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PREFACE

In developed countries, the small town newspaper has been a powerful influence in the progress of rural
. communities. It is the focus of local activities, a [eader in community affairs and a market place for those
who want to buy and sell.

The role of the press in the emerging countries can be just as significant, but the problem has been that
economic factors have restricted publishing to a comparatively few large urban centres. The overwhelming
majority of penple in these countries, however, live in -ural areas, and for the most part; they never see
G newspaper,

The development of broa-l:asting, jumping as it does the barriers of isolation and [lliteracy, has recently
brought to many communities news contact witt the rest of the nation and with ihe world at large. But even
this is not c substitute for a homc iown rewspaper - local cmd personal and permanent, and dealing with
affairs and people the reader is familiar with.

In the emerging countries, a local paper has all these chamcterasucs and anotier important one os well -
it is a tool of educntion. One of the great problems in spreading literacy, is the provision of follow-up read-
ing material. The new titeraie will soon lose his hard-won skill unless he can practise ii. The local news-
paper provides opportunity and molivation for reading, and will in due course reinforce the lessons of the
classroom and establish the reading habit. In addition, it brings development information, as vell as news,
which helps improve agriculture, health, living conditions and civic consciousness,

Any system, therefore, which promotes the early establishment and growth of rural newspapers, makes an
important contribution to the speed of national development. For this reason the praject in Liberia described
in this booklet, has attracted wide attention, The fact that thirty mimeo papers grew up within a year - a
number of them sponimacously - is an indication of the need and a measure of the suceess of the method.

In this booklet, we describe in some detail the successful Liberian experiment, and suggest ways in which
other countries may organize a similar project through their Information Ministry or other development agency.
The third part of the booklet, is a simple "how-to-do-it " guide for the editor/publisher of a mimeo newspaper
It is, in fact, an elementary manual for ihe journalist who has had no professional experience, and is in a
form suitable for reprinting und wide distribution to the stoffs of the rural papers.

The mimeo newspaper is, udmittedly, a rudimentary form of publishing, technically limited by ihe capaciiy
of the equipment used. lt is none the less significant for all that, and in passing, it should be noted that
with skill and care, a professional looking paper can be produced. The important thing, however, is that this
method of production emables a means of expression and establishes a small business enterprise, years
before it would be economically possible with conventional printing plant. On the basis of the Liberian
experience, it is estimated that a paper could be established with an initial outlay of as little as $100,
and thai it could provide o living for its owner/editor from the outset. This is a beginning from whick a
publisher and & community might aspire to progress until the time when a printed broadsheet can be produced
by a professional staff on a modern printing plant.

This booklet kas been prepared for Unesco by Mr. Robert de T. Lawrencs, e ne:spaperman of long expe-
rience, who, as a staff member of the U.S. Agency for International Development, wes adviser to the Liberian
Information Service in 1963. Opinions expressed are naturally those of the author ond do not necessarily
reflect the views of Unesco. Appreciation is expressed to the Honourable E, Reginale Townscnd, Director-
General of the Liberian Information Service for information about the project, to which he contributed so
significantly. The author wishes to acknowledge ulso the technical assistance of the following companies :
fleyer Inc., Chicago, fll., Gestetner Corp., Washington, D.C., 4.8, Dick Co., Chicago, ILl., Roneo and Modern
Duplicator Co., Washington, D.C.
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FOREWORD

The drum beats cease, the banners are taken down,
the orator departs, the crowd disperses - and the
newly literate mar who, with his fellows, has been
the centre of attenticn returns with his proud family
to his hut in the village, The months of training
are gver. The texthook has become a cherished
possession, though grimy from heavy andlaborious
use. Curvyor angular figures have become recog-
nized letters or pictographs and then in turn they
have been put together to assert, to question, to
plead, or to deny, The hand which was used to
lahour has learned to trace a name or to record a
thought. A man has been changed and, however
minutely, so has the whole human community., One
of its half billion adult illiterates has found a place
at least on the outskirts of a complex culture,

But a skill is lost if it is not practised, and in
all the tomorrows after Literacy Day where is that
practice to be found? The jungle, the savanmah and
the tenemeat have little or no print, Forthe villager
where are the road-signs and guideposts, the
printed packages aud sheets of directions, the pamph-~
lets and bulletins, the posters and billboards,
the newepapers, magazines, or books which con-
stantly reinforce the reading skill of the man who
livesin aijiterate society? Why write aletter if all
one's acquaintances are right there in the village?
Where are the rewards for reading and writing to
be found in a simple agriculture, a tradition-bound
familty life, under a government based either on
-oral edict or the deliberations of a village council?
Slowly, the painimlly-learned skills of reading and
writing erode away - to the eventual cost of the
individual as be competes in a complex world and
of his government which neads his support and
understanding.

Ithas taken centuries to build the literate societies
of the world. The non-literate societies cannot
achieve a gimilar status overnight, however much

they may wish to do so, for fully functional literacy
ie harder to accomplish than is often thougit by
those who have long possessed it. The centuries
can perhaps be reducedtodecades, however, if the
fortunate nations can find useful and economical
ways to help those which are less fortunate. One
necessity is the perfection of better techniques of
literacy training,. but there are many other fron-
tiers as well, The improvement of reading and
writing mustbe approached at successively higher
levels to reinforce and add to basic skills, until
finally the individual is fully equipped to achieve a
good life for himself and his family, and the nation
is knit together by that sense of the larger com-
munity which only print can finally assure,

This present account by Mr. Lawrence reporis
an imaginative and determined effort to provide
simple rural newspapers for the people of Liberia,
This modestly-conceived aud low~cost venture had
a surprisingly warm response and thereby estab-
lished a pattern of activity which might be repeated
elsewhere with a similar success. The press has
played a central réle in the building of all modern
complex cultures and its irnportance will be equally
great in those nations which are trying to achieve
the matuvity which can only result from a univer-
sal and functional literacy. A newspaper offers a
means of information, entertainment, and the
discussion of policy; it advances the economy; it
enlargesthe horizon of its readers; it spreads the
ideas of government leaders and takes the voice of
the people back to them; and, less obviously but
no less vitally, it helps weave the essential fabrie
of knowledge , trust, understanding, and aspiration
which is at the heart of nationhood,

N Cyril O, Houls
Professor of Education
The University of Chicago




PART 1

RURAL MIMEO NEWSPAPERS

The case history of a project in Liberia ‘

‘When the first issue of the G Ghele News
was published on 29 April 1963 it marked the bhegin-
ning of a rural newspaper revolution in the interior
of Liberia, Before the end of the year there were
30 of these two=columned, brightly titted, neatly
mimeographed newspapers covering the entire
country, where none had existed before,

Inthis comparatively shorttime a major step for-
ward was made in low cost community newspaper
publishiag with these and other resulting benefits:
(1) the literacy programme was stimnulated thanks
to a steadyilow of interesiing, easy-to-read, local-
1y produced reading materials; (2) news from every
corner of the couniry came to the newspapers and
radio stations of the capital for nationwide redis-
semination; and (3) printed news became available
to most Liberians living in the interior,

‘The new Liberian newspapers representthe first
steps in newspaper production and some of them
hold good promise of developing into more sophis-
ticated publications in the foreseeablz future. It
will be decades before most areas of the interior
can afford conventional printing equipment, Mean-
time the present system will give many years of
practical, on-the-job, =mall {own newspaper
publishing experience to scores of people, which
would not have been possible otherwise.,

The project was undertaken because the people
of interior towns were anxious te have their own
locally produced newspapers, and government
agencies such as education, health and agriculture
ministries wanted a means of communicating with
the local population. Since thelevel of literacy was
about 10 to 12%, there were suificient literates
to read the newspapers and to read to others, thus
encouraging literacy training.

The mimeograph method of printing was con-
sidered the only praui.cable one, being simple in
operation and requiring no expensive equipment,
Professional journalists in industrialized nations
might hesitate to call any news publication printed
by mimeograph anewspaper, Nevertheless, the per-
fect mimeo newspaper with three columns per page,
justified typing, colourful title heading, using line
sketches, "boxes", advertising and good make-up
can rivalin appearatice some examples of more ex-
pensive types of printing. Two and even three colours
can be used with a little practice. The dictiomary
describes a newspaper as "a paper printed and dis-
tributed at stated intervals, usually daily or weekly,
to convey news', Printing is defined as "'a mark
made by pressure; a line, figure, etc., impressed;

an imprint", A mimeographed newspaper would

seem then to qualify fully for the "newspaper' defi-
nition. How the newspaper is printed, so long as
it is clearly legible, makes little difference to
people who l_uve none at all,

PLANNING THE PROJECT

Under the leadership of Director-General E,
Reginald Townsend the Liberian Information
Service (LIS} sponsored the rural newspaper
praject. About 90% of the nation's population
of 1,250,000 lived in the interior, where there
were some 28 tribal groups speaking 16 dif-
ferent languages. This presented a problem,

but af the same time an opportunity to help over-
come it by publishing newspapers in the national
language, Engligh,

The original plan ecalled for the establish-
ment of five newspapers published five days each
week, There was no supply of trained journalists,
but it was hoped that editor/typisis with high
school education could be found, The bulk of the
news was to be gathered from a 30-minute radio
newscast each morning at dictation speed. Local
news would be gathered the day before - one or
two stories, or more, and typed on to the first
page of the stencil, The editor would then type
the news from the radio directly on to the stencil
as received over the air, Stories were fo be
short with brief headlines, short sentences and
paragraphs using only easy words, Page one
was to carry an attractive title heading, pre-
mimeographed,

Editor/typists with a good command of spoken
and written English, would be brought to the
capital Monrovia for a training period of tweo to
six weeks, This was to include lessors in
writing simple news stories, practice in typing,
and learning to run a mimeograph machine, They
were alse to be given instruction in gathering
advertising, newspaper distribution and the care
fuid _.undling of supplies.

Bach newspaper was to be provided with basic
printing supplies:; a standard typewriter, a
crank mimeograph machine, a flashlight-powered
short-wave radio receiver, and a stapling machine,
It was estimated that the five papers would need in
one year, on the basis of four pages per issue,
five days a week, and 100 copies per issue: 5,500
stencils and 1,100 reams of paper, It was hoped
that a small, battery-powered tape recorder could,
in time, be supplied {o each newspaper,



PUTTING THE PLAN INTO OPERATION

When the cost of equipment was considered along
with problems of starting special radio newscasts,
hiring and paying personnel, training, and the time
needed to accomplish all this - it was decided to
mahke a more modest and simple start. At Gbarnga,
a centrally located town of about 10,000 population,
125 miles in the hinterland, there was u district
headquarters and a small LIS information centre,
Two men, neither of whom had had any training in
journalism, ran the centre, whick consisted of a
small library reading room, a display board and
mimeographing facilities, Fifty miles away at
Zorzor was the newly established Rural Teacher
Training Institute where teacher trainees from
all parts of the country were prepared for their
profession, and rural school teachers were given
refresher courses. These two locations where
educated people were on duty and mimeograph
equipment was available were selected for the
establishment of the first two newspagers,

The LIS graphics section in Monrovia prepared
the art work for the title headings, one reading
Gharnga Gbele News and the other Zorzor Institute
News, ir lettering about 2 1/2 inchee in height and
nusving within a half inch of the border of letter size
paper, Some ornamentation and simple sketch
work suitable tothe region was included, and 5,000
copies of each were printed by offset press inblack
at the top of letter-size white paper., These pro-
vided the titie heading sheets for page one,

At Gharnga on the appointed day the information
centre men assisted in gathering news for the first
issue, A nmumber of sources were visited, includ-
ing the District Commissioner's health, agriculture
and education offices and short news items were
prepared in the form of single column stories of
two to three paragraphs, The people interviewed
were enthusiastic about the prospects of the news
of their offices and operations being printed in their
own local newspaper and were encouraged to submit
news valuntarily and regularly to the information
centre, The regular radio newscasts had been
monitored early that morning for national and inter-
national news and a few items jotted down to fill out
the last page of the 2-page firstissue of the Gbarnga
Ghele News, However, few of thege were used for
in a few hours more local news had been gathered
than was needed, As the project developed, indeed,
less and less radio news was included because local
news was comparatively plentiful and the reader
demand for it was strong,

Distribution raised a problem owing to the scar-
city of transport in the disirict, but copies were
circulated free of charge to government offices,
schools, clinics, churches, stores, te various
officials and to nearby towns, The first press run
was of 300 copies which were distributed by every
possible means. Circulation wili probably remain
& problem for some time to come but it will
improve as transport in the interior increases.

The enthusiastic reception of the first newspaper

in the area was a considerable encouragement to

go forward with the project. The District officials
were pleased to have this new means of communi-
cating with the people ip the area. The health and
sanitation authorities were glad to have a way of
getling across their medical messages regularly

to a large segment of the population. Education
advisers and teachers welcomed this type of locally
produced material which would promote literacy
training. Agriculturalists, religious leaders,
women's groups and others began contributing news
and feature stories and spot news provided interest
to all readers,

At Zorzor, the Rural Teacher Training Institute
was given assistance in forming a staff, gathering
and writing news, and printing the first issue of
the Zorzor Institute News, Here, among the large
number of advanced students and teachers in train-
ing, considerabile talent was available for collect~
ing, writing and processing the news for a weekly
publication of the college type, with professors and in-
structors on hand to supervise and offer help, News
coverage extended to the nearby town of Zorzor but was
mainly confined to Institute affairs. Later, when
the Zorzor Weekly Kelai, sponsored by a religious
literacy training group, began publication giving
full coverage of the town news, the Institute news-
paper concentrated almost entirely on school news,
printed on its own machine.

Both the Cbarnga and Zorzor newspaper editors
were asked to exchange copies of each issue regu-
larly so as to be able to reprint,from each other
news articles of interest to bothdistricts, Readers
in the two areas could thus share knowledge of
community development projects and many other
useful items of benefit to both., In a small way,
this helped bridge the gaps between tribal groups
and customs,

Both new newspapers were asked to send ten
copies of each issue to LIS: (1} to be placed on
public view in the Information Service, (2} to be
permanently filed in the Library, (3) given to the
radio stations where news items nf general interest
were broadcast, and {4) to the Monrovia daily news-
paper which picked up similar items and reprinted
them,

DEVELOPING A RURAL NEWSPAPER SYSTEM

Valuable experience was gained through starting
the first two newspapers and it was decided to try
to increase the number and provide a basis of sup-
port by LIS to help the new publications survive
during their early life and prosper through gradual
iraprovement, From a target goal of five originally
set for 1963, six times thai number began publica-
tion,

To encourage the establishment of more news-
papers which would serve other large communities
and offer a greater geographical spread the follow-
ing action was taken:

{a) A press release was issued by LIS to the twoe




Monrovia newspapers and two radio stations de-
scribing the project and explaining how simple and
inexpensive it would be for other organizations or
groups in the interior to start their own papers.
The release outlined the support that LIS could give
in the way of technical assistance, printing of page
one title headings, etc,

(b) The Director-General of LIS was interviewed
on radio station ELBC where he described the con-
tribution that rural newspapers could make to eco-
nomiec, socia! and political advancement throughout
the interior where the great majority of the popu-
lation lived.

(c) Field trips were made to mining companies,
rubber plantations and to the Booker Washington
Institute, Letters were writien to others who had
at one time shown an interest in newspaper work
and where mimeographing facilities were known to
exist. In some cases, the title heading art work
was drawn in advance and dummy news typed on the
first page to show a prospective publisher what his
newspaper would look like,

{d} On two ocecasions, LIS representatives gave
talks to large groups of American Peace Corps
volunteers who were about to ass'ume posts in the
interior as school-teachers, Aware of the contri~
bution made by rural newspapers to educational and
social development in their own country, a number
of the newly arrived teachers later supported mimeo
newspapers in the communities where they taught,

Within a few weeks, three new newspapers began
publication - the Bomi Hills News, Zorzor Weekly
Kelai, and the B,W.I, News,

Ag these additional newspapers came into exist-
ence the réle of LIS in assisting them to grow and
take up more effectively their important responsi-
bilities to their communities became clear, Among
the sieps taken in ithis direction were:

{a) Assignment of a full-time editorial assistant to
the project with duties ranging from news writing
to handling supplies,

(b) Preparationof an 11-page mimeographed set of
instructions bearing the {itle, ""How to Publish a Mimeo-
graphed Newspaper; Helpful Facts on Writing, Edit-
ing, Printing and Distributing a Rural Newspapar", It
contained sections on what anewspaper canaccom-
plish, planning the staff, equipment/supplies, gather-
ingthe news, writing the news story, editing, general
publishing information, and advertising/business
operations, Several copies were sent to each editor,
(c) An effort was made to cut to the minimum
(sometimes through government purchasing chan-
nels} costs for printing equipment, paper, stencil
and ink supplies,

{d) Two films were secured for loan to the news-
paper staffs, One described the small town weekly
newspaper editor in an indst: ialized country and
his rfle in community affairs. The other showed
the motivation and progress that a newspaper of
that iype can stimulate,

(e} More att-ntion was given to tailoring the slowly
spoken, early morning newscast to the needs of the
newspapers, The editors seldom made use of this

added service, but it is still believed that ente;-
prising newspapers could expand their news cover-
age considerably this way, More mational and
international news, briefly presented for easy under-
standing, can broadenthe knowledge and outlook of
people living in the hinterland and make them think
in terms of national rather than restricted tribal
and regicnal goals,

{f) LIS press releases providing a good source of
continuing news were sent to each editor, These
were mailed on a selected basis, keeping in mind
that it might take ten days or two weeks for them

to reach their destination,

{g} Complete files were kept on each newspaper
and carsful attention was given to direct corres-
pondence, Each issue, especially at the beginning,
was read closely at LIS, If ways of improving the
quality of the publication within the capabilities of
the editor could be seen he was informed by letter,
This tended to develop a warm -and friendly rela-
tionship,

{h) A popular innovation was the offer to editors

of a choice of colours for their title headings. The
reds, greens, yellows and blues, in different shades
presented a striking appearance when viewed en
masse on the public information board in the
reception hall of the new LIS building,

EXFPANSION OF THE 5YSTEM

A quarterly report covering July, August and
September 1963 noted a ''sharp incr-ase in the
number of new rural newspapers...”. It was an-
nounced that ten more had begun publication during
that period, including the Bopolu-Weasua Kpelletun,
Ganta News, Tappita Times, Tchien Post, Bolahun
News, Salayea Post, Sinoe News, and others.

