: For a more complete discuszion of the art of writing

a8 pews story fyes, it iz an art!}, see CAP Manuzl 1850-1, "Hand-
book for Public Affairs cfficers,” Chapter 4, ar any good book on
Journalism or news writing.)

CHECKING THE STQRY FOR COMPLETENESS AND ACCURACY . . . .

After your story is wrltten. read it threugh carafully to e sure of the
fﬂllcwlnq.

1. That all names are spelied rorrectly. If€ vou are not sure of a
spelling, look it up or ask. Use the complete name (or initials and
suxname, as the person prefers). Be sure ranks, job titles, etc., are
complete and accurate.

2, That date, time and place are included and are corrsct,

3. For regular meetings, etec,, if thers was 2 speaker, that his name,
title or ocoupation, and topic of talk are included. If important
decigions weys made or announced, what they were.

4. Por.installations of new officials, that the name of the installing
officer and officers~elect are listed in the style or styles your
newspaper brefers.

5. For awards (if scholarships are given, the amownt), that the name
and identification of the recipients and the ha515 of the award are
1nc1uded and are correct,

‘6. For testimonjals or awards dinners, that the name and identifica-
tion of the recipients or honorees are correct, what the honor is
for and who presented it are listed and are correct.



7. If a visiting official was present, that the name, identification
and purpose of his visit is given. (NOTE: Identifications should in-
clude 2 title or cogupation, and city of residence. If it is rele-
vant or .important, include age and background, or experience. (Be
sube that unuswal job titles, technical terms, or wifamiliar abbre-
viatiens are explained.)

8. That you have ing¢luded the location where tickets may be purcha-

sed, or the name of the person in charge of reservaticonhs or of the
program.

WHAT SHOULD NOT BE LINCLUDED IHN THE MEWS STORY? . . . .

The following kinds of news cannot {or will not} be printed in most news-
‘papers because of government regulations, limitatione on space or the
newspapera' own-policy:

1. News about lotteries, "raffles," or other gambling games Or games
of chance in which chances are sold and prizes awarded.

2. hny statement which might be libelous.
3. Telephone numbers.
4. The cost of admis=zion.

5., . "All members, friends, eto., are invited." But, "open to the pub-
lic" (if it usually is not) is acceptable. ' -

6. Descriptions of decorations or refreshments, or who was respohsi-
hle f£or them.

7. Themes and colors of presidents, commanders, etc. But if a major
specific project will be undertaken by the commander, ete., during
the yeay, thisz is acceptable.

B. Flowery writing. A good, general rule isg to cut out any adjectives.
To describe an avdience ag a "large audjence” or a donation of books
as "beautiful beoks™ iz usually personal opinileon and congtitubted
editorializing, not news writing. .

9. Generally, long lists of names. If your list haz more than a half-
dozen names on ik, re-examine the list. Guest lists, hew members
lists and project committee lists usually should not be included,

but the chalrman of &4 project committee iz acceptable.®

10. Generally, gifts presented to honored guests or retiring comman-
ders, eto. ™ .



*HOTE : Numbers 8 and 10 fprevious page] are common occurrencas
at most civie club meetings and are not considered newsworthy
per se. But there are exceptions, depending upon the circum-
stances of the situation. If you have examined the circum-
stances In your news ctory and bhelieve the list of names or
gifts presented could ke of interest to the general public,
inclade the Information and leave the decision to the editor.)

COMMUNITY CALENDARS . . . .

CLUB

Many newspapers publish "Community Calendars"™ to provide a daily guide of
clubs and organizations which meet regularly. Unlike the "Cluh News" col-
wrr, which is designed for special events, the calendar simply liets the
name, time, day and lecaticon of the meetings which oceur each week or
month with no change., Only those organizations which meet with regularity
12 months a year, with the exception of seasonal recesses, are erdinarily
uzed,

Some nhewspapers may have a computerized list for the calepndar which is upe
dated at the begimning of each month, Delsiions can be made from the list

at any time. Additions and information changes are made at the begimning

of each month,

If your CAP gquadron is listed in such a calendar, please notify your news-
paper of any change at once. If you want to be included in such a calendar,
cubmit the necessary information well ahead of time--10 daysz to two weeks,
for example.

