Duffy’s news writing basics 

Keep paragraphs short: News articles rarely have more than 2 or 3 sentences per paragraph. In small columns, big paragraphs look daunting to readers – very gray. Put lots of paragraph breaks in your articles. 

Remember that good reporting usually includes these five basic features: Quotes, background information, examples, descriptions, and definitions. Check to see if your report is missing any of these parts. 

In the United Arab Emirates, use courtesy titles: Mr. Jones, Mrs. Jones, Dr. Jones. This disagrees with AP style, however, this culture places more emphasis on formality.

Quoting
Quotes ALWAYS start a new paragraph: Editors may remove these paragraph breaks to save space, but that’s their job, not yours. 

ALWAYS write quotes this way: 
• “My journalism instructor told me to write quotes like this,” she said. “He insists this is the proper way to do it. I can put more than one sentence after the attribution.” 
· Put the attribution after the first sentence. No need for attribution again in the same paragraph

Other ways to quote people are acceptable, but this style will never be wrong. 

Punctuation ALWAYS goes inside the quotation marks.
• She wrote the play “Dearly Beloved.”

ALWAYS write “Mr. Jones said,” not “said Mr. Jones.” 
• So, this is correct: Mr. Jones, the vice president for business affairs, said. 
But, it’s better to introduce long titles like that before the quote with some type of transition. 
· Vernon Jones, the vice president for business affairs, said he could support the plan. 
· “I think that compromise might be the best way to go,” Mr. Jones said. 

ALWAYS use said: not noted, not says, not claims, not exclaimed – just “said” and it’ll never be wrong. “Said” becomes a word that your reader will ignore and they will just focus on the quote. Also, some words are “loaded” – they carry a subtle bias. “Claims,” for instance, implies that you don’t really believe what’s being said. 

Quotes should be real, engaging and meaningful: Quotes that do nothing more than introduce factual, routine information easily paraphrased drag down a story.

When quoting “everyday people” include information about them:
· Age
· Where they’re from
· If they’re a student, what year and major

Example: 
· Nusaiba al Braiki, 22, a junior majoring in communications, said she’s excited about the show. 
· Mishal al Suwabi, 29, of Abu Dhabi, said he’s upset about the lack of parking. 

OTHER STUFF
Datelines – City in all caps followed by a dash (two hyphens): ABU DHABI – 
· Always put a dateline on your story, so that readers know from what location you’re reporting. 
· You can’t put a dateline from a place you never really visited. (That is, if you interview someone in Dubai over the phone, you can’t put a Dubai dateline on it.)

Spell out numbers less than 10. Avoid starting sentences with a number. 

Attribute as much as possible – particularly any information that could be questioned. It helps the reader know the information can be trusted. Explain to your reader where you got your information. 

Put attribution at the end of the sentence, so it doesn’t clunk up your writing. 
• Avoid: According to the police department, the gunman entered the bank from the employee entrance.
[bookmark: _GoBack]• Instead: The gunman entered the bank from the employee entrance, according to the police department.
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