Excerpts of general news taken from the rural
newspapers and sent {o the capital city news media
were welcomed and printed under the heading of
"Around Liberia in Brief", For the first time a
steady flow of news was received from the difficuit-
to-reach interior areas and the large percentage
of the population of Monrovia which had originally
come from rural towns were pleased to read and
hear the news ol their former communities,

According to the manager of radio station ELBC
his office at one poini was "deluged" with letters
from listeners asking for more of the rural news
contained in the small newspapers, The station
manager of ELWA, which also has powerful trans-
mitters covering Central West Africa, wrote, "We
at ELWA are vitally interested in these new mimeo-
graplied regional news sheets encouraged by LIS
all over Liberia.., We would like to receive any
and all of these direct, We have in mind cur cover-
age of local news in English as well as the broad-
casts in seven major dialects.,." The newspapers
thus served another purpose by making the news
available by radio to those who could not read it in
the first place.

Although it had not been a part of the original




planning of the project, it became apparent that a
nationwide svsiem of news coverage had developed,
Heretofore, it had been almost impossible to obtain
coverage of important events in the interior owing
to transport and communication difficulties, and

the problem of finding qualified correspondents to

gather an< transmic the iacts accurately.

The varal newspaper system changed all this.
Each newspaper constituted a point of contact for the
whole nilion and, indeed, became a news source
for ever the remotest areas. For example, over
its world- wde news system the Reuter agency sent
out a human interest story about the drowning of a
huge elephant in the Cavalla River, deep in the in-
terior on the eastern border adjoining the Ivory
Coast, The story came fromthe Webbo World., In
another instance , the Charinga Ghele News published
news of the successful birth of quadruplets to a local
couple in a special issue, This was one of the top
news stories in Liberia for the year, which won
the News considerable credif and prestige.

Realizing the potential of this formation of a
nationwide news reporting system, LIS anacunced
it to the news media. Newspapers and radio
stations were advised that reporters were available
in the principal towns and would be on call for spe-
cial assignments, If, for example, an airplane
should crash near Bolahun alongthe Sierra Leone
border, the editor of the Bolahun News could cover
the story. Short wave radic communications were
within reach of all the newspapers viapolice posts,
government offices, religious missions, etc., and
could be utilized,

This development in turn cpened up possibilities
of a new source of income for the editors, Special
correspondent services for the city media earned
reasonable reimbursement. For a story of about
300 words, for example, afee of about $5.00 could
be charged - a nice supplement to the community
newspaper budget and sufficient to pay the cost
of two or three issues, The full potential of the
countrywide correspondents system has yet to be
realized, but there is every prospect that it will
grow in value in many waye, Broader and more
accurate coverage of Liberian news from all areas
would increase the readership andlistenershipof
Meonrovia media and would likewise stimulate the
growth and increase the usefulness of the rural
newspapers.

SUPPORT FROM RURAL EDUCATORS

A prominent official in the field of education once
remarked that in his opinion newspapers were the
most important single educational medium of all,
The fact that more than half of the rural newspapers
are edited by school-teachers and officials also
seems to indicate that they are helpful tools of
education and top Department of Education officials
have strongly supported their development.

Two of the new publications were established
primarily for the contribution they would make to

10

literacy training, These were the (Ganta News,
published by the Ganta Mission Literacy Depart-
ment, andthe Zorzor Weekly Kelai {"Kelai” is the
loma word for "message"}, They are performing
a valuable function in teaching people to read and
write and the interest of their news content provides
a strong incentivetolearnto read. Those who can
readtake them home and read to others, The cost
is only two orthree cents per copy. In many of the
large communities they serve, these newspapers
are the only reading materials produced there,
They thus help to solve one of the worst problems
in any literacy programme - the lack of low cost,
easy to read, locally produced reading matier,

Dr, D,J, Hays, a veteran education adviger who
has been actively associated with community edu-
cation programmes in many areas, has encouraged
the development of the low cost newspapers, In the
early days of his work the only village news organ
was the "town crier' who called vutthe news of the
village each evening, There was almost no news
from outside the village, often reached only by a
jungle trail. In a recent letter he stated, "I have
been engaged in rural school development in the
Liberian interior for nine-and-a-half years and
consider the community newspapers the most
important education implementing device that has
been introduced". He also citedthe rélethe news~
papers were playing in the process of unification
of the numeroustribes with their different languages,
The "Unification Programme" has been given one
of the top prioritics by President William V.S,
Tubman.

RURAL NEWSPAPERS AS MONEY EARNERS

For the success of the project, it was necessary
that each of the newspapers be self-supporting,
There were no funds available at LIS to buy the
mimeographing equipment, paper and other supplies
for them, Considering their value to community
development and education, and their low cost, it
would no doubt have been worth while to subsidize
them, However, this was not possible, nor was it
desirable, in the long run, so long as ihey were
potentially self-supporting., LIS was able to print
the coloured title headings and furnish technical
assistance without charge, but that was the extent
of its support,

One very important long-range objective was
to ensure their financial prosperity through good
business practices sothatindue course they could
buy their own mimeograph machines and typewriters,
From this basis, they could perfect their printing
and journalistic techniques and produce better
newspapers, Eventually their increased income
and more advanced publishing ability would allow
the experienced staff to progress to offset printing.
The mimeograph stage, however, was the all-
important starting point,

It was found that the profit motive more strongly
influenced some editorsthan others, Opportunities




varied, of course, some newspapers being more
favourably located in large towns with sizeable

business communities where advertising and direct
contributions were easier to obtain. However, all
newspapers were encouraged to build yptheir sales,
advertising and other revenuesnomatterhow small
thei¥ size orlowtheir cost, because a sound finan-~
cial basis would permit more rapid improvement.

-l was suggested that each publisher have a part-
time business manager on his staffto collect adver-
tising, handle distribution and do the bookkeeping.
The maenager would also keep a close watch on
supplies of paper, ink, stencils, etc., and see that
the orders were placed well in advance thus
freeing the editor for his work of news gathering,
writing, and printing,

Advertising was surprisingly easy io obtain, even
in the smallest towns. The merchunts, owners of
businesses and other groups welcomed the advent
of the community newspapers and the chance of
making their products known to a wider public.
The cost of advertising varied from 50 centsto one
dollar for one insertion of two inch single column
ad, Special rates were given for full page, half
page, and long running ads. Advertisements were
usually "boxed" to distinguish them from the news.
Often it was a matter of prestige to advertise in the
newspaper or a question of keeping up with compe-
titors., Some newspapers are doing quite well with
their advertising income, for instance the Cape Pal-
mas News in which 17 ads at $1,00 each were counted
in a recent issue whereas the cost of publishing
probably amounted to $2,00 or less for paper and
stencils, The editor of the Buchanan Star reported
that he was maiking about $25.00 per weekly issue -
on ads. and copy sales or a total of $1,300 yearly,
He is buying his own new mimeograph machine,
Sometimes help comes from unexpected sources,
as the enterprising school-teacher editor of the
Sanniquellie Sun diseovered, Hehad struggled along
with an 0ld mimeographed machine found abandoned
in a store rvom, The District Commissioner, learn-

- ing aboat his problems and knowing the good waorl:
the Sun wasperforming, bought a new mimeogrzyau
machine for the school whick was made available
to the editor.

The community newspaper can ke an active
‘stimulant to the local economy and regular adver-
tising increases store sales., Large special ads,
sometimes on coloured paper, published on national
holidays and anniversaries also promote sales,

- News story campaigns over a period of several
issues can be used to boost the local economy. In
this respect the Gbarnga Gbele News set a good
example for other newspapers in the system. The
- News printed several articles about a forthcoming
bazaar to be held by a local women's chavity in
order toraise funds for the construction of a medical
clinic, The bazaar was agreatsuccess, withhigher
attendance and more money donated than had been
expected for which the News receiveda large share
of-the credit, The job was done in the best tradi-
tion of public service journalism and was afterwards

cited by LIS as a good example for other nowe-
papers to follow,

ENTERTAINMENT ASPECTS ENCOURAGED

The average reader seeks entertainment as well
as information in his newspaper. A good balance
between the two in each issue adds a great deal
fo its popularity and increases sales and expands
readership., For these reasons every opportunity
was taken to encourage the entertainment aspects
and the rural Liberian's love of siory telling and
his natural ability to do it well provided a store of
feature material on whichthe editorsdrew heavily,

Each tribal group had its own body of folklore
and legends dating back 2undreds of years which
had been handed down frori story teller i« story
teller, Now this could be preserved in print, For
the most part it consisted of colourfrl anecdotes
involving animals, birds and reptiles which in
addition to being highly entertaining, convey a
moral about truth, honesty and other virtues,

A book of Liberian proverbs was also compiled
and published by LIS for free distribution to each
editor. This provided a ready supply of "fillers"
simply written for easy reading, usually concerned
with animals, ohjects or events knownto the people,
Not only were they entertaining, but they helped
spread the rich and varied national culture,

FEATURE MATERIALS

LIS alsohelped editorsto supplement their straight
news content by distributing prepared feature mate-
rials. These were specially tailored for the needs
of the community newspapers and were sometimes
tied to anniversaries and special events. For "Flag
Day" for instance, a full page article was produced,
giving the history of this celebration.

Abrief experiment was conducted using an elec~
tronic stencil reproducing machine, Identical
stencile of a page of short background articles
concerning events in other African countries were
produced on the electronic scanner. These were
sent to the newspapers, some of which used them,
but it.was decided that the cost of about $2,00 per
stencil was prohibitive exceptin the case of highly
important events. The scanner machine is expen-
sive (about $1,800), although it has the advantage
of reproducing illustrations, in particular line
drawings,

NATIONAL JOURNALISM AWARDS

Owing to the rapid increase in the number of
regional newspapers asizeable corps of new editors
and writers has been built up. Considering that
they are making their first venture into the profes-
sion they are doing well, although they have had no
former training. In order to emphasize to them
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the importance of their positions, raise their journa-
listic standards, upgrade the quality of printing and
underscore the importance of the business aspects
of newspaper publishing, a plan was devised to
present national rural newspaper awards,

Eight prizes were to be given annually to news-
papers which excelled in:

(1} news coverage, (2) feature stories, (3) edi-
torials, (4} printing quality, {5) largest number of
issues, (6)largest advertising, {7)largest circula-
tion, {8) general sxcellence,

A rural newspaper, for the purposes of the
contest, was defined as one publishedten miles or
more from the capital city, and which produced at
least five issues during the year, printed in the
national language.

A committee composed predominantly of journa-
lists would judge the contest after a study of the com-
plete files held at LIS of each newspaper, No news-~
paper, or editor, could receive more than one prize,
s0 as to ensure a wider disiribution of honours.

Most of the awards were to be donated by business
firms although some were to be provided by
interested government agencies and affiliated bodies,
Mimeograph machines, printing supplies and books
on newspaper editing and printing were to be awarded
to the winners, accompanied by a certificate of
merit tc be framed and hung on their oifice walls.

It was planned to run publicity before, during and
after the prize giving so as te focus national attention
on the importance of newspapers in the national deve-
lopment. It washoped that the President would hand
the prizes to the recipients, and during formal
ceremonies he and other senior officials would make
speeches emphasizing the need for a strong code
of ethics among editors.,

The plan for annual, national journalism awards
is still under study and has not been implemented
to date,

THE "RURAL NEWSPAPER NEwWS" -
ADVICE TO THE EDITCRS

Early in the development of the newspaper system
itbecame apparentthat some means was needed of
communicating with all the editors on subjects of
mutual interest and concern. Analysis of individual
newspapers asthey came into LIS revealed nume-
rous minor shortcomings which could be corrected
by a word ofadvice, and on the whole the problems
and opportunities were the same everywhere,
Therefore the LIS began publishing twice monthly
the "Rural Newspaper News" consisting of several
pages of mimecgraphed information of special in-
terest to editors. K provided regular instruction
in improving editorial and printing techniques and
gave a patonthe backtio editors who had used some
publishing method particularly well, thus instruct-
ing others and drawing attention to the technique.
It also provided a way of transmitting special
notices and backgroind datato editors. Newspapers
were advised to keep a permanent file of these
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for constant study and reference.. All in all, it
consisted of a continwing course in journalism and
printing,

CONCLUSIONS

As the result of this full-scale field experiment,
Liberia possesses a nationwide self-supporting
rural newspaper sysiem. There is no reason why
other developing and semi-industrialized nations
cannot initiate similar programmes, Itis stimulat-
ing to think what effect hundreds of these low-cost
newspapers could have on community development
in scores of other nations affecting tens of millions
of rural people,

By printing the local and national news, these
newspapers are both creating and expressing public
opinion, They are educating the communities and
providing a substantial boost to literacy training,
They act as a means of unifying the peuple and
express their ideals and spirit. They provide an
outlet for suggestions for the betterment of rural
life, thus stimulating worth-while activities, They
promote understanding of other communities, and
therefore encourage greater co-operation with
their neighbouring towns. Thevmotivate people to
more and better work.

It is not necessary ifor the small entrepreneur
in his remote inland town to wait and dream of the
day whenhe might have the several thousand dollars
needed to buy conventional printing equipment,
The way is now open to break out of the vicious
circle of low industrialization and low advertising
support which in turn prevenis the would-be
publisher from buying newsprint and hiring more
capable staff., This is not a problem with the
Liberian newspapers,

Of course, caution must be exercised in trans-
planting experimental results across cultures, How-
ever, the desire of peoples of alllevels of develop-
ment to have news oftheir own region isuniformly
strong, The communities themselves take pride
in having their own newspapers for the first time,
and undoubtedly they consider it a mark of pres-
tige. The editor is respected and looked up to by
the people in his region, His office provides a
place of contact, afocal point, a meeting place from
which community projects can be originated and
encouraged, He possesses real and potential power
for social, economie, and pelitical advancement,

It hasbeen saidthatno country has ever modern-
ized without dealing with the basic task of communi-
cation., The establishment of low cost, self-
supporting rural newspapers is one of the most
natural, easiest, and fastest means of doing so.

Itis entirely withinthe capabilities of any nation,
using the resources on hand, to match or even
exceedthe accomplishment of Liberia, and do it in
the course of one year. The speed with which this
can be acecomplished is dependent only on how soon
the small amount of effort is expended to start the
ball rolling,




PART Il

ORGANIZING A RURAL NEWSPAPER PROGRAMME

Ba: zground and suggestions on liow to plan, staff, publish and assist
lo r-cost newspapers in rural communities of developing countries

Wehave seeninthe previous pages the introduction
of an idea and certail. techniques, which resulted
in the establishment o many small newspapers in
Liberia. A strong de¢sire for news, information,
entertainment and corrmunication with neighbouring
areas exists among :ll peoples, especially those
who live in the inierior regions of developing coun-
tries where po newspapers are published. There
may well be hundreds throughout the world who are
seavrching for a way to publish the first small
newspaper in their communities, This booklet is
intended to show how it can be done,

There are anumber of ways of planning establish~
ment of a group of rural newspapers, and they may
all work quite well. Although we are dealing with
-simple basic publishing, a great deal was learned
duringthe Liberian experiment which can be help-
fulto us now. Part I of this booklet will be divided
into two sections: A. how to organize and start the
first newspapers, and B. how to encourage them
during their early periodand assistthem to develop
and mature,

A, PLANNING AND STARTING THE FIRST
NEWSPAPERS

Staff

The newspaper system will probably be initiated
and supported by some government agency. Since
this is a journalistic enterprise, it is appropriate
that the sponsoring agency should be the Ministry
of Information, or its equivalent, However, the
benefiis of the programme lie so predominantly in
the field of adult education and literacy {raining, it
. wouldnot be illogicdl if it came under a Corarnunity
Development Agency,

Whatever the sponsoring agency, it would be an
advantage (although not entirely necessary) if it had
access to graphics and printing facilifies, Although
preparation of art work and printing of newspaper
title headings can be asgigned to commercial houses,
itis preferablethat it be handled by the agency spon-
soring the newspaper project. The same appliesto
radio broadcasting, In Liberia, one of the two radio
stations was affiliated with the Information Service
which made it convenient to arrange slowly-spoken
newscasts,

inasmall countryitis suggested that two men be
asgigned full time to the programme., One should be
an experienced newspaperman and the other a trainee
or someone with communications media experience.