Example of what yot should include in such a notice: Name of your unit,
eyery Tuesday, 8 p.m., BS5 Main st." If your squadron does not have a
consistent pattern of meetings, you should submit a notice in advance of
each meebing.

NEWS COLUMN . . . .

If your newepapsr has a "Club Mews" column, short news stories abkout your
meetings should he directed to thiz column.

When writihg the stozry, decide what will be (or waa) the most important
thing ahout the meeting and use this as your first--or lead--sentence.

Try to aveid writing chronclogically, because often the most newsworthy
hagppening didn't occur in chronological order. Stories of this type should
not duplicate the listing in the Community Calendar.



COMMUNITY SERVICE AFFAIRS . . . .

If your unit iz planning socme communitywide project of generxal interest,
or which will benefit the entire community, your esditor will be interes-
ted, Discuas such things with him. An unusunal fund-raising project, for
example, may make an interesting feature story.

Howevey, fund-raising projects which imvolwve only your unit should be
reported in the Club News colun. But projects which are open to the pub-
lic should bhe reported gseparately. For the benefit of the editor, indicate

in your news story which it is.

Becausze of space limitations, only one advance story will usually be run
and probably thiz will be the week before the affalr. The story szhould
include the time, the date, the place, the spon=or, the kind of affair. it
will be, what the proceeds will he used for, a brief description of the
high points of the affair, where tickets can be gbhtained or reservations
made, and how many can be accommodated.

A foellow-up story of fund-rajsing projects can be aubmitited; people like
to know how well you d4id.

* Toow * * *

CONVENTIONS AND CONFERENCES . . . .

Conventions and conferences are always news. In such cases, an advance
story, with a mug shot of the key speaker or speakers, may e submitted
to your newspaper.

In order to give ag full coverage ag possible, your newgpaper needs your
cloge cogperation. ¥You zhould meet or call the editeor at least 10 days
before tha conferasnhce o work out details of the coverage.

Among the details should be:

1. Getting the topic of copies of speeches by the key speakers in
advance of the speeches (if possible}, with mug shots and biogra-
phies of the speakers.

2. You may take notes at all sessions, both business and fun, to
suprplament the news voverage by vour newspaper, Editors should be
notified if important awards are presented or elections held during
the sessions so that a follow-up story can be planned.

3. Disguapg ideas for photoz with the editor before the convention
or conference,

Yhen members of vour unit attend conferences or national meetings outside
your local area, a short advance story about their leaving may be submit-
ted. Long lists of dalegates should be ghortened to include wnit leaders
who will actually participete in the conference.



When your delegates return, contact them, get a stoxy about the convention
or conference--if it is newsworthy--—and submit it WITHTN THO DAYS after
the delegates return--but the soconer, the better!

WHAT ABQUT PHOTOQS? . . . .

Because of gpace limitations, newspapers will not use photographs of all
your mestings, ete. You should request that photos be made or used anly
for your most important events--events which are open to the public or are
large in scope or where there are possibilities for good photographs. 3
live search missioh or a training exercise are possibilities for good
pictures to be made.

Host newspapers will run only one photograph of an event. If pre publi-
city photos are to be used, they probably will not use any taken during or
afteyr the event. Wedding photographs are an example: If the paper runs g
photograph of a bride-to-be, they probably will not run ancther photograph
after the wedding is over. However, if your newspaper publishes both morn-
ing and afterncon editions, they may want two diffevent photos to run in
the different papers.
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What Makes A rood Picture?

