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KTVU NEWS STlL-i _.̂iiiiT 

Writing style at KTVU differs from that at some other broad
cast news organizations. Writers new to KTVU News (and Channel 
2 veterans as well) should acquaint themselves with the following 
points. 

Write complete sentences. Writing style at KTVU follows 
the rules of regular grammatical English prose. The occasional 
conversational sentence fragment is not out of the question. 
But avoid sentences, especially lead sentences, without verbs. 

NO YES 

A deadly traffic 
accident in Hayward 
early this morning. 

The crash claiming 
the lives of two 
East Bay residents. 

A traffic accident 
in Hayward early this 
morning claimed the lives 
of two East Bay residents 

Use the active voice. Passive voice, in which the subject 
of the sentence is the receiver of the action, wastes words 
and is harder to understand because it describes action backwards, 
out of logical order. 

NO YES 

A Hayward jewelry 
store was struck by 
armed robbers this 
morning. 

Two employees were 
wounded when the 
robbers fired their 
guns. 

Armed robbers struck 
a Hayward jewelry store 
this morning...firing 
their guns and wounding 
two employees. 

Do not force the use of present tense. Timely stories are 
more newsworthy than non-timely stories, but reaching to find 
a current angle on a dead item just sounds silly. If the 
story is still in the midst of important developments, that 
can often be the lead, but never force it. 

NO YES 

Traffic is back to normal 
tonight on Highway 580 in 
Hayward, but early this morn
ing a traffic accident there 
claimed the lives .of two East 
Bay residents. 

A traffic accident 
in Hayward early this 
morning claimed the lives 
of two East Bay residents 
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Be accurate- Do not make things up. That sounds obvious, 
but you'd be surprised how many writers will write things 
that only seem like they might be true. 

NO YES 

A Berkeley neighborhood Some residents of a Berkeley 
is reeling in fear tonight neighborhood are saying 
because of a series of they fear for their safety 
rapes in the area. after a series of rapes 

in the area. 

Do not confuse suspects with criminals. Suspects are people 
the authorities suspect of criminal activity. Criminals are 
those who actually engage in such activity. We don't know 
who the criminals are until the courts tell us. Similarly, 
do not show a police composite sketch and say police have 
arrested "this man." "This man" is the actual criminal. 
Police have arrested a suspect. 

NO YES 

The suspect shot two The gunman shot two people 
people during the robbery during the robbery and then 
and then got away, but po- got away. 
lice arrested him ten min- Police say they arrested 
utes later at a nearby the suspect ten minutes 
intersection. later at a nearby intersection. 

Don't belabor the point. Many stories require so-called 
flags, leads that tell us why we should listen to the story 
before telling us what the news actually is. But if the lead 
is overly clever or goes on too long it tends to focus attention 
on the writing itself (or on us), rather than on the news 
where it belongs. 

Attribute. Always attribute. Always, always attribute. 

Exploitative footage. Blood on the sidewalk, accident 
victims in their death throes, distraught relatives at funerals, 
swearing and obscene language, sexually titilating video--
with rare exception such footage is not fit for air. Use 
it only when it is integral to the understanding of the story, 
and then only with permission of upper news management. 

Avoid jargon and copspeak. Just because police or fire 
officials talk that way doesn't make it understandable English. 
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Use no journalese or TV talk. The term "tease" is a bit 
insulting to viewers, and talk about packages, ENG shots, 
chroma keys and the like is needlessly obscure. 

Be fair. If you're reporting unsubstantiated charges, 
whether from activists, public interest groups, politicians 
or participants in private disputes, you should have a response 
from the other side. This is true of short stories as well 
as long ones, of minor disputes as well as great controversies. 
If no immediate response is available, you should report what 
the other side has said about similar charges in the past. 
But be very careful about charges that imply outrageous, immoral, 
or criminal activity—they may expose you to libel problems even 
if the charges are attributed and even if there _i£ a response. 
And beyond that, they may be simply unfair to report in public. 

Do not report the race or ethnic background of criminals 
or criminal suspects unless it is of importance to the story, 
that is, unless race is involved in the crime or is part of 
the description of a suspect at large. If the description 
is vague, say so—"Police describe the kidnapper only as a 
white man in his 20's or 30's." 

Avoid pronouns. Particularly galling are indefinite references, 
sentences where you have to stop and figure out which man 
"he" is. Often the best solution is simply to repeat the 
name. That usually doesn't sound as bad as you might think. 

"Over" and "under" should be used primarily as spatial 
references. If you mean "more than," say so. Same with "nearly." 
Try "almost." 

"Like" means resembling." It does not mean "such as." 