The chief of the project should possess a broad
background of {raining in journalism. This should
include actual experieace in the editorial side - news,
feature and editorial writing, as well a8 a know-
ledge of layocut and llusirations ~ coupled with
experience in the business field (advertiking,
circulation, and simple bookkeeping). Small town
weekly newspaper experience is usually a better
qualification than experience on a big city daily.

Since about one-third or one~fourth of the project
chief's time will be spent travelling in the rurat
regions he should have access to transportation
whenever required. He should be present at the
"birth" of each newspaper and should visit each one
about twice during the first year of publication,

Equipment and supplies

One of the strong points of mirmeo newspapers is
that only inexpensive, small, lightweight equipment
is needed, If is assumed that the publisher will
have a typewriter, stencils, paper, ink, stencil
correction fluid, and a mimeograph machine, He
may not own the latter, but will be able fo borrow
one from an education office, rural government
post, religious mission, or other organization.
This may be found in his own towm, or he may
have to go 25 or 50 miles on the day of printing to
run off the issue,

On his visits, the chief should carry with him
a typewriter {(a heavy portable that can cut stencils
will do)}, a few stencils, a can of ink, a bottle of
correction fluid, one ream of paper, and a stapling
machine with a supply of staples, A second type-
writer is handy when story writing time arrives.
It is also quite possible that one of the smaller
supplies may be missing at the time of printing,
By having extras, a long trip to the nearest
supply centre, probably the capital city, may well
be saved,

If possible, the chief may also wish to take with
him alight-weight, low-cost mimeograph machi:n;
which is the ultimate in simplicity to operate, 1

1/ One such machine of which the author has experi~
enceigthe "Lettergraph”, Model 24, made by
HeyerInc., 18505, Kostner Ave,, Chicago, I11.,
60623, U,S5.A., costs $34.50. A copyofthe original
rotary mimeograph developed by Roneo Litd.,
London, in 1899; weighs about 151bs,, hand fed,
brush-on-ink,simple parts, cando three colour
work, Itusesthe standard 81/2inchhy 11 inch
stencil only,
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This can be used inthe event of a breakdown in the
publisher's machine, and can be demonstrated to
prospective publishers in other towns on the same
trip. Larger, more expensive automatic mimeo-
graph machines can perform better worlc, but they
are more sensitive to severe climates and more
complicated to maintain and repair. The smaller
one referred to here will print clearly and should
give years of good service. Spare parts are in-
expensive and can be replaced by the owner with
little trouble, Newspaper owners are advised to
begin with a machine of this type and then progress
to more sophisticated models,

In regard to low-cost equipment, sponsoring
agencies can perform a serviceto rural editors by
shopping around for the best buys in printing sup-
plies and machines, These vary a good deal in
price and quality. Therefore, it takes an experi-
enced buyerto selectthe types needed, arrange for
special discounts, and advise the rural editors on
how they can obtain them. In Liberia, the news-
papers were sometimes allowedto buythrough the
Information Service at government prices, This
was often quiie helpful to the publishers who
operated on modest budgets,

Governments could also assist fledgling news-
papers by establishing a revolving fund which would
allow new publishers to buy basic equipment and repay
the borrowed money in emall amounts, monthly, as
advertising and other revenues came in, Since a
typewriter and a mimeograph machine suffice to
establish a publisher in business, such a fund need
not be large, For example, $1,500.00 would pur-
chase abouttentypewriters andtenlow costmimeo-
graph machines enough to putten newspapers in
business, ata costof $150.00 each, If each editor
was requiredto repayhis loan atthe rate of $5,00
per month, this would give the Government $50.00
per month, and in three months time $150,00 would
be collected, encugh to set up another editor.

Sometimes, it may be practical for 2 government
to fully subsidize one or more newspapers, This
may be soifthere is aninformation centre or a simi-
lar government project already in operation in the
interior. The Gbarnga Gbele Newsie a casein point.
The equipment was already onhand at the Informa-
tion Service Centre at Gbarnga, and the two employees
assumed the newspaper publishing work as an addi-
tional duty. The News was highly valued by the
Centre, especizlly in view of the comparatively
small amount of time and money neededto publish it
weekly.

Sponsoring agencies may wishtio investigate the
possibilities of purchasing an electronic stencil
duplicator for use, centrally, both by the agency
and by the newspapers. This machine will prepare
a stencil copy of drawings, headlines, type faces,
and even photographs, although the latter are not
altogether satisfactory, The stencil canthen be run
on a mimeograph in the desired number of copies,
Electronic scanners cost about $1,800.00.

As morenewspapers are started and develop their
mimeo printing te a higher standard of quality,
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sponsors may wishto purchase some additional aids
to demonstrate tothem, Tracing pagesby profes-
sional artists provide eye-catching illustrations that
canbe made by anyone, Signature plates and styli
give letter perfect signatures withiransparentletier-
ing guides, large type headlines and display lettering
canbe addedto stencils easily and quickly. Shading
plates give interesting patterns to copy and much

can be done to improve the appearance of mimeo
printing with different coloured inks ard papers.

Planning the first newspaper

It will probably not be difficult to decide where
to start the first rural newspaper, because in all
developing countries there are some heavily popu-~
lated centres in need of one, In these towns there
are often potential publishers who have atone time
or another wished to start a newspaper if only it
were economically and technically possible, The
problem is how to find these people.,

Ifthere is a district government office - for infor-
mation, community development, etc., - suchas, for
instance, the Information Centre in Liberia, the best
choiceis one ofthese, where basic facilities already
exist, Failingthis, and ifno entrepreneurs can be
foundthroughinquiries atthe capital city newspaper
offices and other likely sources, itis suggestedthat
a survey he made covering any known publications in
the interior, and listing all large population centres.
The large industries {mining, agriculture, etc.’,
educational institutes, provincial headquarters,
religious centres andliteracy training offices can
then be approached by letter outlining the idea,
explaining the support desired from the sponsor,
and enclosing a dummy copy or sample of a small
mimeo newspaper.

The "Selling' and publie relations techniques will
need to be used, especially in the first stages, to
getthe plan acrosstothe potential publishers, After
the first two or three newspapers have been started
it will be considerably easier, because copies can
be shown as examples for others to imitate and as
a demonstration of how simple it is to publish this
type of newspaper,

Other sources that should be tapped for the recruit-
ment of entrepreneurs are the conventions, seminars,
and other group meetings which are constantly being
held in capital cities - possibly an assembly of pro-
vincial school principals, a meeting of district
chiefs, or a business convention, Arrangements
should be made through the proper channels to
address these gatherings for thirty minutes or so.
Illustrative materials clearly showing the plan and
how it can bring sccial, economic and political
benefits to the rural regions should accompany the
addresses and will usually bring forth sirong leads
which can be followed to good advantage,

Publishing the first newspaper

When the publisher has been found and after pre-
liminary conversations about his new enterprise,




a name must be chosen for the newspaper, He may
already have made his choice, or he may ask the
project chief to suggest one, Usually the title con-
sists of two words, the first being the name of the
town, and the second a word denoting news. The
question of art work should then be settled. The
publisher may want his own artistto design special
lettering and ornamentation for the title heading
for page one. More probably, however, he will ask
the sponsor because art facilities are rare in the
interior and this service is one which should if
possible be offered free.

To help get the paper off to a good start the
sponsor should arrange for offset printing of some
5,000 to 10,000 copies of the title heading at no
cost to the publisher in a colour of the publisher's
choice. The photo offset negative and original ant
work are then filed for use when another supply of
headings is needed. The importance of free art
work and free title heading printing by the sponsor
cannot be too strongly emphasized for nothing
brightens the newspaper or lends it a professional
appearance morethan a well-designed colouredtitie
at the top of page one. The publisher, of course,
can be expected to pay for the paper stock on which
it is printed, about $1,50 per ream of 500 sheets,
If an electronic stencil copier is available, it is
poseible to copy the art work on to a stencil and
then mimeograph the title heading. This canbe done
in colour too, with alittle extratrouble. For print-
ing 5,000 or more copies the photo offset method
is more practical, and if the sponsoring agency has
this printing equipment, as wastheé case in Liheria,
all the better. Ctherwise, a commercial firm can
be used.

The question of language for the paper is im-
portant, and should be discussed with education
and community development officials. Generally,
the newspaper should be printed in the predominant
language of the community, but account must be
taken of the language being used for local literacy
teaching, andthelanguage in which radio news and
supporting material is produced by the sponsoring
agency.

Whenthe preliminaries are completed, and pub-
lication day arrives for Volume One, issue One -
the project chief comes to the town prepared to
assist in gathering, writing and printing the news.
He may bring his assistant with him both to learn

and to help with basic duties. It is strongly sug-'

gested that the first issue be restrictedtotwo pages,
or to a maximum of three. In this way a small,
well-rounded issue {a little national along withlecal
news, a social item, sports story, short editorial,
and two or three ads) can be produced in one day.
Anissue ofthis size makesthe entire operationless
complex for the publisher {who is probably also the
edifor) and at the same time stregses variety of
conteni and demonstrates how a profit canbe made,
The mimeograph printing operation can also be
performed more speedily when there are not too
many complications.

Early on the day of the first issue the chief may

want to jot down one or two short news items
of national interest from the radio broadcasi. He
might prepare in advance atwo or three-paragraph
editorial sample dealing with a subject such as
cleanliness for health, For the top of page one
a brief announcement should be drawn up along the
following lines: ''this is the first issue of the

News, a newspaper which will be devoted
to the progress of the community, ete,', it willbe
published weekly; newsitems are welecomed from
everyone; its staif is composed of the following
people.......... .,

The chief should assist the editor in gathering
news items by making calls on town governing
officials {be sure to mention them by name in
stories connected with their duties), schools, clinics,
police, religious groups and other newsleads, Items
from a wide varietyof sources, including the sports
world and society, are recommended in order to
broaden the readership interest, Two or three
stores or businesses should be approached to run
advertisements at the rate of fifty cents to one
dollar per ad per issue, for a one-column adver-
tisement 1-1/2 inches deep. Ads are highiy im-
portant, both as a source of income and hecause
of the professional appearance they give a news-~
paper and the service they render to readers,

News gathering and writingof some of the stories
should not take more than half of the first day.
Articles should be only iwo to three paragraphs in
lengit., vach with its own one-line head. The second
half of the day can be spent in completing the writ-
ing, cutting the stencils, and printing and stapling,
say 300 copies. Several days in advance the ad-
viser should check that all printing supplies are on
hand and that the mimeeograph machine is in good
working order.

Inlaying outthe newspaper, it is suggested that
(after the announcement) the firstnews stories deal
with local subjects, with the one or two national
items, probably on page iwo. For the latter, "date-
lines" showing the name of the city and date should
be ncluded, Local items need no datelines, There
should be two columns, and when more experience
is gained by the staff they can go into a three-
column format with "justified" typing (i.e., each
line being uniform in width, with all letters lining
up on the right hand, as well ag the left hand side}.

The editor may never have written a news story
in hislife, but if he has had a high school education
or even eight or nine years of schooling, he should
be abletolearn very quickly to do the type of short
news items his newspaper requires, He should be
trained to coverthe points who, when, where, why,
and how in each story, and encouraged to feel that
with the experience he will pick up in time his new
enterprise will progress, I must be remembered
that his readers are not accustomed to newspapers
and will noi be vcry critical. The two will mature
together, each helping the other, '

On page two, it is suggested that a short edi-
torial be placed at the top of the right hand column.
Its tone and content will establish an impression of
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responsibility and public service, The advertise-
ments shouldhave aborder onall four sidesto dis-~
tinguish them from the news copy. In the bottom
left hand corner the "masthead" might be placed.
This givesthe names of the editor and members of
his staff. Itis a nice prestige device, appreciated
by the staff members. Because ofthe small size of
the newspaper, however, it is suggested that the
masthead be run only about once a month., A social
item dealing with women's affairs and mentioning
several names should be included in each issue if
possible, There will not be enough room in a two-
page issuetoinclude a feature story, but if it goes
te three pages one could be used for light enter-
tainment purposes. Features should not be long,
one columnn orless, They are excellent forliteracy
training and should be writien with this in mind.
The entire content of the newspaper should consist
of short words, short sentences, short paragraphs,
making short articles.

An arbitrary number of 300 bas been suggested
for the first press run. This should, of course,
be adjusted to the requirements of the population
of the area and the distribution desired., [t is wise
to print the first issue in about double the number
estimated as the normal requirement so as to pub-
blicize the birth of the newspaper, The first issue
might be distributed free in order to reach a larger
public, Futureissues, dependingon size and popu-
larity, could be priced at the equivalent of one,
two, or three cents per copy. At least fifty copies
should be taken back to the capital city by the
adviser to be sent to the city newspapers, radio
stations, libraries and the appropriate government
offices, and kept for filing. A good supply should
be kept in reserve 2s examples which can be used
to encourage future publishers in other towns to
start newspapers. The editor will also need about
25 copies totake care of future requests. Distribu-
ticn should be made to the leading local government
officials, to all the news sources cited above, and
to stores and businesses and a fair supply should
be sent to the neighbouring towns and villages, A
distribution Yist showing numbers of copies to be
sent should be drawn up and will form the basis of
a future subscription list, The adviser assists in
preparing this and should keep a copy of the list,

Although the amount of money involved is very
smail at first, the publishes should be Lmpressed
in the beginning with the importance of keeping a
record of income and expenditures, This need not
be eomplicated, but the books should show date of
transaction, description, and amount {debit or cre-
dit), Evenifthe newspaper is publighed by a rural
office subsidized by a national government agency,
it is still advisable to accept advertising and
subsecription money and to be self-support..¢, The
final objective in a case of this kind should be io turn
the business over eventually to alocal entrepreneur
to be run as a private business enterprise,

Finally, the sponsor should leave a check list
of reminders concerning the main steps to be taken
in order to publisk and distribute the first issue
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successfully, These points may seem elementary
and obvious, butthey are all essential for the print-
ing of a well-rounded rural newspaper and certain
details may be forgotten. The reminder should
include mention of keeping a good level of printing
supplies and placing orders at least a month in
advance,

Summary

Basic as this type of newspaper publishing may
seem {o the experienced journalist, still it repre-
sents a very long and complicated effort for the
beginner, Therefore, he should not be pushed to
underiake ioo heavy a schedule or to produce large
issues in the early stages. One should not be too
critical of his mistakes, but rather quick to applaud
his good points and successes. He should be
patiently instructed by a variety of means which
will be outlined in the following seection.

B. HELPING THE NEWSPAPERS TO GROW
AND PROSPER

Once three or four rural newspapers are already
being published and perhaps several more are en-

visaged, the sponsoring agency should assist these
newbcrn community enterprises, notonlyin order
to stimulate their growth, but also because of the
potential benefits they can b—ing to the government
and the nation as a whole,

"How to Publish a Low-Cost Rural Newspaper' Guide

Part IIl of this booklet: "How to Publish a Mimeo-
graphed Newspzaper - Hints on Writing, Editing,
Printing and Distributing a Rural Newspaper'', has
heen prepared for the express purpose of helping
the beginner. It contains detailed information on
planning, forming the staff, gathering the news,
writing the news, editing, and printing, It consti-
tutes a short practical course in journalism and,
with close study, 2 high school graduate {or even
someone withless schooling) can learn from it the
essentials of publishing a newspaper.

It is suggested thatthe sponsoring agency revise
the contents of Part III, to adapt it to local con-
diilons and pubiish ii in pamphiet form, it can
be issued quickly in mimeographed form, or Illus-
trated and printed by offset press with a neat,
colourful cover,

"Rural Newspaper News -~ Information to the Editors"

When copies of the newspapers begin to come in
regularly to the sponsoring agency, they should
be carefully studied for their general journalistic
and commercial quality, The experienced reviewer
will always note one or more ways in which im-
provement can be made and in many cases will alsao
remark how certain difficulties have been handled
in a better than average way, These good and bad




points being of common interest to every editor,
it may be decided as in the Liberian project, to
publish a "Rural Newspaper News - Information
to the Editors”, thus providing, once or twice
moenthly, a "feedback" in which news coverage,
financial affairs, printing methods, and items
tending to encourage esprit de corps are dis-
cussed,

The "News" is an excellent medium for remind-
ing and emphasizing and also for getting across
new ideas, In fact, it will often be necessary to
publish "reminders" of "reminders" as the same
mistakes appear more than once. It is important
to impress upon the editors the value of keeping a
permanent and convenient file of the "News" to
which all staff members can refer frequently, for
it amounts to a small, continuing course in news-
paper publishing.

Republication of news

Reprinting and broadeasting of rural news in the
capital city not only provides a valued national
service but it has an important effect on the staff
of the rural newspapers and the people in rural
communities who are pleased at this wide recog-
nition of their newspaper and their town and its
affairg, They are interested too in hearing of
the progress and problems of neighbouring re-
glons as quoted on the radio and in the press of
the capital,

Early steps should therefore be taken to get
rural news to the city media by sending copies of
the newspapers directly to the media, or selecting
and condensing items to be forwarded two or three
times weekly.