The unusual. The unposed. Pecple laughing or crying. Pictures with emotione
@l appeal. Candid photos. People doing things. Good props. Children. Pets.
Unuzual angles. Photos which show where proceeds of a unit project will go
sometimes are good. :

What Makes A Poor Picturey

The cliche. Gavel-passing. Check-passing. Ticket-paseing. Sending cut in~
vitations. Lecking over the ledge. Tea-pouring. The line-up. Large groups .
Presenting plaques. Sighing proclamations with the gowernor, the mayor, ete,
Hand-ghaking. The bystanders, such as public officials, whose only reason
for being there is to add solemn dignity to the occasion. Because the
newspaper did it last year, or because they did it once in the past, dées
not make it an automatic annual event, Because you saw a picture like

that in the papexr four years ago does not necessarily mean that it was a
good plcture or that your newspaper will uge one like it again.

However, just because these are considered by most editors to be pocE
photos does not mean that no one will use them. Or that you shouldn't try.
Just beause you are not a professional photographer does not mean you give
up. Many newspapers will use poorer guality photographs--hecause they con-
sider them to be news. So . . ., get out your trusty camera (get as good
one as you can) and try, try, try! The picture you take may someday end up
being the ona-in-a-milljcn that makes national news and which everyone
wants. .

Photo Quality and Size

Color photes, Polaroid pictures, Instamatic pictures or any phote taken
with a camera which has no manual control of shutter or diaphragm and
control of focus do not reproduce well in newspapers and most editors will
not cohsider photos of this type. All photos submitted to newspapers
should, if posgible, be black and white, and glossy finish. They may rangs
in gize from 5x7 inches to 8zl0 inches. FPhotographs should not include
more than two or three persons. (TTP: A good Flagh iz & must indoors and
can add much to many photos taken outdoors!)

Photographs of Incomimy Officers

HMost newspapers will use "mug" shots {head and shoulders photographs) of
incoming officers. Mug shots may be gmall, wallet-size (2x3 inches) and
may be submitted with your story listing new officers, oy you may need to
make arrangements with the newspaper to have them taken.

* * * * *
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SOME DOs AND DON'Ts |, . . .

In summary, here are some publicity Do's and Don'ts to keep in mind- when
preparing yolr news story:

1. Don't try to dizguise advertising or promotional propaganda as
news, Editors are past masters at detecting the hidden advertising
or hidden propaganda and they will avtomatically reject such items
1f you submit them as news.

2. Don't "eolor" the facts. Strive to be obhjective. Opinion and com-
ment do not belong in a news story unless the opinion or comment ares
news in themselves. "A good tiwe was had by all" is a matter of opin-
ion and-has no place in a news story.

3. If you have a good story, it will stand on itz own merits. But
if your story does not get printed or is printed in some other form
than you expected, do not question the.editer about why he did not
uge it. He was only doing his job and is dealing with space pres-
sures and deadlines of which you may not be aware. It is all right,
however, to digcuss with him his needs and the form in which your
news story ghould bhe.

4. If you have an important guest speaker scheduled for a special
cccasion or special conference, for example, do tell the editore
ahead of timg sc that they can arrangs news coverage if it is a
newsworthy occasion. Do not expect the editor or his reporters to
attend vour routine meetings, however.

5. Do send your news stories to the right person. address the mate~
rial tothe editor by name, if you are dealing with a certain editor.
If your news story is intended for some specific department of the
newepapar, he sure it is addressed to that department. (However, it
ig far better to carry your news story in persen to the newspaper.
Do not mail your news story unless 1t iz impessible to carry it in
person.

6. Do not send the editor & story and then ask him to send you a
clipping cr copies of the paper. Do not call later and agk the
editor to look through back copies of the paper to see when it was
printed. It is your responsibility to watch and see if it is printed.
And you can buy extra copies of the paper through the cireulation
department.