Do not confuse "that" and "which." The following sentences 
have different meanings. 

A) The bicycle, which is in the garage, is red. 
B) The bicycle that is in the garage is red. 

In sentence A the subordinate clause serves to give us 
a little extra information about the bicycle in question--
it's in the garage. The clause is descriptive. Use "which" 
in descriptive clauses. 

In sentence B the clause tells us exactly what bicycle 
is in question, only the one in the garage. The clause limits 
our discussion only to that particular bicycle. Use "that" 
in limiting clauses. 
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For heads of state use the title "Mr." (or Mrs., Miss, 
or Ms.) in second reference. This can get repetitive in long 
stories, so you may have to use such terras as "the president" 
or "the prime minister" to vary the writing. 

In obituaries tell us right away that the person has died. 
Suspense serves no useful purpose, and while viewers are won
dering whether the person died, got sick or just quit his 
job, they aren't listening to the rest of the story. And 
don't end with the old formula line "Irving Wallace...dead 
at 74." It sounds pretentious. 

NO YES 

Irving Wallace, the 
prolific novelist whose 
three dozen books have 
been read by an estimated 
one billion people, died 
today of pancreatic cancer 

One of America's 
most popular writers 
died today. 

Irving Wallace, 
whose books have been 
read by an estimated 
one billion people, 
died of pancreatic 
cancer this morning 
at age 74. 

Avoid the "it" lead. "It happened early this morning in 
San Jose." Presumably the writer will tell us soon exactly 
what happened, but once again the suspense is useless. And 
if this story follows directly out of another one, it can 
be confusing. Are we still talking about the previous story, 
or is this the start of a new one? (Why not just say, "In 
San Jose early this morning..."?) 

Lead-ins to packages are generally better short rather 
than long. In hard news stories you do have to tell what 
happened, but complex information is easier to understand 
in the package itself than in the lead. Think of the lead 
almost as a tease; its primary purpose is to get us to look 
up and watch the package. Above all, do not tell the whole 
story, do not repeat the reporter's first words, and do not 
reveal any of the reporter's surprises. 

End package lead-ins simply: 

Randy Shandobil reports. 
Lloyd LaCuesta reports from San Jose. 
Vern Hawkins has that story. 

Do not drag it out. "Betty Ann Bruno says the budget crisis 
in the Oakland School District is noy likely to go away soon," 
is not acceptable. Believe it or not, some viewers may not 
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know that Betty Ann Bruno is a reporter and not a source. 
But packages that begin with sound bites instead of trak 
(usually a bad idea) require special handling. "As Betty 
Ann Bruno reports, Oakland School District officials say the 
budget crisis is not likely to go away soon." 

Packages without signoffs require on camera tags. 

On voice overs always write to the tape. Pictures invar
iably overpower words, so if you do not immediately explain 
what the pictures are, the story will make no sense to the 
viewer. If you find that the pictures interefere with rather 

than aid your attempt to tell the story, maybe we shouldn't 
be using those pictures. This is often the case with file 
tape that is only peripherally connected with today's develop
ment. You should avoid excessive use of such tape in any 
case. It gives the program a repetitious look. 

Spray shots are dangerous. If you're talking about pros
titution, you could set yourself up for some big trouble if 
you show shots of identifiable women on the street, unless 
you know those women really are prostitutes. There are many 
similar cases—identifiable children in a schoolyard in stories 
about child abuse, teenagers hanging out on the corner in 
stories about drug dealing, drivers at a highway patrol road
block in stories about drunk driving. In general, such shots 
add little to a story anyway. It is unreferenced non-specific 
tape. But if you must use it, make sure no one can be identified. 

Natural sound under is a must on all voice overs. Tape 
without sound always looks strange. It is missing half the 
information. Use it only in stories of great importance where 
no other tape exists. But check with the producer first. 
Tape with sound may be available from another source. 

Very short sound bites may be just what the doctor ordered 
in packages, but in vo/sot's or straight sot's they are abrupt 
and make the story seem incomplete. This is especially true 
of sound with high officials. If the president speaks, err 
on the side of length. (Exception: "Read my lips; no new 
taxes.") 

"Stable condition" is not an acceptable description of 
how a hospital patient is doing. Hospital officials should 
tell us whether a patient's condition is critical, grave, 
serious, poor, fair or good. "Stable" means only that it's 
not changing right now. If the hospital will tell you nothing 
else, say so: "The nursing supervisor at Highland Hospital 
will say only that Smith is in stable condition tonight, which 
means his condition is not changing." 