Correspondence with editors

Special emphasis was placed in the Liberian project
on exchange of ~orrespondence as ameans of advis-
ing the local editors and stimulating their efforts,
By developing a close personal working relation-
ship with publishers and editors, the adviser of the
spoasoring agency can help solve or even foresee
problems. This teamwork begins with his parti-
cipation in the publcation of the first one or two
issues and from that stage onward he ie considered
a friend and guide,

He should take the time to review in detail the
first three or four issues of a new publication and
point out ways of improvement in his correspond-
ence with the publisher. While doing so, he should
make note of points which may be of interest and
guidance to other newspapers and should file them
aside for publication in the next issue of the "Rural
Newspaper News" (or whatever medium he has for
reaching all the publishers}. By checking copies
of each issue of every newspaper, the adviser will
know if one of them misses an issue, If this hap-
pens, he should write and inquire what the problem
is, probably finding that it can be solved by a little
advice or some small support and assistance,

. Training abroad for rural journalists

Rural weekly newspapers in industrialized nations
have progressed to ahigh professional standard. They
have had many decades of experience, However, their
basic concepts and goals are identical withthose of
the rural areas in the most underdeveloped nation,
Because ofthis similarity, it maybe useful for one
ortwo ofthe best editors, after considerable prac-
tical experience and some local training, to be given
the opportunity to study abroad on a small town
weeklly, selecied because of its general journalistic
and commercial soundness. Certainly it would be
valuable if the sponsoring agency could train one of
its own staffinthis way. An employee with some
newspaper or journalism experience who studies
small town newspapers abroad could make a valuable
contribution in organizing, developing and upgrading
the rural newspaper system.

It is suggested that training abroad be developed
along the following lines;

1. News gathering and news writing - how the com-
munity newspaper searches for constructive news
which aids social, economic and political growth,

2, Writing of editorials and how to fin: suitable
subjects - The interpretation of news and related
information in editorials which clarify important
civic issues and point the way to constructive
community action,

3. Study of the administrative, editorial, and
business office structure of a small town weekly,

4, Experience in the society, sports, obituary
and similar departments which add to a newspaper's
popularity and usefulness - Conducting interviews
and writing stories of these types. Studying their
value and use,

5, The conduct of civic campaigns (clean-up
drives, fire prevention, voting) should be studied -
How to combine the use of news, editorials, adver-
tising, and special issues in sustained campaigns
lasting over a period of weeks or months,

6, The production and use of special issues (na~-
tional holidays, festivals, religious anniversaries,
and other special events) - How they bring extra ad-
vertising revenues and provide a public service.

7. Circulation and unit sales -~ Methods of keeping
records of subscribers, their addresses and pay-
ments, Ways of increasing sales,

8, Technigues of advertising promotion and copy-~
writing, use of graphics, and planning of displays -
Study special advertising projects, How to collect
ads and keep records,

9. Business operations - Basic bookkeeping
technigues,

10, Study, and on-the-job training at one of the manu-
facturers of mimeograph equipment - The use of
multicolours and multicolumnes, illustrations, special
effects, make-up, and maintenance of equipment,

Inspection visits

At least once or twice the {irst year, the adviscr
should try to visit each newspaper. Particularly
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during the first year of publishing when so much
hastobelearned, personal advice may be of great
importance. The adviser should travel frequently
and should have ready access to all the necessary
transport.

Journalism awards

One of the most forceful methods of attracting
national attention and encouraging the publishers, is
to conduct an annugl awards contest, as described
in Part I,

Well-planned advanced publicity can draw atten-
tion to the need for high ethical standards in the
profession of jourmalism, Formal ceremonies
at prize-giving time can feature speeches by high
officials drawing attention to the value of rural
newspapers in national development, Awards in
a wide variety of categories, including printing
quality, will help to spread interest in the contest
and encourage higher standards of produc:iion.

Seminars

Aone-week seminar conducted yearly and attended
by one ortwo representatives from each newspaper
would be ancther effective way of training the new
editorial and printing staffs, This would be espe-
cially helpful if held during the first year or two
of the project,

A seminar would afford the opportunityto review
the various aspects of production; objectives and
responsibilities, planning, s .fing, equipping, news
gathering, news writing, editing, distribution and
printing,

One of the benefits of the seminar, in addition
to teaching journalism and printing, would be to
bring together the newspaper people who have been
operating independently in widely scattered areas
inthe interior. They could compare their publish-
ing problems and successes and discuss many
subjects of mutual interest, Finally, the seminar
would serve all the functions of an evaluaiion

conference which iz g0 important in any new pro-

gramme oT project,

Model printing demonstrations and training

The spomnsoring agency will undoubtedly have a
mimeograph section which performs high grade
reproduction work, With a small amount of extra
equipment and training, a model priating operation
could be set up to train operators sent for short
periods from their newspapers, They could learn
to prepare illustrations, justify type, use column
rules, print in two or three colours, make large
decorative lettering for headlines, use styli for
special line work, prepare boxed advertising, print
on coloured papers, Instruction might also be given
in the care of equipment and the making of minor
repairs and adjustments,

R maybe six months or ayear before publishers
will wish to attempt the more advanced methods of
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mimeo printing but some of the more enterprising
may have the ambition and capabitity to start ear-
lier, They should be encouraged to progress as
quickly as they like for as they improve the quality
of printing they will sell more newspapers and
attract more advertising, Then, with added in-
come and printing experience at the mimeograph
level, they can graduate after a shorter time into
the more expensive and complicated photo offset
process.

Technical books

There are several basic books which would be of
value to the staffof each newspaper, If these can-
not be purchased, the sponsoring agency may wish
to contribute them on a slow repayment plan, or as
agift. The publications are: dictionary, thesaurus
{a compilstion of word variations which suggests
different words with the same meaning), Modern
News Reporting, 3rd ed., by Warren, Harper &
Bros., N.Y, City, $5.50; The Active Newsroom,
a manual published by The International Press
Institnte, Zurich, Switzerland; Techniques of
Mimeographing, and How to Plan and Publish a
Mimeographed Newspapar.1/

These books are hasic ones that cover the low
cost publishing field fairly well. It is hoped,
however, that the newspaper staff will accumulate
other technical books of this type, including some
on advertising and editing,

Cartoons and comic sirips

As has heen stated in another Unesco publica-
tion, 2/ "The use of comic strips to proemote social
progress in such fields as hygiene, farming,
gardening, household crafts and civics should be
encouraged with the aid of goviernments and inter-
ested international organizations. These strips
could be reproduced by newspapers on payment of
an established fee."

The mimeo printing process lends itself very
well to reproduction of carfoons and comic strips
in the form of simple line drawings and even the
more complicated half-tones can be reproduced with
electronic scanners which are capable of copying
images on to stencilg, If the sponsoring agency
has such equipment, it can produce for each news-
paper in the country a stencil copy of a cartoon
strip designed to promote a high priority
government project. The stencils are sent to the
newspapers io be printed ontheir own mimeograph
machines,

1/ These last two booklets are published by the
A.B, Dick Co,, Chicago, U.5.A,, mamfac-
turers of mimeograph equipment. They may
be obtained by writing the company,

2/ Developing Information Media, In Africa,
Unesco, 1962. p. 20 {(RPMC/37),




News and information releases

Local news will make up the main content of the news-
papers, but this can be effectively supplemented

by information and national news releases from the

government, This serves two purposes - first, it

provides a rural outlet for the printing of national
news, thus helping to unify the couniry and broaden
the outlook of locally oriented people; and second,
it provides editors with a regular supply of general

news to help fill out their columns,

Government press relegses can be sent to each
of the editors, but these should be reviewed to ex-
clude those which are ofne interestto rural readers,
either because of content or wrong timing, I pos-
sible, lengthy releases should be rewritien to suit
the format of the small newspapers, A rural news-
paper system of some 2( or 30 newspapers canbe an
extremely valuable outlet for government informa-
tion of all kinds - on health, agriculture, education
and public works, For articles of particularimpori-
ance, it is suggested that a printed, eye-catching,
red slip marked "Special to Editors" be attached,
with an additional explanation that this is a public
service storya dit would be appreciated if editors
would make a place for it in an early issue.

Publicity

The opportunity should be taken frequently to publi-
cizethe newspapers, their service to their commu-
nities, their educational value, theirlow cost and
simple production, and the prestige and profit they
canbringtothe owners. This will encourage other
communities to starttheir own. This publicity can

be conducted throughthe capital city press and radio
stations, using stories about the progress of the
developing newspaper system and its contribution to
national progress, A large display board with a
relief map of the country, showing examples of the
newspapers and where they are published, is another
effective wayto publicize them. If placedinthe spon-
soring agency's receptionlobby, this will a'so en-
courage other government departments to use the
newspapers for educational purposes, Publicity is

a good morale booster too for the hardworking news-
paper staff members who appreciate this recognition.
Creditlines, for example, should always be given
tothe newspapers when their materials are reprinted
in the city press or broadcast over the radio.

Summary

When a number of newspapers are established finan~
cially, and publishing regularly, the first steps have
been taken toward the development of a more profes-
sional rural press, Ratherthan wait decades until
expensive printing equipment can be afforded, these
intervening years can be used to provide practical
experience for scores of editors and reports onlow-
cost newspapers where they can apply the basic
science of good journalism,

These newspapers, although smallto start with,
are economic enterprises intheir own right. They
add a whole new gegment to the business community.
While striving for the welfare and advancement of
the community, they will at the same time depend
on the community for their existence. The news-
paper belongs to its community, and the community
should give it constant support.

18



PART I11

HOW TO PUBLISH A LOW-COST COMMUNITY NEWSPAPER

This section can be extracted, edited for local
needs, reproduced, and distributed by the sponsor-
ing agency to the staff members of the rural news-
papers. Itis a simple manual for the use of pub-
lishers, editors, reporters, and mimeo printers
who have little professional experience.

HOW TOC PUBLISH A MIMEOGRAPHED
NEWSPAPER

Some hints on writing, editing, printing and
distributing a rural newspaper

The purpose of this chapter is to offer the man or
woman who wants to start a newspaper the basic

information needed to form a staff, prepare the
news, and print it at very low cost, It is assumed
that the person concerned has never had newspaper
experience or schooling in journalism,

Many would-be publishers have never made a
start because they thought that it was necessary to
have large, expensive, complicated printing ma-
chinery, This is not true, The news is just the
same, howeveritis printed, Ifyou do not have the
money to pay a large staff to run a large printing
press, you can merely take the saine news, arrange
jt in newspaper style, and print it with a very low
cost mimeograph machine, Any adult with a few
hours training can learn to run the mimeograph,
As he gains experience he can perfect his work
and make it look more professional.

Plans and preparations

To begin with, it willbe necessary to select a small
staff, obtain equipment either by purchase orloan,
buy supplies, arrange distribution, decide on the
format {what the newspaperiooksiike, two or three
columng, ete.), and choose a name,

There are two types of community newspaper:;
(1) the business enterprice, where a commereial
entrepreneur collects advertising and sells sub-
scriptions for the purpose of publishing a newspaper
which will make a profitforhim; (2) an institutional
newspaper, that is, a publication supported by a
large school, religious group, information service,

mining or agricultural company for example. They
are both alike, however, from the journalistic
point of view. They coverthe news of the town and
reeion, and they may both accept paid advertising.
The main difference between the two is that if the
business enterprise does not make money it will
no doubt have to cease publication, Whereas the
institutional newspaper will probably have voluntary
unpaid staff, and equipment and supplies may be
available without direct cost to the publication,

1, Staff, The size of your newspaper and how
often it is published will decide what kind of staff
you will need. An editor/publisher, giving his full
time to the work, should be able to publish a two-
page newspaper two or three times weekly. This
would be a commercial newspaper, and he would
have to write the copy, pet the advertising, print
the paper, and see to ils distribution, He would
need help for the distribution {circulation} werk -
more, of course, if he printed a two-page news-
paper three times a week, than if he published
a gix-page issue once a week. Later on he might
be able to take on a reporter to assist him,

On the institutional newspaper the work will pro-
bably be spreadout with a number of people helping
parttime, This would require an editor, reporter,
business manager (for advertising, bookkeeping), a
circulation manager, and a mimeograph operator.

In the case of a newspaper run by a rural informa-
tion centre, for example, atwo-man stalf with some
newspaper experience having some additional duties
as well should be able topublish a six-page mimeo
newspaper weekly without other assistance,

“"Correspondents’ are people who can send you
news, or ideas and facts for news stories, but are
not considered regular members of the staff. They
may be paid or unpaid. Itie helpful to name a cor-
respondent in each nearby village, large business
or organization who can send you a small bui regu-
lar flow of infermation. These people will probably
notbe ableto write a news stery, but they can give
youfacts such ag names, times, places, and hap~
penings which the editor can put into news form,
Another reason for having correspondents is that
one day you may wish to call on them in a hurry
to help you on a story in their area,
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2. Name. The name of your newspaper should
be brief but descriptive of its mission. It is best
for the first woid to be the name of the town where
it is published and where it distributes the greater
part of its circulation, You may want to include a
local dialect word for news, even if it is printed in
another language. For example, the Zorzor Weekly
Kelai is printed in English, but the word "Kelai" is
the word for "message” inthe Lomalanguage. This
gives a little colour to the title, It is not always
advisable to put the word "weekly" or "daily" .in
the title because you may want to change the
frequency of your publication,

3. Whento publish. Unless youhave had news~
paper experience before, it is best not to publish
tao large an issue the first time,.,or to publish
it too often and have to go back io a less frequent
publication. It is better to start slowly and increase
the number of pages and issues as you and your
staff pain experience, This is a matter of how
large a staff you have. It is not a question of how
much news is available. There is always plenty
of that about if you are prepared to search for it.

For the institutional newspaper, it is suggested
that the first issues should be about four pages
weekly. Ifthe town it serves is large {over 5,000}
and you have a big enough staff, you may want to
publish a larger newspaper.

For the commercial newspaper, the size andire-
quency must be within the capabilities of the paid
staff. Forbusiness reasons, it is probably best to
publish frequent small issues instead of a few big
issues. This will let you print more advertising by
the game advertiser and thus increase your income,
Whatever frequency of publication is chesen, it is
important for your nswspaper to appear regularly
at the exactdate on whichit is scheduled. It gives
a bad impression if the newspaper is late, or if it
does not come out as often as the public expects,

If you decide on a weekly, you must choose the

THE SIMPLE MIMEOGRAPH

dayofthe week on whichyou will publish. In choos-
ing this day, you must know when you can finish
collecting news, writing, printing and distributing
it. Many editors of weeklies publish on Friday,
This is because the news happenings of the week
can be printed and reviewed. Storekeepers like to
advertise on Friday because people often do most
of their buying on Saturdays. Some publishers
choose Monday as a publication date, This gives
a chance for the editorto review the important news
that usually happens on weekends. However,
Friday is usually considered the best day. If you
publish twice weekly, Mondays and Fridays may
be the best days. Publishing days may be deter-
mined by mails or other methods of distributing
your paper to outlying places,

4. Equipment, A mimeograph machine and an
ordinary typewriter are all the printing equipment
needed, This has the double advantage of being a
very inexpensive and rapid way of printing. If you
are printinga weekly four-page newspaper in about
500 copies it should not take more than 1-1/2 to
2 hoursto print. Since these few hours each week
come to such a small amount of machine time, it
may be best to borrow or pay for the use of some-
one else’s mimeo machine,

1f you decide to purchase your own machine, it
is suggestedthat you geta simple, hand-operated,
non-automatic one, This type will cost less and
will be easierto operate and keep in repair, Humid,
tropical climates and hot, dusty ones are very
hard on all types of automatic equipment, In these
countries it is also difficult to have repairs made
onfine equipment. Ifthe machine is one of simple
construction, it will be much easierto make minor
repairs. This kind may cost as little as $34,50.%
The more expensive ones cost as high as $800.00.

# Prices mentioned in this chkapter are those
current in U,S5,A,

This machine is similar to the first model constructed about 70 years ago. A cloth pad on the cylinder is soaked with
ink and the stencil placed over this. Paper is fed by the left hand and passes between the cylinder and rubber roller as
the crank is wurned by the right hand. The printed copies fall out on the right, Being simply constructed, there are few
working parts ro get out of order. When something goes wrong, it is easy to see what the trouble is, and it can usually
be corrected by the operator. This ane is the "Lettergraph® made by Heyer, Inc., Chicago.
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Because of their simplicity, the cheaper machines
are also the easjest on which to print two or three
colours, This is due {o the fact that only the ink
pad needs tobe changedin goingfrom one colour to
another, The drum does not need to be changed.
In the larger machines the c¢leaning is more diffi-
cult and the drums will probably have to be changed,
Replacement items for the low-cost machine are
cheap. For example, the ink pad is only 50 cents,
Another advantage is that the small, hand fed
machine will uselighter weight paper. The larger
machines need a heavier, more expensive type of
paper andinbumid climates, frequently do not feed
well through the automatic devices,

Another type of low-cost printing machine is
the so-called "spirit" duplicator, These are not
recommended here because they cannot reproduce
as many copies per stencil as the mimeograph, and
the inks beginto fade sooner, This is immportant o
rernember, because your newspaper will be used
for many years in the future in the files of libraries
and government offices,

A small radio wowld be useful to receive the
national and international news for reprint in your
newspaper, An inexpensive battery-poweredtiran-
sistor set will serve your purpose,

Although not absolutely necessary, it is helpful
to have a tape recorder so that you can record the
radio news; you can then play it back later and
write it down on paper. Sometimes the radio news
is read rather fast, but a tape recording allows
you to play it back over and over until you have it
exactly right., Small, battery-powered recorders
can be bought for as little as $75,00

5, Supplies, The only supplies needed are
paper, stencils, ink, stapling device, and correc-
tion fluid. If you have a hand fed machine the
16-pound mimeograph paper can be used, This
costs about $1.50 per ream (500 sheets in a ream]),
The 20-pound paper is heavier and a better grade
which holds its shape well in humid weather., It
costs about $2.00 per ream., § you wish-te print

on both sides of the paper, the heavier paper would

be better, However, if you get a grade of light-
weight paper which is opaque (very white and can-
not be seen through) you can print on both sides of
this, Coloured paper may bé bought forafew cents
more per ream. This ,_oémes in pale shades of
pink, green, blue ang-fyellow and may be used on
special occasions,

The stencil i the special paper on which you
type or draw pictures for reproduction. They cost
about $3.08 per quire of 24 sheets (12¢ a sheet).
Ink is ut $2.50 per can, staplers $3.50, and
correction fluid 50¢ per bottle. Coloured inks cost
a litlle more than black ink. o

6, Cost of printing, The costof paper and sten-
cils for atwo-sheet newspaper{{our pages if printed
on both sides)in 300 copies is about $2,64. This'is
figured on the basis of two stencils at 12¢ each and
600 sheets of paper {$2,00 per ream of 500), If the
newspaper is published weekly, the costof supplies
per year would be 52 times $2.64 which equals
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$137.28, Twice weekly would amount to $274,56
each year, and so on.