7. Honoy deadlines. Bo hot ask your newspaper ko make exceptions.

8. some large or uhusual community events may he covered in coop-
eration with the news desk which handles general community news
through the ecity editer. For instance, Family Living ox Community
Focus sectiong may handle pre-publicity but the city editor may
assign a photographer to cover the event in progress.
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If you have any guestions about joint coverage, do ask, It is usually bet-
tar to svntact ohe editor whe can arrange complete coverage than duplica-
ting efforts which may alsc caose confusion. In publicizing a unit event,
newe releasesg should be addregsed to only ohe dopartment--the women's pec-
tion or the news desk, for example--but not hoth.

9, Do get to know the people at your own local newspaper. GO vigit them
{(but not at their deadline time}. Introduce yourself. Take a few minutes
to get to know the editer. And visit them regularly. Do not mall your news
releases. Carry them in perscn. Newspapers get barrels of news releaees
every day fyom many pecple and organizations, all wanting free publicity.
Most of these hews relegmges end up in the wastebasket, If you hand-carry
your news releaze, it stands a much better chance of being used.

10. Be consistent. Keep up a steady flow of news releages to your newspaper.
Do not flood the aditor with laudatory articles about ribbon presentations,
then sit dormant the rest of the year. Plan to submit articles to youx
paper regularly--once & week, twice a month, one a month. But keep it going.
Tha editor may come to expect il. :

11, To repeat; Do NOT ask the editor why he did not print your hews release.
Agaih: DO WOT ASK THE EDITOR WHY HE DID ROT PRINT YOUR NEWS RELEASE!ILILl Do
NOT ask the editor why he changed the news release. If you ask him either
one of these questions, the possibility is that he will never print any-
thing elge you send him. Neverl!

12. Be friendly, Bas cooperative. Go out of your way to help your local
editor ané news people. If you do, they wiil be friendly and cooperative
with you. But if you act the smart mouth with them, your cause ls lost,
They don't need your news. But you desperately nesd their paper.
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A FINAL WORD., . . .

In your community, how much people know about Civil Adr patycl and
ahout your unit, and the degree of support they give to CAP will depend
to 2 great degree on you and on how well you do your job as a Publje
Affairs Officer. -

You must get invelved. You must be interested in Civil Air Patrol and in
your own unit. You mu=t work at the job. You must go, go, go!l Only in
that way will you be successful in getting Civil air Patrol .and your own
unit in your own local newspaper. The newspaper will not run you down to
get your news. Get busy . . . or get out of the way!

I't's up to youlll.
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(This is a sampla of the proper form
In which to prepars a4 news relesse.) APFENDIX I

NEWS RELEASE

Full Name of ‘Sguadiron
Civil Air Patrol
Your Town, State

Your Mame Release Date:
Your Address for) FOR_IMMEDIATE RELEASE
Phone Numbers

(Allow one or two inches of space here.)

HOMETOWN, State--Beqin the first paragraph with the: name of. your town -and
state, followed by a dash (two hyphens--as above}. This {s known as.-the
"datelina." The first.paragraph of your news release should tell in very
abbreviated form-the-Whp,  What, When, Where and Why {or How) of the news story.

Indent. each paragﬁaphfabout?nnephalf inch. The second, and suﬁceeddng.
paragraphs, should contain: further details of the news- story in’ the:-descending
order of their importance. See CAP Manual-190-1 {"Handbook for:Public:Affairs
0fficers") for. further detaiis.about the "fnyerted pyramid" style.of newswriting,

Do not hyphenate-words at:the ends of 1ines: Keep:your news: release. brief
--niot over one or two pages, unless it is an:extro specigl feature story. If
you continue your news release to another page, dq not divide a paragraph. That
i5, do not continue the news release in the middle of a paragraph. Put the word
(MORE) in parentheses at the bottom of the first page (and at the bottom of
succeading pages if there are more than two) so the editor will know there is

more to the news release than just one page.

(MORE}
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format . . . 27272727272

If you do continue your news ré1ease to a second page, put some kind of
“tagline" at the top of the second page {and succeeding pages, if there are more
than two} as above, so that the editor can identify the page(s) as belonging
with the first page. The easier you make the job for the editor, the befter
chance your news reiease will have of being used. o

But do not try to do the editor's job for him. For instance, do not try
to write a headline for him ﬁnd do not try to tell him where and how to use
your news release. That is his job.