Look at your format. If the story has an over-the-shoulder 
graphic, you must refer to it early so that the visual infor
mation on the screen makes sense. Also note the story that 
precedes yours. Is a transition necessary? 
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"Literal" does not mean "figurative." 

Pronouncers. Write them in parentheses after hard to pro
nounce proper nouns. "Minnesota infielders Kent Hrbek 
(HER*-beck) and Gary Gaetti (Guy-ETT*-ee)." Then show your 
script to both anchors to make sure they can decipher it. 

Anything unusual. If you plan to do anything out of the 
ordinary—unusual natural sound or sound bites, quick supers, 
anything at all odd—tell everyone involved. That includes 
anchors, producer, director. Showing the director the tape 
in advance can prevent an error on the air. 

Supers. It is the writer's responsibility to make sure 
proper supers appear on cut sheets. Make out a super order 
sheet and give a copy to the editor who writes the cut sheet. 
If there are to be no supers on a piece of tape, make sure 
the cut sheet says, "No supers." 

On locator supers for Bay Area cities use only the name 
of the city.Do not add specific addresses, districts or other 
locations. There are a few exceptions, including SF Airport, 
Oakland Airport, San Jose Airport. The Bay Area cities of 
Pittsburg and Dublin require second lines to avoid confusion. 

Pittsburg Dublin 
Contra Costa County Alameda County 

For the same reason, in copy refer to Pittsburg and Dublin 
as East Bay cities or indicate the county. 

For unincorporated areas super the nearest well-known city. 

Near Berkeley 

For tape shot on roadways you should generally super the 
road. 

Interstate 80 Highway 4 
Berkeley Near Martinez 

For California locations outside the Bay Area super the 
county on a second line. 

Interstate 80- Visalia 
Placer County Tulare County 

The exceptions are cities that stand alone in datelines-
Los Angeles, San Diego--and other obvious locations such as 
Santa Barbara. (A complete list of cities worldwide that 
stand alone in datelines appears in the UPI Stylebook on the 
managing editor's desk. Look under "Datelines." The book 
also contains state abbreviations—do not use Postal Service 
abbreviations—and abbreviations for military titles, among 
other useful information.In fact, for printed material in 
general, KTVU follows UPI style.) 
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For locations out of state list the specific location on 
the first line of the super and the state or nation on the 
second line. A foreign country alone in a super will not 
•suffice. Cities that stand alone in datelines require no 
second line. 

Kennebunkport New York City 
Maine 

County Cork Interstate 80 
Ireland Near Chicago 

Super locators as soon as possible at the beginning of 
voice overs and packages. But do not super over unusually 
tight shots or over printed material or photographs. If the 
shot shows a big sign that says "Welcome to Danville," you 
don't need a locator at all. Super each new location as it 
comes up in the story, although if the pictures come from 
numerous places and the exact locations are of no importance 
to the story, you may not want to super any of them at all. 

In straight sound bites do not super the location, but 
mention it in copy. Where this is impossible super the location 
upper left simultaneously with the speaker's super lower third. 

For file tape your super should indicate when the tape 
was shot. Also super the location if different from previous 
shots in the same story. Include the month as well as the 
year. The super "File Tape" should be used only as a last 
resort. 

August 1984 Last Week 

Yesterday Dallas 
November 22, 1963 

For courtesy supers use the word "From." Put the super 
upper left. 

From KSBW 

For commercials super "TV Commercial" or "Public Service 
Announcement" and leave it in as long as possible. Position 
the super so it does not cover printed material. 

Pictures from foreign government controlled television 

and handout footage of any sort should be identified upper 
left. 

Iranian TV Defense Dept. Video 
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Night footage shot tonight should be so identified. If 
shot after 5 p.m. during summer vhen it's still light out, 
label it "This Evening." Foe cage shot before dawn must be 
labeled so viewers do not confuse it with tonight footage. 

Oakland San Francisco San Jose 
Tonight This Evening Early This Morning 

If you need three lines of information, use an upper left 
along with a lower third rather than consecutive lower thirds. 

Early This Morning Police Video 

Visalia San Jose 
Tulare County Last Year 

In packages super the reporter's name over the first standup. 
The second line is the location of 1P» the standup. Be careful 
not to turn reporters into prison inmates. In packages without 
standups super the reporter as soon as possible after the 
T^b first locator, and make the second line "Reporting." 0o 
not super the reporter over an individual shot of someone 
else. 