The cost of labour is not included here, though
it is important for the commercial publisher to
estimate it very closely, Labour costs vary a
great deal, of course, and the new publisher must
work out his expenses here in relation to his own
needs,

7. Income from ads and subscriptions, Keeping
in mind that the annual cost of a twg-sheet weekly
nawspaper is about $137.28, we can compare this
figure with a rough estimate of what the income
might be from sales and advertising, If the news-
paper sellsfor 2¢ per copy andthere are 300 copies
sold, this would total $6.00 per week, Therefore,
52 times $6.00 equals $312.00 per year for copy
sales, Next, we can estimate there might be an
average of four small ads in each issue; at $1.00
per ad, this would be $4.,00 per week, and 52 times
$4,00 comes to $208.00 each year, Thus we see
that $208.00 for ads and $312.00 for sales make
a total income of $520.00, If we take the cost of
supplies ($137, 28) from the Lotal income {$520.00)
we get an estimated 2=nmal return for labour and
profit of $382,72,

The above represents a rough idea only of what
mightbe expected. This is based on the experience
of other newspapers of this same type. Some of
these have run as many as 15 ads in one issue.
Angther, afier beingin business a shorttime, was
earning about $25,00 perissue from ads and sales,

A business manager will be necessaryon either
a commercial newspaper or an institutional one, If
the publisher/editor of the commercial newspaper
is a good business man he may want to do all the
advertising and sales work himself, In which case,
if he has a weekly of six or eight pages, he would
probably have to turn over sorme of the editing
work to someone else,

8. Distribution. How tn get your newspaper
into the hands of the reader is a matter that should
be discussed ano planned at an early stage. After
all, this is the final object of publishing, We can
call this "distribution"”, or "circulation” which is
the word the big newspapers use, The newspaper
must be distributed quickly, while the news is still
news, Therefore, at your firset planning meeting,
draw upa circulationlist, Thislist will always be
changing as you add names and places, and as you
take off others,

Another reason for planfiing distribution early
is that you need to know how many copies te print,
You should not guess atthis. If you print too many
you wasgte paper. On the other hand, you do not
want to print too few and then have to printmore, or
worse, not have enough to go round all the people
who should get them. For the first two or three
issues, you will want to print about twice as many
copies as the number planned for regulardistribu-
tion, For example, print 600 if your distribution
list is about 300. This is because you will have
many requests that you did not expect, Also, you
want to distribute them as widely as possible to let




.everyone know ahout the new newspaper, This will
bring you more subscriptions, It will also bring
you more news to print, It is a good idea to give
free copies to many people, offices and organiza-
tions who you think may wish to subscribe later on
a regular basis, Also, givethem to the stores and
shops who may want to advertise,

If yon have been helped in starting your news-
paper by some government agency in the capital
city, be sureto sendthem about ten copies of each
issue, The agency should send them to the radio
stations and daily newspapers which will give the
name of your newspaper asthe source of the news,
This wili bring national recognition to yeour town
and paper, Later on, you may want to make some
arrangement to sell your news to the radio stations
and city dailies, The agency will also want to send
copies of your newspaper to other places like the
libraries, bulletin boards, high government officials,
and public information people. If no agency in the
capital is associated with your newspaper, it would
be a good idea to send copies directly to the radie
stations, newspapers, libraries and information
services,. Your newspaper is writing the history of
your part of the nation, therefore, if copies of each
issue go to the libraries your paper can be kept
there as a permanent record,

" Hthere are other newspaperslike yours intowns
within about 100 miles around, it would be wise to
place them on your distribution list, Ask them to
send youtheir newspapertoo. This is usually done
without cost to either publisher, Your readers

want to know the important news from the region

" around them, andyou can reprint some of the items

from the other newspapers. They, in turn, will

print some of your news,

Be sure to keep three or four permanent files
“with a copy of each issue, Az soon as they are
printed, put them in a file where they cannot be
taken out. You and your staff will want to look back
many times to see what you have published, Itisa
good idea to savefive toten per cent (151030 copies
of a 300-copy issue} of each issue because you will
always have requesi= and other needs for them,
In fact you may have need for them several months
and even years afterwards. It is very easy to run
off a few extra copies for this purpose at the time,
and you will always be glad that you did.

Institutional newspapers especially, will want
to exchange copies with like institutions around the
comtry. For example, the publisher of a news-
paper for a vocational school will wantto send coples
to other interested schools. Or a paper published
by an agricultural organization will find many inter-
ested readers at similar agricultural groups and
agencies throughout the nation, This will attract
news, advertising and subseriptions.

When drawingup the distributionlist of your first
issue, keep in mind the following: (a) provincial
and town leaders; {b) officials of nearby towns and
vi]lages, {c) edncation officials; (d) agricultural
groups; (e) hospitals, clinics, health organizations,
doctors and nurses; (f} schools and their teachers;

(g) libraries; (h) military units; {i} police stations;
{j} public markets {paste or tack on walls and dis-
play boards for the most people to see); (k) religious
missions and their leaders: (1) large commercial
firms (mining,’ agricultural plantations, etc.);
{m} information centres; {n)clubs and youth groups,
and {o) stores and shops. Do not forget to make
changes in thelist promptly and keepitupto date,

Gathering the news

Finding and gathering the news, accordingto many
editors, takes three-fourths of your time, and the
other fourth is taken up in writing the story from
the infermation that is gathered. It is therefore
necessary to have a good system for getting the
news. The editor is responsible for finding the
news and preparing it for publication. There are
seversl ways of doing this, and there are several
places to go to find the news. Here are some
suggestions to consider:

1. Reporters, The editor/publisher of a news-
paper of six to eight pages published weekly should
be able to acsemble the news and write it himself,
{as well as undertake the other publishing activities).
In the case of the institutional newspaper where
several part-time helpers are available, itis a good
idea to name two or three "reporters”, Heporting
has been described as gathering information of
interest to other people, and writing it down cor-
rectly in a way which makes them understand and
remember it, This is the work of getting the news
for the newspaper.

What makes a good reporter? He must have
a good school education, preferably a high school
one. He should have some of these qualifications:

{a) An inquiring mind. A good reporter should
seek all the facts about the story he is geoing to
write. He must ask many questions and know the
full story of what is happening and why.

{b} Know what is news. He must know what his
readers want to read and need to learn. '

{c)} Tell a story. He should knowhow to put bits
of information together and make them tell a clear
story. His facts must be arranged in the right
order,

{d} Be wellinformed, He should knowthe town,
the people, and the area where he is working, He
should be a man {or a woman) who knows people in
many kinds of work (town officials, clinics, schools,
shops, etc.) and likes to talk with them.

{e)} Desire for truth, He should check what is
told him and be sure that what he writes is based
onfact, By orintingthe truth he will stop rumours.,

{f) Want to work, The reporter mustnot belazy,
He must be ready to work at odd hours and on holidays,
A bignews event may happen at night and he must be
ready to go for the information., He may have to
spend off-days and holidays on special stories,

After alittle experience, the reporter will know
where to gotofindhisnews. The editor cantell him
certain places tovisit each week, Theresis always
plenty of news wherever there are people. The reporter
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must go out and look for it, ask questions, bring
the information back and write the story.

Reporters can be given specialtypes of work to
do. The editor can name one sports reporter to
cover news about games, He can name another to
write about the work of local government officials,
He could have another reporter to do the stories
about agriculture, health and road building., A
reporter should learn to type his story but clear
handwritten copy should be acceptable,

Dor't forget that reporters, and editors too,
must "dig" for most of the stories they get. You
cannot publish a notice asking for news and expect
it to come to you, Itis a good idea to invite the
people to bring in interesting items, but this does
not take the place of a reporter going out and really
"digging" the news out of the source.

2. Correspondents, As wehave said, a corres-
pondent is a king of reporter who lives in another
town or distant village. Itis a good idea to name
a correspondent in each of the villagesinyour area.
They may not be able to write well, but if you tell
them what kind of news you want they can send in
the information and you, the editor/publisher, or
a reporter can write it into news story form.

The editor/publisher must keep in close touch
with his correspondents and remind them to sendin
the news, If possible, he should pay them some-
thing either for each story or by the month, Or, he
can encourage them by putting their names in the
stories as being the source of the news., For
example, such a story can begin by stating, "Accord-
ing to cur correspondent Mr. John Brown in Gello
village, there was a bad automobile accident there
last week.,." The correspondent may be able to
uge the telephone of some police station in the area
to get the news in faster. Otherwise, it can be sent
by mail. A correspondent can also do other work
like taking care of the distribution of the newspaper
in his village. School-teachers or schaol-principals
make good correspondents because they are well
educated, and are good news sources as they arein
touch with many people,

The people in your town also want to know what
is going on in nearby villages and towns, so you
should encourage your correspordents to send in a
story each week, You will sell more newspapers
in the villages too, if the readers there see some
of their own local news, Visit your correspondents
when you can and let them know what a useful job
they are doing,

3. Radio news. The easiest way to get national
and international news is by arrangement with the
radip statior, Your readers willbe more interested
in the local news, but they will want to know of
important happenings in the outside world too, It is
a good idea to have two or three national or inter-
national news stories in each issue, This kind of
information will give your readers a broader out-
look and will help them understand better how the
social, economic and political progress of their
community makes a stronger united nation,

On the morning of the day you publish your
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newspaper, or the evening before, listen to the
radio news, Write down as many facts as you can
about two or three stories which are of general in-
terest to your region, The announcer will be speak-~
ing too fast for you to copy down everything he says,
but you shouid get enough for short stories of one
or two paragraphs, Remember when you write the
story to put the name of the ci’y where it came from,
at the very start, Your readers will know then
that it is not a local story and will not be confused.
You should also give "eredit' to the radio station
from which it was taken by stating the name of the
station,

News from the radio should usually be printed after
the localnews, This is because your reade:s are more
interested in the stories about their town and region
thanthey are about far away places, Sometimesthere
may be a very imnportant national news story which
might go on page one. Butif youhave one like this you
should add to itthe ideas of local officials on this sub-
ject, This will give it the important local "angle", An
example of this would be a story about the president
of the country asking farmers to plant more rice. You
can then talk with alocal leader who will probably make
some comment of special interest to the people of the
district, This information can be added tothe original
radio story.

There will prabably be times when the editor/pub-
lisherhas to be away from the town and has not had the
chance to write much local news., He knows that he
must print his newspaper on the regular publishing
day. The problem is how to get enough news to fill
outatleasta small issue, Ifhe has two or threelocal
stories, and reports from hig correspondents, he
can complete the rest of the newspaper with news
from the radic. He should not print radio material
just to fill space, but if he carefully selects stories
from the large amount available from two or three
newscasts he should have plenty of copy.

We have seen that national and international news
is good to educate your readers and broaden their out-
lock. It should nsually be placed in second position to
the local news, and it can be used to fill out anissue
whenthere is a shortage oflocal news. Be careful,
however, about errors when you jot down the facts
from the fast-spoken newscast,

4, Exchangeofnewspapers. Wehave already men-
tioned the swapping of your newspaper with those pub-~
lished inneighbouring regions. This is a good source
ofnews. Be especiallyonthe watch for stories about
road and school building, health campaigns, and other
public service stories which will inspire and help the
people of your area,

5. Pressreleases. Most governments have pub-
lic information offices which publishnews siories
daily about the operations of the various departments
and high officials, These stories are called "press
releases' and are distributed to radio stations, news-
papetrs and other news outlets, If there is aministry
of information or similar department in your country
you should ask them to send their press releases to
your newspaper, They will be glad to do so without
any cost to you.




By the tine they reach you in your distant town many
of them will probably be too old touse, Butthere will
always be some stories related to agriculture, health,
education, rural improvement and other government
affairs which will be of interest even though a little out
of date, Youmay want to cut down a storyto one ortwo
paragraphs instead of using the whole article. The in-
formation service will no doubt be prepared to have
you do this as long as you do not change the facis or
meaning of the story.

If you receive many press releases from the capi-
tal city, you may want to publish a weekly page of news
from this source. You could prepare a special lettered
"sianding" heading (one that you use again and again)
for the top of the page or column, This could be
"Around The Capital", or "News From The Capital",
Besides being of interest to your readers, news of tLis
type will help to educate the public about the work of
their national government.

Taxes always need alot of explaining, Without taxes
the government cannot operate, For people who have
never paid taxes or know little about them , itis hard
to understand why they should give part of their money
to afar-away government, Your newspapercandoa
public service by explaining how taxes can be calcu-
lated, when and how to pay, what the money will be
used for, and how the public benefits in the form of
roads, schools, police protection, etc. Press re-
leasesusually give you this information,

Agricultural departments issue press releagses
containing news for farmers, Information like this
may help them to grow befter crops, or perhaps advise
them on howto get help from the government. Often,
farmers do not have the chanee to go to school and,
therefore, cannot read or write very well, It may be
hard for them to understand agricultural notices, ¥ou
can help them by writing agricultural stories in very
simple language, Use short words, short sentences
and short paragraphs, Forthe more important news,
youmay want to write an editorial to explain it clearty
forlocal understanding,

6. Foreignembassies, These canbe a good source
of news, because they put out press releases and other
information with stories of interest to your country
and theirs. For example, a story about someone from
your area who is studying in the foreign country. Find
out which embassies have information services and
ask them to put your newspaper on their maiting list,
They will be glad to send releases to you at no cnst,

7. Background material. If you ask your govern-
ment information agency they will probably place you
on their mailing list for tests of speeches by top govern-
ment leaders and other similar materials, This would
be in addition to the regular press releases noted be-
fore. Youmaynot want to print much of this type of
information, but it can be valuable background read-
ing for you, You can file some of it for fulure refer-
ence, like biographies, anduseitlater, If, for ex-
ample, the head of the government, or one of his top
cabinet members is making a trip to your area you will
have the background material to help you write stories
about Mm,

8. Religiousnews. The staff of religious missions

and religious schools are good sourcesof news, Talk
with these people each week and you willnearlyalways
find a good story ortwo. Askone of them to be a cor-
respondent for you. Many of your readers will be
members of some religious organization and will like
to see news of thiskind, Missions or other public or-
ganizations often conduct iairs and entertainments to
raise money for some charitable purpose. The stories
or "publicity" the paper can publish in advance of the
event, will greatly increase the number of people who

- will attend, The newspaper in this way can direcily

help good causes, and will win much goodwill for it-
self as well,

9. Sports. Most readers are interested inlearning
the outcome of sports contests. Thereisnearly always
some kind of sporting event going on each weekinlarge
towns, One ortwo stories on sports ineachissue will
give anice variety to yournews. It will attract young
readers too. If youdonothave time to cover the sports
news, perhaps you would like to find someone interested
to be your sporis editor. Beinga specialtype of news,
sports stories are generally kept together, and not
scattered throughout the paper.

10, Foreignteachers. In scores of coun‘ries
around the world there are now thousands of teachers
from other nations working in schools in rural areas.
They are well educated and many of them have either
waorked on school newspapers or have written stories
forthem ., They would probably like to contribute news
of school activities to your paper, or serve as corres-
pondent:, Visitthem and invite their assistance,
Newspapers are an aid to education, and educators
can help the newspapers.

11. National holidays. Editors of city news-
papers always keep a calendar of coming special
events, such as annual religious feasts, Freedom
Day, United Nations Day, etc.

Itis wisetokeep a calendar of these holidays and
celebrations and plan ahead to print stories about them
before they happen, Youmay wishto ask the officials
of the town and province about plans for local celebra-
tions which you can publicize. This is alsothe time to
write a short editorial explaining the meaning behind
the holiday .., why it was created inthe first place and
what this occasion means tothe local people.

12, Other news sources, You can often [lind
news or news leads if you visit and talk with the
people at the following places:

{a) Local government offices.., the mayor and
his staff members,

(b} Education offices,

{c) Schools,

(d) Police stations... accidents, law-breaking,
arrests,

{e) Courts... trials and court decisions.

{f) Medical clinics,,, births, deaths and health
information,

(g) Public markets,

(h) Construction projects... new roads and buildings.

(i) Airportsand stations... the news of where tra-
vellers came from {neighbouring towns and countries).