Iype your news release, double-spaced, on one side of the paper only. Use
plain white paper, regular Bixll Inches in size. Do not use odd size or special
colored paper. Allow at Teast one inch of margin on all sides of the paper.

You may conclude your news release with stme statement similar to this:
"Civil Alr Patrol is a volunteer, non-profit arganization and s, by iaw, an
auxiliary aof the United States Air Force."

At tha end of your news releake, put the symbol --30--, or marks 1ike
this: # # # # & # # #. Both are universally used to indicate the end of a news
release. Do NOT write the words: "The End."

Good Tuck!

—=30--



v
APPFENDIX IT

THE WRONG KIND*--There are all kinds of news relcases. Here is an
an example of the wrong kind. It contains all the most common er-
rors found ir amateur news releages, Don't meke these mistakes!!!

A==Ts thiz newsworthy? H-=Be precise.
fim==Spelled correctly? I-—Irralevant.
Cr=Identify fully. J—=Hers is your story!
p--ive details. K==itho cares?

E--Get the facts stralght. I==No nicknames.

F==Bg timaly, M--Froofread your copy.

G--What iz the significance of this? N--Ridiculous reporting.

' F
PEAPATCH, Ala.-~The Peapatch Flowar Club met Thursday, Oct. 12. in the

" A &
auditorium of the school. Mayor Gaskill seryedrefrshments.

C A c I
Mrs. Ransom called the roll. Only Mrs. Feldman was absent. She had a

K c A ¢
previous engagement. Mr. Foster tntroduced the guests: a Mr. Longacre of the

E c
I.C.A., and @ Mrs. Pringle.

c A
President Finkle then led the group in singing the "Star Spangled

c A T
Banner." Doc Minney read the minutes of the last meeting. They were approved

unanimously.

Mr. Longacre interrupted the meeting by ggggiﬂg_with the gquest speaker,
Mr. Finkle Egﬁglgg the gavel to silence him.

Miss Euugle gave the Welfare Committee EEEEEE} Nobody has been 11

I K c
since the last meeting. The account still contains $22.63. Mrs. Snyder

reported on 2 new rose she has developed that will blogm a?l year.

D G
Mayor Gaskill indulged in a contest with the guest speaker., Other

c c L
reports were given by Mr., Feldman, Mrs. Stefnauer, Jee Fish and Minerva Gump,

D G .
Mr. Longacre interrupted the proceedings and had to be reprimanded by Mr.
D
Finkle. Mayor Gaskill became {11 and Teft early.

{MORE)
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wrong kind.....2/2/2/2/2

C -H
Then-the association heard an address by E. Groganovich of Russia.

) : .
M. Groganovick said that he had to leave early because he was packing.to leave
the country. The speaker added that ha wanted to be out of the country before

Qct. 27, Mr. anganuvitch-cpntinuéd that that is the day Russia has set faor

. 7 _ |
425 atomic missiles to be tired at the United States. The title of his talk

. . : . E
was "Flora in Russia." He stressed tjat Russia wants peace,

. a, I, K, N
Miss Amelia French served tea and codkies to the 12.persons present,

B
including the I.C.A. man.

-—30-:

*(Thanks to Bill Larkin of the Northeast Region.)



WOTE: This pamphiet is based principally on
material from the "Reno Evening Gazette and
Nevada State Jourpal FPUBLICITY CHATRMAN'S
MANUAL," publiished by Reno Newspapers, Inc.
The material is used with Ehelr permission.
- - . Thanksz, too, to "JYake" Scimffert for
the carteoons, and to the Internal Informa-.
tion Pivision, Office of PFPunhliec Affairs,
Secretary of the Air Force, for ideas 1if-
ted From the old SAF/0T publication, "GUIDE
FOR ADDITTONAL DUTY INFORMATION OFFICERS."
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