Leslie Griffith Rita Williams 
On the Bay Bridge In San Francisco 

Gary Kauf Mark Leff 
At San Quentin Reporting 

On sound bite supers do not use verbs in second lines. 
Try to keep second lines simple and avoid long acronyms of 
organizations no one has ever heard of, but if you must use 
one, explain the name in copy. For San Francisco officials 
use "SF" rather than writing out "San Francisco," but never 
use "SJ" for San Jose. Use "Highway Patrol" rather than "CHP." 
Use titles and ranks on the first line rather than the second, 
except in the case of police and fire chiefs and foreign heads 
of state. Use "Dr." only for physicians and dentists. Refer 
to the University of California as "UC" and include the campus 
where appropriate. On covered bites use the word "Speaking" 
upper left. 

NO YES 

Betty Smith Betty Smith 
Fears for Her Safety Neighbor 

Dr. Mervyn Silverman Dr_ M e r v y n Silverman 
A M F A R Amer. Found, for AIDS Research 
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NO YES 

Tom Jones Insp- TOM Jones 
CHP Inspector Highway Patrol 

Chief Frank Jordan Frank Jordan 
San Francisco Police SF Police Chief 

Prime Min. Brian Mulroney Brian Mulroney 
Canada Prime Minister of Canada 

Chang-Lin Tien Chang-Lin Tien 
Univ. of Cal. Chancellor UC Berkeley Chancellor 

In MOS's try to super the speakers' names. This is more 
important in long MOS's with many speakers than in short ones 
where only a few people speak. The person's place of residence 
makes a good second line, especially in stories involving 
travel or tourists. Do not super if the sound bite is three 
seconds or shorter, and if mor than one such bite appears 
in a series of MOS interviews, do not super anyone. In that 
case you may have to identify it as an MOS in copy—"Most 
people we talked to today did not support the mayor's action." 
Make sure what we use on the air reflects the actual range 
of opinion we encountered on the street. (Watch out for one 
common trap that may or may not involve an MOS. That's the 
very short sound bite with no super followed by a long bite 
with a super. Unless you warn the director you will invariably 
see the super come up over the first bite.) 

In general, use an up and down style in supers. That is, 
capitalize the first letter of all words except prepositions, 
conjunctions and articles. Capitalize the first letter of 
all words at the beginning of lines. For printed text use 
a regular down style. Do not use a comma before "Jr." in 
a person's name. Do not use periods in such abbreviations 
as "SF" and "DC." But do use them if the abbreviation would 
otherwise spell a word—"U.S." If the word is intended to 
be pronounced as such, do not use periods--"BART." 

For members of Congress always use the title "Rep."—never 
"Cong." The second line should begin with the initial of 
the Congress member's party in parentheses, followed by the 
member's home state. For California Congress members use 
the city of the member's home office. For high officials 
of the Congress and of other legislative bodies super the 
person's position rather than home state or city.where appropri 
For U.S. senators use the title "Sen." 

For state legislators outside of California use the appropri 
title (State Sen., State Rep., Assem., etc.) with the party 
initial and state in the second line. For California legislato 
use "Sen." for senators, "Assem." for members of the Assembly. 
(One exception--if you are referring to Assem. Willie Brown 
as the assembly speaker, do not use the title "Assem." It 
is redundant.) Use the city of the legislator's home office 

ATTENTION: The Singapore Copyright Act applies to the use of this document. Nanyang Technological University Library



Sen. Alan Cranston Assem. Quentin Kopp 
(D) California (Ind.) San Francisco 

Rep. Jack Brooks Willie Brown 
(D) Texas (D) Assembly Speaker 

Rep. Tom Foley Rep. Ron Dellums 
(D) House Speaker (D) Berkeley 

Some people require no supers. The president of the United 
States is always one of those. So is anyone else who is extremely 
well known at the moment—the Pope, Queen Elizabeth, Ronald 
p«agan, Mikhail Gorbachev. 

Some people require a super only sometimes. Currently, 
San Francisco Mayor Art Agnos is one such person—famous enough 
so that most people will know who he is. But for those who 
might not recognize him, super him on occasions when his name 
has not been mentioned in the story and it might not be obvious 
who he is. 

Others require no second line. Famous entertainers fall 
into this category. So do people for whom a second line might 
seem redundant, for instance, the sick little boy we've been 
looking at and talking about for the entire story anyway. 

NO YES 

Elizabeth Taylor Elizabeth Taylor 
Actress 

Jimmy Jones Jimmy Jones 
Needs Heart Transplant 

One final point. Rules are rules, and adherence to the 
rules in this sheet will help give all KTVU news programs 
a consistent look and sound. But rules are not a substitute 
for creative thought, and they can't anticipate every situation 
that might come up. These rules were not made to be broken, 
but they do need one additional element added to them--your 
own common sense. 

Jim Branson 
July 1990 
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