{j) Stores... storekcepershear many rumours,
and you can track down the facts for a truthful story,
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{k) Agricultural offices and co-operatives,

{1} Women's clubs.,, social and personal items.

When we review all the sources of news listed here,
we can see that ahard working editor/publisher or his
reporters should have no difficulty in {illing his paper.
The people in these offices, organizations and places
are always doing something, and what they are doing
is of interest to the rest of the public, Develop these
news sources by visiting them often and letting them
know whatkind of informationyouneed. There is no
substitute for asking many questions., Soon yournews
sources will have news waiting for you withthe kind of
facts you need,

13. Follow-up stories. When an important hap-
pening has been reported, it is often of interest to pub-
lish another story on the same subject in the next issue
of the newspaper. Thisis called a follow-~up story -
for example, one aboutthree babies being born to a
local mother. This is unusual, something which at-
tracts wide interest, and the public wants to know how
the mother and babies are gettingon. A sc&ond story
about a week later may tell about the health of the
mother and babies, how much weight they have gained,
and perhaps a statement from the father or the doctor,
Sometimes the follow-up makes a bigger story than
the first. It pays to review each issue of the newspaper
aday ortwo after it comes out to see what stories need
to be followed up.

Writing the news story

1. What is news? "News' hasbeen describedas
anything that interests a large part of the community
and which was not known before, It could bea report
on something that is going to happen, or hashappened,
News is intendedtointerest, inform or entertain the
reader, Butevery story does not attract the attention
of every reader, Some of the qualities you may look
for in a news story are the following:

{a) Timeliness - must be of interest on the day
when it is printed and not previously known, It
can be a timely explanation of something that has
already taken place,

{b) Interest - a story must be of interest {0 a
large number of your readers, A story of interest
to only a very few people is probably not worth
publishing,

{c) Nearness - people want to know about things
that happen close to their homes or community, or
at least have some local sigmificance,

(d) Value - the news item may contain informa-
tion that is helpful or entertaining, , ,something that
will inspire a person to be a better citizen, or to
take action that would be gouod for other people, or
for his town, ‘

Let us review these four gqualities in a little more
detail, News must be timely, because it is good
only when it is fresh. The writer should show in
his story that something has just happened, or is
about to happen, In his first paragraph he will tell
when it happened - this week, yesterday, or last
night, or a day or date in the near future, For
example, "A man was bitten by a snake yesterday..."
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Or, "A town meeting will be held next
Wednesday, , "

Interesting can be one of several things. A story
can attract the reader if it concerns someone for
example who is a high official, or is widely known
for some reason. It car be about a famous hero,
and on the other hand it may concern a very bad
wan who has committed a terrible crime. Oddity
is a quality which attracts interest. It is not odd
that the sun rises in the morning or that water runs
down hill, but :t would be odd if they did otherwise,
A famous newspaperman once said, "When a dog
bites a man that is not news, but when a man bites
a dog that is news.," Conflict is another quality
which makes news. This can be a sports contest
between two teams, or an argument between two
politicians, Where there is action there is usually
conflict of some kind, Huwman emotions are another
strong element which can be described as human
interest, The baby left on the doorstep of some-
one's house, or the dog lying by his master's grave
are examples of human interest stories., Thus,
important people, oddities, conflict and human
interest are qualities that cause interest in the
reader's mind,

An accident in front of your home is of far more
interest to you than an accident in the next town,
The reascn for this is because of its nearness, A
good news story will generally have a local con-
nexion, something that the reader can feelhas some
meaning for him, his life, or community, We can
describe news as international, national, andlocal,
according to where it comes from. The local news
is always the most intereating because the readers
already have some idea of what it is about, If
someone from your commmunity goes to the capital
city and does something important, that would be
national news but with special local interest. The
most interesting things to every person are his
life, family, health, job, neighbours, community,
sports and recreations, The newswriter should
therefore try to connect his stories with the lives
of hig readers,

The fourth quality, value, is closely related to
timeliness and nearness, 'Consequence" can be
anotherterm for value and means something of im~
portance to the reader, A story about an increase
in town taxes may not be of such moving interest
as one about the leopard that killed a dog at some-
one's back door. But the tax story is of value to
a large number of readers. Information about
public meetings, government actions, how to cure
malaria, or new agricultural methods is important
to many people, News of consequence can tell about
progress, or happenings which may have a helpful
result or show what future progress might be, This
is verydifferent from the news story aboutan acci-
dent. The average reader wants news of progress,
but the reporter must put together the facts =1 a
way which will make them easy to understand,

2, The summary lead, A news story is diifer-
ent from other kinds of writing, The personal
letter may have several topics mixedtogether in no
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special order. A book may begin with a long de-
scription ofthe general scene, But the news story
starts with the most important facts followed by
the next most important details with the least im-
portant at the last. The first paragraph is called
the "lead” and it should contain a summary of what
the entire story is about. It is sometimes called
the summary lead,

Many people do not bhave the time to read the
whole newspaper, so they look from headline to
headline to find what interests them the most, When
the eye stops at one story, the reader can quickly
tell if he is interested in the whole story by read-
ing the first paragraph. This will give him the
"gist" of what happened. The reporter must write
his story in such a way that the reader gets full
understanding at the start, After all, news telling
in this way is like a man telling another about an
accident, "A car struck a tree on main street this
morning and killed two people,,,", Then the de-
tails become less and less important as the story
goes on, If the editoris shortof space and does not
want to print the whole story, he can cut the bottom
paragraph or two off and not hurt the meaning,

3. The five W's, The summary lead, in order
to give the general idea of the whole story, should
contain the who, what, when, where, and why
elements, In other words, the first paragraph in
your story should tell who it is about, what it was
that happened, when it happened, where the action
took place, and why it was done, Sometimes the
how is added, or takes the place of the why.

Let's say that we have heard there will be a
farmers’ fair in our town next week to encourage
better farming and that two officials of the agri-
cultural office will bein charge. Breaking it down
into the five W's we have:

WHO - John Brown and Jack Smith, agricultural
officiale, {(Names make news is an old newsman's
rule. Print them whenever fou can, butbe careful
to spell them correctly,)

WHAT - they were placed in charge of the fair.
{In a later paragraph you can tell something about
the experience of these men,}

WHEN - Here we must remember what makes
news, There are at least two news stories in this
event. Oneis a report of what happened at the fair
when it is over, The other iz a story now to tell
your readers about it in advance.

WHY - to encourage better farming, (Later, you
can enlarge this part by describing the different
methods of better farming,)

WHERE - in our town of Fairville,

Therefore, when we put the five W's together the
summary lead looks like this:

"John Brown and Jack Smith, local agricultural
officials, were named to be in charge of the
Farmer's Fair which will be held next week in
Fairville to encourage better farming methods, "

If we leave out any of these parts, the reader
will wonder about the missing elements, By read~
ing this much, he willlearn enoughto decide whether
to read on further. He will know quickly if the story

interests him, instead of going all the way to the
end to find out what it is all about.

As we said before, the how may also be included,
For example, ifthe mayordid the naming, the lead
could go like this, "John Brown and Jack Smith,
local agricultural officials, were named last week
by Mayor Jones to be in charge of..." This tells
how they were appointed,

"Accreditation" is an important element to in-
clude in some stories inthe lead, This means that
you tell where the story came from. Examples of
this are, ", , .accordingto an announcemrenthy...",
", ..it was stated by the President", or, "...the
Chief of Police said,.." Accreditation gives the
reader a little more useful information., If helps
him to judge the value of the story by knowing the
authority for it. Crediting a story to the source
also gives the writer a certain amount of protection,
If any of the facts are wrong, the source from which
they came will be known., Try to credit your
stories to good sources, never to rumours,

The lead is the most important part of the story.
It should be clear and as short as possible, Wien
you can, put alittle "punch" into it so as to hold the
attention of the reader, For example, the above
story could have mentioned that it was the first
such fair, nr the biggest ever planned,

After the lead, there often must be a bridge,
or connecting sentence or paragraph, between the
lead and the main body of the story. This makes
smooth reading between the lead and the bedy.
The bridge might bring in details which do not fit
in the lead but are too important to place later on
in the body,

The body of the story supports the lead and the
bridge by telling the story in detail, It explains
and adds more facts that were not included before.

4, Avoid editorializing. This means that the
reporter must not put his own views into a story,
but instead, he should report the news only as it
happened. He must write the news accurately and
fairly, He is a reporter, not a judge. His own
opinions must not appear in the news columnns.

By editorializing, we mean expressing doubt,
blame, praise or thanks, While he should quote
a truthful source, the reporter may not act as the
expert, In other words, do not use the personal

pronouns like, "{ saw ,..," "He told me ,,.” and
“1 think that ,.." Instead, use "He reported ...",
"They stated ,..", or "She described...",

In an editorial(to be discussedlater) the editor,
or someone he appoints, can write his own opinions
and use the pronoun "I" or "we" but not in the news
story. It has been said that the reporter cannot
watch the show and at the same time be one of its
actors.

5. Be brief, Space in a newspaper is valuable
and should not be wasted, The reader does not
want to be tired out by a long account using extra
words when a shortone would be better. The great
majority of your readers are not as well educated
as you, and so short words, short sentences and
short paragraphs are best, Many of them are just

29




beginning to learn to read. Brief, clear writing
will be better understood and will help them to
learn [aster,

Eight or nine lines in one column are about right
for a single paragraph. This is enough to contain
a main thought with some detail. The paragraphis
a way of breaking up sclid reading matter. A story
can be wearisome to the eye if it goes on and on
without a break, A point of good writing is to get
over the message clearly and brightly.

In a small, two-page newspaper, it would be
best to keep all stories short - two to four para-
graphs at the most., This will let you include more
stories on different subjects which will interest a
larger number of readers.

6. Writing style. If you are writing for new
literates, or those with limited reading skills, you
must write very simply if you are to retain their
interest and be readily understood. The key tothis
type of writing, is to express your ideas clearly,
in short sentences with simple words. It is better
to use the active voice than the passive.

New or difficult words which muy confuse the
reader, should be avoided, On the other hand,
newspapers can be good teachers if the meaning of
words is clear, or clearly explained.

Next to the dictionary, the second most impor-
tant book for an editor to have is a thesaurus, The
dictionary tells you how to spell a word and what it
means, The thesaurus gives you other words and
phrases that have the same meaning. Let us take
the word "book". The thesaurus gives us other
words which mean the same thinglike volume, pub-
lication, novel, paperback and edition, Common
words are the words which most people use intalk-
ing and in which they think. They are usually chort
and short words are usually the strongest. Keep
your words simple bul give a variation when you
can do so without losing clarity,

7. Dictionaries. Correct spelling is one of the
firstduties of the writer. Your newspaper will help
teach your readers to spell, therefore your spell-
ing should be perfect, When you have any doubt,
look the word up in the dictionary and get it right,
A dictionaryis one of the first books you should get
for your office,

Remember that, as the editor, you are a leader
in reading and writing. The readers, especially
those just learning to read, will learn to write and
spell from what they see in your newspaper. You
are setting an example, and that example should be
correct. Besides informing the public with news,
your newspaper is also educating the public. Keep
the dictionary by your side when you are writing.
Refer to it often.

8, Names make news. Everyone likes to read
names in the news, especially his own. We have
already mentioned this earlier, but it is a good
point to emphasize, Put as many names in the story
as you can. When a school class graduates, put
the names of all the students inthe story. They and
their parenis will look for their names and more
than likely will save that copy of the newspaper.
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Names are the lifeblood of news and nowhere is
it more true than in the society story, If there is
a big party, festival or funeral, include the names
of all the important peopie, members of the family,
ete. The people who went to the affair will want to
read about it afterwards, They will look to see if
their names are given in the story. Your news-
paper will make friends if it uses a lot of names,
But if you spell a name wrongly you can make an
enemy. So, put many names in your stories, but
be sure to spell them correctly,

9, How to wrile your story. Letus review
briefly what we have been trying to say,

Tell everything you know about one event in as
few words as possible.

Use simple words, not big ones, Use short,
straightforward sentences, not long, hard-to-
understand ones. Do not try to be clever, Write
in news style.

Say everything important in the lead., Try to
keep it less than 25 words,

If you are not sure how to start, here is an easy
outline, Just fill in the blanks:

% m . LRI T A A R LR T I R R LRI LI N I A

{(who) (does what) {(where/when) (why or how)
Sample: '"John Smith was drowned yesterday in
Fairville in a boating accident,”

With that as a start, go into more details of
how and why.

Tell who saw it or who told you. Get his name
right. Quote him if you like,

Here are some of the finer points that may help
you to smooth and complete your story:

The "Who": Give first and last name, and spell
therm correctly, Identify the main people and con-
nect them with the story, For example, "Smith
was new principal of the Fairville school", and
"Fred White, a wood cutter happened to be working
nearby st the time of the accident”,

The "What': This is the heart of the story.
There is never news without action. Use active
verbs. Emphasize coming events,

The "When and Where'": These are especially
important about coming events which the public
will go to.

The "Why": This has been described as "the
news behind the news™, You learn the "why" by
asking questions, If you do not get the answers
you want the first time, ask other people. Go o
the source who knows the most and whom you can
trust to give you the truth.

The "How'": This often makes the difference
between a colourful, page one story and a dull little
space filler. The "how" is made up of those lively
details that make a story stand out in the reader's
mind,

10. The interview. The interview is the most
widely used method by which interesting material
is gathered, There are good and bad ways of doing
this. 1If it is a big story, you will want to make
an outline, To do this, you will have to learn
in advance as much about the subject as possible,
Review old copies of the newspaper and any




other materials which might be helipful,

Find out as much as you can about the person to
whom you will talk. What has he done that makes
him worth an interview? Where did he come from,
what did he do before? Is he easyto get along with?
What does he like and what does he not like?

Make up a list of questions. Think what your
readers would like to know about the subject - things
that they have not already learned from material
written in the past, You may think ypu can re-
member what to ask, but if he is an important
person and you are new at the job, it is easy
to forget, Write down the questions.

When you meet for the interview, try to appear
calm. Make him feel that you are sure of yoursell,
If you show signs.of being nervous, and if you have
not studied the subject beforehand, you may not get
all the information you want, He willlook to you to
start the questions. Ifhe cuts his answers too short
to "yes" and "no"”, ask bim "Why do youthink...?"
instead of "Do you think,..?" This should bring
you more details for your story. Call the person
by his name often.

At the end of the interview, check your informa-
tionto make sureitis correct. H you want to quote
his exact words, repeat the quote and check with
himm on the spot, instead of wishing later you had
done 50, Now is the time to check, not when you
have gone back to write your story, With each
interview, you will gain new experience in question-
ing people. Remember, always be well prepared
before you sit down to talk,

11, Always review your story. There is no
reporter who can do a perfect story the first try,
Always re-read what youhave written atleastonce.
Test it by these reminders: |
(a) Editorializing, A news story gives nothing but
facts., Does your story tell your feelings on the
subject it covers? If it does, rewrite it until the
reader camnottellhow youfeel, Leave condemna-
tion or praise for an editorial.

(b} Accuracy. Is there anything you have written
which you could not prove? iiave you checked all
grammar and spelling, especially the spellingof
names? Do not forget punetuation,

(c) Completeness. Have youleft out any important
element in the story? If so, find the person who
knows the facts and ask him,

{d) Clarity. Is every sentence clear? Could any-
thing be mistaken, or taken to mean two things?
{e) Brevity. Can youimprove the story by leaving
out a word, a serience, or even a paragraph? Do
go, if it does no’. change the meaning.

12, Libel. Before weleave the field of writing,
a word of warning should be given about libel. The
terim libel means the printed untruth that hurts the
character or business of a person or a group of
people, H msy be a lie printed in a newspaper
which hurts the government or damages a man's
family. Libel can also be the printed truth where
it can be proven that the reporter or editor was
trying to hurt someone on purpose,

The laws about libel differ from couniry tc country.

In general, however, libel is of two kinds: ecivil
and criminal. Civil libel, the most common, are
those based on stories which hurt character or

business, For example, if you calla man a "drunk-
ard" and thereby hurt his reputation, you may be
accused of civillibel, An example of criminal libel
canbe a case of printing material which encourages
the overthrow of the government by force.

Be careful of crime news, If you call a man
a murderer before he has been sentenced as one
in the law court, you are taking a chance of being
libellous and of committing what is called "contempt
of court”, Here are some words to avoid: gambler,
burglar, criminal, drunkard, kidnapper and thief,

The best defence againstlibel action, if you have
printed something objectionable about someone, is
to point out its truth, Or, if it was a mistake, say
so. If you can prove you made an honest mistake,
or that you did not intend to hurt someone, you will
probably be safe, It is a good idea to publish a
“retraction” as soon as possible, That is to say,
admit that a mistake was made, that you did
not want to do harm, and that you are sorry this
happened.

Therefore, reporters and editors must always
be onthelookout for a possible libel in their news-
paper, Avoid words which injure people and make
sure you state only the truth. The particular laws
inyour country concerning libel skould be studied,

Articles and features

You will want to include in your paper, special
articles or readers’opinions which are not strictly
news stories, Here are some ideas for features
of this kind,

1, Letterstothe editor. The editor will receive
letters from his readerstalking about some article
or idea his newspaper expressed, or putting for-
ward some view oftheir own, Theymay condemn,
praise, askfor more information or give news, If
any of these contain interesting or useful facts
or opinions they should be printed under a heading
"Letters To The Editor". They are usually placed
on the same page as the Editorial. When you read
the mail, watch for constructive letters of interest
to the public, Readers like to know what other
readers are thinking,

The publishing of critical letters can add to the
strength and reputation of your newspaper. It shows
you are notafraid of eriticism or to printthe truth,
If you believe the writer of the letter made a wrong
statement, you can print your own views below it,
In that way, readers will learn both sides of the
question on the popular issues of the day,

Letters can start people thinking and talking
aboutthe important affairs of the community, This
helps to form public opinion on local and even
national matters. Intime, thie might bring enough
pressure to change old customs and bring about
new and better ones.

2, Legends and folklore, There are probably
several good story-tellers in your town, They may
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be old men or women who remember the early his-
tory of the country. They can tell the tales that
their parents, and their parents beforethem, passed
on down,. Everyone likes to hear a good legend or
folk tale, especially if it is abouthis a 'ea and places
he knows. The facts contained in these can be part
of the history of your couniry which may not have
been written before, If it is a long story, you can
print part in one issue and the rest in the next issue
or two. This will help to make your readers look
forward more to seeing the next issue,

3. Editorials, As we have seen, the editorial
is the place where the editor can write his own
ideas. He should not do this in the news columns
because there, only facts are reported, andno opi-
nions expressed. The editorial, usually one column
or a half column long, should he marked "Editorial"
at the top. The reader will then know he is getting
the ideas of the writer and not a news story.

The editorial page has been called the "heart of
the newspaper". The editor in his editorials can
express the policy of the newspaper, If he publishes
news stories about people who boil their water or
dig a new well for better health, and then follows
these with editorials saying how important this is
for the whole community - then, you know that one
of the newspaper's policies is to work for the
people's welfare, Good editorial policies will make
the people like the newspaper and respect the
editor.

Editorials can be dull and you should write them
only when you have something to say, It is better
to miss publishing an editorial one week or two,
than to publish one which is not good,

Here are some ideas for editorial subjects;
campaigns conducted by the gsvernment for im-
proving agriculture, health, education, citizenship,
etc.; town improvement or clean-up campaigns,
celebrations, important national and international
events; community events, self-help projects, ete,

The editorial, therefore, is the place where the
editor can "point with pride” and “view with alarm"
the issues of the day, This is the place where he
can praise and give credit to a person or group for
doing a good job. Or, it can be the place where he
can write about something wrong itisthe community
which could be corrected or improved,

4. Apniversaries, Marriages, births anddeaths
have always been good news makers, Here ig the
Place where names arc used as often as possible,..
the names of mothers and fathers, babies, grand-
pareats, and the people who attended marriage or
funeral ceremonies.

Births may be reported in short paragraphs, or
they may be listed in a special column, A combina-
tion of the two could be used - a short story for a
birth in a prominent family, the arrival of twins
or triplets - followed by the column listing for all
births of the past week. Either way, you should in-
¢lude certain basicfacts - the names of the parents
the name of the child, date of birth, sex,

Deaths may usually be written up in a standard
form. If the reporier gets information covering
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ten questions he will have the facts for the story,
Here are the points to be filled in: (a) name? (b)
address? {c} age? (d) business ? (e) cause of death?
{f) how long was he sick? {g) where did he die? (h)
names of members of his family? (i) time and place
of the funeral? (j} where will he be buried?

5. Feature stories, What is the difference be-
tween a news story and a feature siory? Both are
written about facts, but the feature may be about
an event that happened long ago, The news story
is more timely and is written mainly to inform the
reader. The feature is intended to entertain or
instruct more than to inform. Features may be
about local history (the legends and folklore we
menticned before}, or about persons {a new town
official, foreignteacher, ortraveller), for example.
A feature story can support a news story, because
it can bring in additional information on the subject
and help to explain the news,

The feature does not have to follow a form like
the news story - most important facts first, The
feature can begin with a general description and
build up to the climmax at the last, The lead {first
paragraph) sometimes might begin with an eye-
catching detail, then, having attracted the reader,
fill out with general descriptions,

Features do not give the reader news, but they
must give him something that he did not know before,
A story about the life of your president may not
have any new information, But the fact that he
lived for two years in your town while a boy, and
the details of that period, would make a good fea-
ture. Another example of a feature would be a
story about a new dam or big national project, Still
another might be about the life and experience of
a popular athlete or musician, Or perhaps it will
be an explanatory article about a new agricultural
technique,

Invite your readers to send in features they have
written, Many of them will probably be good for
printing, though they will possibly need some edit-
ing. Give the writer a "by-line" {put his name at
the top of the story. "By John Jones")., This will
make him feel proud of his work, and he will no
doubt send you more,

6. Women's page. As more and more women
read newspapers, it becomes necessary to publish
a greater number of stories of special interest to
them. The women are a highly importani section
of your readership and you should remember that
their news interests are not the same as those of
the men, The housewife is concerned about cook-
ing, home making, child raising, fashions, beauty
care, women's clubs, family health, sewing, dress-
making and household improvements, If your news-
paper is fairly large (six to eight pages)} you may
want to have a "Women's Section", Siories on the
above topics could be grouped together in this
section,

7. Coming events. It may be useful to prepare
and publish a list of all the meetings and public
events of interest which will take place during the
next few weeks. This is an interesting feature in




itself, and should also act as a reminder to the
editor to prepare advance stories about them when
appropriate, andto ensure that the eventis "covered"
by his reporter when it takes place.

8. Public service items, Local and national
governments always have certain programmes and
policies which they wish to encourage the public to
take action on, If there is a national shortage of
food, for example, there may be a national pro-
gramme o have every family plant a garden; It
is then the job of the editor to help his country and
his people by supporting this campaign. As we have
already indicated, he ¢an do this in editorials and
feature stories,

There are always public service stories to be
written, hut the editor and reporters must look for
themn, The press veleases that come from the
national government should be looked over carefully
for this type of story. The editor/publisher in
his contacts with the mayor and other town leaders
will become familiar with the policies of the local
government, and will sgon recognize ways in which
he can encourage local progress.

On the more important programmes, the news-
paper may want to run a "publicity campaign",
This means planning a series of news items and
articles to be published over a period of time. Tle
editor could plan a campaign on home gardening
for instance, to begin about a month before the
planting season, This would be the best time to
remind the public to buy their seed, where to
get it, the cost, ete. An article on preparing the
ground could follow. A week ortwo later, a story
ahout gardens being planted by well-known villagers
would keep the subject alive. Prizes might be of-
fered for the best garden, and the newspaper could
publicize this, The“power ofthe press" as it has
been called for many vears can serve the public in
no better way than to lezd the people in constructive
action, The good results of public service press
campaigns will make the editor/publisher and his
staff justifiably proud.

9, Weather. The weather is the most popular
news subject of all, Everyone likes to know how
hot or cold it is, or will be, and what the weather
is in other parts of the country compared to local
weather,

If there ia a weath.r station in your region, or
if you can get reports of national weather by radio
or otherwise fromthe capital city, publish weather
stories when you can, Here are some of the facis
that you might gather: temperature and rainfall
since last issue; weatl :r forecasts; records and
comparisons with other years.

10. Year-end reviews., A few weeks before
the end of the year, many editors gather facts and
tigures for a "year-end review" story, or several
stories, A"year-ender", asitis sometimes called,
tells about the most exciting news that happened
during the pastyear, important community projects
that were completed or started, and then goes into
what might happen or be done in the coming year.
This is a useful type of story, and one so large and

important that you may wish to publish a special
issue for it,

To gather information for the yeavy-ender, look
back through all the old issues of the newspaper
to find the outstanding news highlights, Interview
officials in agriculture, health, eduecation, police,
etc,, to find out what their most successful
projects were, Find out from the leading town
officials what their projects are for the next year,
The future part of the year-ender is probably the
most interesting to the reader.

If your storyis verylong, you may want to divide
itintotwo orthree sections to runin several issues,
Plan your year-ender in advance and have all the
facts ready. You might publish it exactly on the
first day of the new year in a special issue. Print
a number of extra copies, because there will
almost certainly be many requests for them later
on in the year,

Editing your newspaper

The publisher is the person who owns the newspaper.
On a large newspaper in the city he will have as-
sistants to take care of the two main departments -
the business side (advertising, subscriptions, book-
keeping, etc.) and the editorial part (news, edi-
toriale, illustrations and headlines), The editor is
in charge of the editorial section, and under him
work the various reporters, sub-editors, artists
and photographers. Onthe small commercial rural
newspaper, the publisher will probably be his own
editor, reporter, and perhaps business manager
too, It is quite possible that he will have the good
fortune to have some member of his family assist
him, In either case, he will be the editor and will
have to "edit" each issue of his newspaper,

1, Checkingcontent. Editing consists of several
kinds of work, hut the most important of these
is to see that each story is correct before it is put
into the newspaper. When it is printed, it is too
late to make any changes, Therefore, all stories
must be edited carefully before they are printed
in final form,

While checking a story, the editor must read it
slowly to seethat grammar, spelling and punctua-
tion are right., Remember what we said about
reviewing a story, Check for {a) editorializing,
(b} aceuracy, {c) completeness, {d} clarity, and
{e) brevity, And do not forget about libel,

2, Style, A 'style” should be followed for the
use and spelling of certain words, capitalization of
words, and other usages, For example, you should
not write"$5" in one place, "$5,00" in another, and
"five dollars" in still another part of the paper,
All are correct, but every newspaper should have
a style and follow it in each issue, You can pro-
bably get a style book from another newspaper, or
¥you can make your own as you go aleng, Whatever
style you choose, be consistent.

3. Futures book. Whether it be called an
"assignment book", "calendar" or "futures book’,
the editor will need some way of remembering
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important coming events. He should know every-
thing that is going on in the tovn, While talking to
many people every day, he can make notes of forth-
coming news events, When he returns to the office,
they should be written in a Futures Book.

After his newspaper has been publishing a year,
he can review the old copies for news leads, Much
news is seasonal, like agricultural harvests, foot-
ball seasons and tax payments, They happen ..tthe
same time of the year. By spotting them inadvance,
he can note each event in his Futures Book in a way
that will remind bim about two weeks ahead.

4. Editorial writing. This is a time-honoured
job of the editor. We have already described this
in some detail, so let this just be a reminder that
you are the “voice" of the town. Try to make your
editorial as truthful, useful and instructive as you
can. Before you make a judgement, be sure of all
the facis, Know both sides of an issue before you
state your view. Write fairly, and you will gain
the respect of the community, You may sometimes
invite the mayor, or other high official, {o wrife a
"guest"” editorial,

5. balance, It is the editor's task to see that a
proper balance of news is published, There should
not be too many of any one type of story. A varia-
tion of news brightens the paper and offers some-
thing for many kinds of readers., Try and maintain
a balance between these kinds of stories: Ilocal,
national, features, sports, society, political, If
you have more of any of these than you need, may-
be some can be saved for the next issue,

6. Deadlines. The newspaper should be ready
for distribution at the exact time and date scheduled
each week. In order to do thiz, the editor mustset
certain "deadlines", A deadline is the time that a
job must be finished, You will have to set a dead-
line for all news to be written, Another one for it
to be typed for printing, and one for the wnole news-~
paper to be printed and distributed. Whatever these
deadlines are, it is important that the editor keep
closely to them. He and the newspaper will then
gain a reputation for dependability.

7. Writing the headlines. Every storyno matter
how small, must have a headline to describe and
inteoduce it, There is not as much room to do this
ag you would like to have, However, one line {two
at the most) should be encugh, The headline should
be eye-catching and attract the interestof the reader,
It should give him an idea quickly of what the story
is about.

Put action into each headline by including a verb.
For example, instead of writing a sports head like
“Football Game", it is better to say, "Fairville
Fooiballers Beat Pleebo”...or, in place of "New
School”, write "New School Opens in Midland To-
day”. As we have said, try to use only one line for
each head,

Long stories of one column or more should be
broken in half with a sub-kead. This is a very
small bheadline and may have only two or three
words. Unlike the main head, the sub-head does
not always have a verb, Whereas typed main heads
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should be underlined for emphasis, the sub-head
should not be underlined. This will keep it from
logking like a main head and thus coniusing the
reader.

Useful points to remember:

{a) Each headline should be a sentence. It should
contain a subject and a verb. It should saythe same
thing the lead says but in a very few words., ..it
should give a briel summary of the highlights of
the story. (b} "Label™ heads, like "Football Game',
should be avoided. They are inactive and do not
tell what is happening. {(c) Leave out the "the's"
and "and's". Replace "and's" with commas or
semicolons, Heads written in capitals {"caps'’)

and small letters {called "lower case') are much
easier to read than those that are made up entirely
of capitals, Some all-cap heads are good for lead
stories on page one and to give a variation with

cap and lower case heads. {(d) It is much easier
to print your headlines even with the left margin
("fush left") than to try to centre them exactly in
the column, They lock just as well, and some edi-
tors even think they look better this way. (e) Do
not worry if some lines are shorter than others.
The white space caused by short headlines gives
the eye relief from the row on row of even type.

{I) Be careful of headlines that are too big for your
newspaper, Letters half an inch high (if you hand-
letter them) are the largest that should be used on
a standard size page (8-1/2 x 11 inches),

8. Standing columns? Readers will look forward
to getting your newspaper in order to check cinema
schedules, radio broadcasting times, notices of
church and clubmeetings, sporting events, and other
routine but useful news. They are small items but
popular ones, They maybe called "standing columns”
and the editor must make sure they are brought up
to date and included in each issue.

9. Date and volume number, The date and
voluine number must be changed with every issue,
These are usually placed at the top of page one just
under the title heading., The first issue is numbered
"Volume I, Number 1", Thiz may be shortened to
"Vol, I, No. 1", Usually the Roman numerals are
used for the volurme numbers, The second issue

" would be "Vol, I, No. 2" and so on. At the begin-

ning of the second calendar year of publication, the
first issue should be number “"Vol, 1I, No, 1", and
the second "Vol. II, No. 2". It is easy to forget
to change the volume number for the new year, so
mark it on your calendar as a reminder,

10, By-lines. When a reporter or correspon-
dent turns in a story that is very good, the editor
might print the writer's name at the beginning,
right under the headline. For example, "By Henry
Smith", This is called a "by-line'', By-lines en-
courage writers to wark harder for more stories
and write them better if they know they will get
credit for them. Also, the reporter will be more
careful with his facts and figures if he knows his
name will be on the story for the public to see, By-
lines will make a writer feel more responsibility
for what he writes, They are a good device for




introducing members of the staff to the readers.
This helps to personalize the newspaper and tends
to make a warmer relationship between it and the
community. One or two by-lines in each issue are
a good idea, but do not put by-lines on every story.
“You may want to give by-lines to out-of-town cor-
respondents in order to show their stories are not
local ones.

11, Fillers. The editor must be planning ahead
constantly, One problem he can solve in advance
is whatto do with the little space left over at the end
of some articles which do not go to the exact bottom
of the page, To fill this space he needs a supplyof
“fillers", These are short pieces of about threeto
six lines in length. Fillers can be slogans {Every-
body Plant A Home Garden), clever sayings,
proverbs, local facts andfigures, reminders, or
publicity for some local charity. Several of these
should be collected and put in a "filler file", They
should not have a time element, because they may
not be used for weeks or months.

12. Masthead, Thisis a small, standing "box" (a
straight line on all four sides) placed towards the
back part of the newspaper. It contains informa-
tion like the following: {a) name of editor and staff,
{b) name of publisher and printer, {c) how often it
is published, and {d) advertising and subscription
facts. It may look something like this:

"Fairville News"

John Jones Editor
Mary Brown Assistant Editor
Robert Smith Glenville Correspondent
Robin White Business Manager {ads)
Harry Tarut Mimeograph Operator

Published and printed by the Sun Printing
Co,, Fairville, every Friday, Subscriptions
are 20¢ monthly, $2.00 yearly, Advertising
rate is 50¢ per column inch,

The business side

1, Keeping supplies, The editor will want to
make & weekly check on his printing supplies, He
should keep in reserve at least a two months' sup-
ply of paper, stencils, ink, stencil correctionfluid,
staples, pencils and other items necessary for
publishing the newspaper. These can be bought
only inlarge cities, and since your town is probably
a long way from one, supplies should be ordered a
long time in advance, If you ask one of your local
merchants, he would probably be willing to stock
the items you will need, This might save much
letter writing and travelling,

2, Storage of supplies. Stocks of paper sheuld
be stored in a cool, dry room and stacked flat,
Handle paper carefully so that the corners of the
paper and steocils do not becoimne bent or torn, If
so, they will not feed properly when they are being
printed,

Store stencil sheets so the cartons are on the
edge. Do not let them lie flat with Leavy objects

onthem. Keepthem outof direct sunlight in a room
where there is not too much heat. Also keep ink
supplies away from extreme heat, Care of supplies
will reduce waste and give you better quality news-
papers.,

3. Keeping money records, Most rural editors
are their own business managers. As such, they
need to know how much money is coming in and
how muchisbeing paid out. A strict accounting is
necessary to show you where the money goes and
you may be able to take steps that will save costs.
Also, you must know what money is owed to you
and collect it,

Instead of storing figures of income and payments
in one's head, or on little slips of paper put here
and there, it is best to get a record book that can
be used for several years. On the left hand side
of a double page record all the money received,
showing date, person paying, reason for payment,
and amount, On the right hand page record all
expenditures - date, person, reason and amount,
The difference between the totals is the balance.

If receipts are more than expenses, that is the
profit.

You will also need a book to record all orders
for advertising and subscriptions, so that you will
know when and where to send gui bills, Some of
your readers will prefer to pay for your paper, a
whole year in advance, and you must remind them
when their subscription is due for renewal,

Community newspapers can be good money makers,
especially if you work hard to get advertising and
sell newspapers, It can be a business just like a
store., You are selling news, entertainment and
advertising services, and are entitled to payment
for them, But editors must be business-like and
kkeep good money records.

4, Advertisements. Without money from ad-
vertising, most newspapers could not go on print-
ing, Because of the low cost of mimec printing,
institutional newspapers may not want to bother
with collecting and printing ads. But even they will
find the extra income very useful, With it they may
buy a new mimeograph machine, typewriter, add
more pages to the newapaper, and perhaps even
pay small calaries for editorial and printing help.
It is hoped that the goal of the institutional news-
paper will be to train the staff and some day make
it a self-supporting, community business enter-
prise, If so, the experience of handling the pusiness
affairs involved in advertising will be valuable.

By printing advertising, you are giving a service
40 both the readers and the local business people,
The average reader wants to know what is being
sold where, and where he can get the best value for
his money. The merchant finds he makes more
money {rom ads because more people come to his
store and his sales are bigger. Not only the shop
keepers, but cinema houses, religious groups, and
government offices may give you advertising,

Regular visits must be made to advertising pros-
pects. This should be done several days before
the newspaper publishes, Some clienis may give
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you "standing” ads whichdo not change and are run

several weeks or even months without stopping.

Some advertisers will come by your office to hand

in ads, but if possible, you should have a business

manager or make regular visits yourself to every
prospect, There should notbe aproblem, of course,
in getting too many ads, because you can always
putin itra pages inyour rewspaper to print them,

Do not overlook pirospects in nearby towns where

the newspaper is distributed. Also, there are many

national advertisers in the capital city who may give
you ads if you ask them - the ciragette, soft drink,
clothing and other companies to name a very few,

{a) What to charge. This will have to be decided

by your according to the local business situation

and the size of your circulation, Here are some
examples of the different types of ads and what
other rural newspapers have charged:

{i} For smalil, one-column, typewritten ads about
one-and-a-half inches deep, $1.00 per inser-
tion. If the advertiser wishes to run the ad in,
say, six successive issues, you may give him
a special rate of $5.00 for the six,

This may give you a standard, a measure-
menton which you can base charges for larger
ads. For example, $1.75 for a three-inch ad,
There are about five or six lines in the usual
one-and-a-half inch ad. Advertising charges
are usually stated as so much per inch or so
much per line.

{ii) Half-page, or full-page ads are not unusual,
They may be bought by merchants on special
occasions. If you hear that a merchant is go-
ing to receive a large shipment of new goods,
suggest to him the value of announcing thisin
youx newspaper with a full-page ad.

the standard-size mimeo newspaper,
8-1/2 inches by 11 inches, the columns have
about nine inches of type in each, This makes
a total of 18 inches of type on one two-column
page. In this 18 inches you can put 11 ads
that are 1-1/2 inches deep each, allowing some
space for border lines., At $1.00 per ad, this
would come to $10,00 or $11,00 per page, if
you sold the ads singly, You might reduce
this price to about $8,00 for a full-page ad,
and about 34,50 for a half-page ad.,

{iii) Mustrated, or picture ads, are the best.
Your readers will see and remember the
illustrated ad., But it takes time to draw
the picture, and so you should charge more.
I a simple three-inch ad brings $1.75, the
charge for the illustrated three-inch ad
might be about $3,50. Much depends on how
much time you have to take in drawing the
picture,

If you want to do many illustrated and specially
lettered ads, it would be wise to buy the tracing
models sold by the mimeograph companies, They
give a wide selection to choose from. They are
made by professional artists and will add to the good
appearance of the newspaper,
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ROYAL BARBER SHOP

414 E.11th Street

AD ILLUSTRATIONS

A simple line drawing can make an advertisement much
more effective. Increased store sales will cause the
merchant to advertise more, thereby increasing the
income of the newspaper.

A word of advice - treat all your customers the
same, Seétyourprices and make th? same standard
for each advertiser, When a merchant buys a
three-inch ad, make sure that he is given the full
three inches, not two-and-a-half, Be business-like
and keep good records of your income and payments,
(b) Writing the ad, The merchant may prepare the
wording of his advertisement, but is more likely
to want you to do it for him, (i) Space is 50 small
that ads must be written in a few words. {(ii) Use
words thathave action, What you write must appeal
tothe reader and attracthis eye, {iii} The ad should
contain & "selling" message,..mzke the reader
want to go to that store the next day and buy what
was advertised, {iv} Vary the content from week
to week if possible, (v} Make each ad clear, neat
and easy to read,

{c) Ad display, (i) It is important to make the
ads look different from the news and other printed
matter, The reader does not want to read an ad,
thinking that he is reading news. Also, it is better
to have the ad look striking. For these reasons,
the ad might well be enclosed in a box of "stars"
like this; or some other desigm:

*************************************:
H :
* »*
* Union National Bank o
* Main Street 4
* *
* *
* Local And Worldwide Banking x
»* *
* *
* Open A SAVINGS ACCOUNT - 3% Int. *
* *

»*
:*************************************




It is best not to enclose an ad in straight lines,
because these are used to make a news 'box"
wmich should be reserved for news or other edi-
torial items. (ii} Ads should have a lot of white
space in them, (iii} Do not put ads or the front
page. {iv) They should ba scattered through the
other pages among the stories and other editorial
material. Analternative to consider, is to "classify"
all small ads, and place themtogether in a group.
{d) Special advertising issues., One way to bring
in extra advertising income is to plan special ad-
vertising issues. These go well at times like New
Year, and other national or big local holidays.

You can work on this a month or more in advance.
Go to the merchants with your plan. Offer special
low rates forlarge spaces. Tryto write the ads in
a way that will connect them with the special oc-
casion. Get a few stories and features which do
nothave a close time element, and use them along-
gide the ads, In this way you can put together and
print several pages in advance. Then you will not
be rushed on the usual day of printing. Special
issues offer an ideal time to use two orthree colours
in your printing.

Remember, the merchants who support your
newspaper should have the best advertisements you
can prepare for them,. The better value they get
trom their advertising, the morelikely are they to
keep on advertising - which is necessary for the
future of your paper.

Co) T€] tion

After the news has been gathered and the stories
written and the advertising collected, the hardest
part of the wgrk is over, The next step is to
arrange the stories in the right order, type them
on a stencil and print them, This work is mostly
mechanical and can be done well and quickly after
a little practice,

"Copy" is the newspaperman's word {or the typed
or long-hand written story. Clean copy - a story
that can be read easily by the person who types
the stencil - is necessary so that no errors will be
made in re-typing. Here are some simple rules
to follow in typing or hand writing the first copy
of your story before you put it on the stencil;

1. Write on one side of the paper only.

2. Double space between lines, This will give
You room to make corrections or changes.

3. Start the story about one-fourth of the way
down the page. This gives room atthe top to write
the headline later. You may also want to write a
note in this space to the stencil cutter,

4, Leave good margins at the bottom, left and
right sides, Later, you may want to write a note
or make changes in thig space. It iz also easier
for the stencil cutier to read the copy if the page
is not too crowded.

5. Indent the start of every paragraph,

6. H the event took place in another town, you
should include a "dateline”, For example, "HIGH
TOWN, Juily 20 - Local elections will be held soon

for the office of,,," Notethatthe name of the town
is in caps.

7. Asyou write, you can save time by crossing
out mistakes, Do not bother to rub out wrong words
in the first draft of your story, But when you copy
on to the stencil it must be perfect.

8. After writing, re-read the story slowly to
see that it is correct.

9. Always make a carbon copy to keep in your
file, The first copy may be lost, Editors often
put the carbon on a nail spike on their desk, so
they can quickly refer to it. This is especially
helpful if there is a follow-up story later on.

10. When the story is writien as outlined
above, you are ready io type it on the stencil,
This time it will be single spaced (no space be-
tween the lines).

The layout

1. Page make-up. When all the news, features,
editorial, and adveriising copy are in their final
form (before stencilling), you are ready to do the
"make-up"”. Make-up is the arrangement of this
material the way you wantitto appear in the printed
newspaper,

Let us suppose that your newspaper will be three
pages and willhave atwo-column format, We might
call it the "Fairville News" which will be published
weekly. This is the first issue.

Starting at the top of the first page you will have
the title "Fairville News' running all the way from
the left to the right margin. We will discuss later
how the title can be made with special, largeletters,
and in colour too, if you wish. The title might be
from one te two inches deep,

Right under the title heading, there will be one
typed line giving information like the following:
"Vol, 1, No. 1 Sun Printing Co., Fairville,
Nigeria July 20, 1964"

About three-fourths of an inch under this line
in the left column you can put the headline for the
first story., The most important story should be
placed here, because it ie in the place where the
eye falls most easily when the reader looks at page
one, Being an important story, it may have two
lines in its headline. It will probably take up about
two-thirds of the ¢column. The next most important
story should be placed next, The second story will
probably be tooicng tofinish on thefirst column, o
you will have to continue it over to the top of the
second column, The third most important story
comes next, Each story must have a headline and
they should all be underlined, There should be no
advertising, editorials, sports or features on page
one, only the most important spot news,

On page two, top of left hand column, there can
be a continuation of the last story on page one, or,
a new story can begin here. One or two ads might
be put on page two, The top of the right column is
a good place for an editorial. Thelowerleft corner
ontheleft columnis a good place for the masthead,
or, itmightbe placed on the top of the left column
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Mimeograph Papers Can Put Most
Important Story in left-hand Column

This Will Give Space
To Complete It
On Page One

Dally newspapers ordinarlly use
the right-hand column for thelr
tanner story, and the left-band
¢olumn ror the seconrd best one.

However, becguse of space limt-
tatlons 1n a mimeographed paper,
It 1s often advantageous Lo re-

verse Chls praocedure.

Aeasoa? A prianted papsr has a
whole columer of fine print--
500 wards of it or more before
It runs out of the column. Thls
of course 13 not possible 1o a
mimeographed paper. Therelore,
by starting on the left =lde,
you heve as many as three col-
umns in which to tell your most
important scory.

If your bilg story should happen
to be a fatrly short one, you
cAl complete 1t tn the oD part
of the second column, and leave
raam for a double-calumn spread
Lo glve welght to the Lottom
half of the page.

A recent newspaper article in a
Boston paper states that sclen-
tiflec research shows cthat In
splce of the fact that editors

place thelr plctures and leadlng
storles on the rlght slde, read-
er preference 1s actually for
the left slde of the page.

Since this sublect 1s apparencly
qulte controversial, 1t would
seem Lhat both approaches to It
should be ccnsidered and that
the preferance of the mimeograph
newspaper staff should be the
ultimate cholce.

Put Short Items Of
Importance In Boxes

Announcements to which
you want to call atten-
tion, but which do not
have enough news in them
to merit a top head, will
stand out if you put a
"box" around them, ana
have the typist copy them
in lines two spaces shor-
ter than the usunal line.

The box is also used
for short, breezy human-
interest stories,

A Double Column Headline Gives Weight
To The Bottom Of The Page

A double-column heauline
has two advantages, [t is
easy to write,since i has
room for a lot of words in
it. This may permit you to
work out a clever head that
will catch the reader's at-
tention.

The double-column head
(known to meke-up men as
the "d.e¢.™) is also useful

in breaking up the masses
of smalli type that fre-
quently cccur at the bot-
tom of the page and give
it a flat, dull, uninter-
esting appearance,
v (Yo
Keep Fillers on Hand
There is nothing more
exagperating than a little
empty space at the bottom,

USE ITALIC TYPETO
CONTRAST WITH
ROMAN FACES

Where two headlines are
likely to fall together, ei-
ther beside each other or
one underneath the other,
the smaller of the two
should be in italiec type.

"Italic"is theprinter's
term for slanting type. He
uses "Roman" to designate
straight-up-and-down type
faces.

Note how the slanting
type on the headline to this
story contrasts and stands
out from the Roman head di-
rectly above it.

Now lcook over in the
First column to see how the
top head and the secondary
head below it {this lower
head is known as a "deck")
seem to blend inte each oth-
er, even though they are
of different typ= sizes.

If the boxed item in the
middle column had been high-
er,s0 that ite headline was
even with the other two, the
effect would have been even
more confusing, end the ne-
cessiiy even greater for
putting one of the heads in
italics, However, in thisa
case the middle head would
be in italie, since it would
have the greatest nesd for
something to make it stand
out from the othere which
surround it.

Copyright 1950, SIPA - Washington & Lee Untversity - Lexingtonm, Firginia

MODEL MAKE-UP PAGE

Make-ap is not easy to describe in words, but this model gives an idea of several qualities that help to make the mimeo
newspaper look clean and well balanced. Note the justified type, use of three columns, box in the centre, and variation
in headline type. Seec also the little filler at the bottom of the middie column. The small type used for the main story
was set on a Vari-Typer machine and not a typewriter. The special headline lettering can be done by anyone using the
lettering guides.
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on page three. A national story or two might go
on page two or three.

Local and nalional stories of still less importance
can be placed on page three, along with sporis,
social items, meeting schedules and advertising.
Feature stories and news items that are not too
timely and fillers should be held in reserve to fill
out space as necessary. Try not to skip around
and type pages out of order or may you have trouble
fitting in all your copy.

The make-up described above, is very simple
and straightforward., When you have had a little
experience, you will probably want to experiment
with more complicated and interesting page make-
up. You have much more scope for variation and
display, if you adopt a three-column format,

In this case, you may wish to have a double
column raain storyonthe front page. The heading
and the intro. {that is, the first sentence ortwo ofthe
story) might be typed over a width oftwo columns,
and then the rest of the story appears in the one
column size.

A double column story, particularly, will look
better if you ecan hand letter the caption onthe sten-
cil, inthe way described elsewherein this booklet,
This will enable you to use big letters, and give
an attractive display.

The double column story need not necessarily
be at the top of the page. It may be in the bottom
left or right hand corner.

You might choose, too, to have some special
announcement or important small item of news
"boxed" for special emphasis, A cartoon or other
simple illustration is another way of adding variety
and display to the printed page,

It should be noted that all typewriters do nothave
the same size and shape of letters - for example
some arelarge, some "elite", some "italic". If you
have access to more than one typewriter, there-
fore, you can get some variety in the appearance
of your paper by using different type for various
parts of cach page,

The main thing to watch in a more complicated
page make-up, is the need to obtain "balance” ~in
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other words you do not want all the big letters, or
illustrations on the same side of the page, so as
to make it look lopsided.

The best way to learn about newspaper display
and page make-up, isto examine carefullythe front
pages of the city newspapers, see how they get
variety and balance in their presentation, and then
experiment with your own paper. For practice, you
could cut out some printed news items of various
sizes, and then juggle round the clippings to see
how they look.

When planning yosur page make-up it is best to
prepare a "dummy'"., You take a blank sheet the
same Size as your newspaper, and rule up the
columns and mark the space taken for the title, Then
with a pencil, mark on the "dummy" where each
item of news isto be placed, occupying one column
or two columns, as you may decide, By counting
the number of words in each story, and estimating
the number of words to one inch on your paper (per-
haps 35, butthis depends on column width and size
of type), you can judge quite accurately how much
space each story will occupy. In this way you can
plan your whole paper before you start typing the
stencil, and you will know if you have enough copy
to fill the paper, or haveioleave some items out,

2. How to "justify" lines, The word "justify"
means to have allthe lines even, on the right-hand
margin, You can have a good newspaper without
justifying the lines, But if you wish some day to
make your pages look neater, and your paper more
professional, spend a little exira typing time and
justify each line, Here is how it is done,

Set the typewriter stops to the width of the
column - that is the length of line you want. Then
type your storyon a sheetof paper - not the stencil,
If the line is short, f{ill out the extra spaces with
a slash {/), (See example below,.)

After the storyistyped, go back and make a tick
on each line with a pencil, where you ¢an spread
out the words {a space for each slash), Spreadthe
ticks from line to line sothatthey do notfall together,
Then type the stencil, leaving extra spaces where
you have placed the ticks,

For example:

In preparing copy for
the duplicated newspaper//
it 1s necessary to set up/
a dummy of the news story/
iIn this manner. The slant
bars {/) at the end of the
lines indicate the number/
of spaces that must be////
added to each line when///
the copy is typed on the//
stencil.

In preparing copy for
the duplicated newspaper
it 1is necessary to set up
a dummy of the news story
in this mamner. The slant
bars (/) at the end of the
lines 1indicate the number
of spaces that must be
added to each line when
the copy is typed on the
stenc?l.



See how much neater that makes the news column?
These columns are the widih for a three-column
newspaper. To start with, we suggest that youuse
a two-column format. After you have gained ex-
perience with the two-column, non-justified format,
you may like to experiment with justifying the type
on page one of your newspaper. [ttakesalittleextra
time, but it improves the appearance a preat deal.

Two-column or three~column formats are much
better than just straight across-the-page typing,
which is more difficult to read. Two columns
break up the solid bank of type and makes the news-
paper more pleasing to the eye. Iilooks more pro-
fessional. It is also easier to write ads forthetwo
or three-column page, You can put rules between
the columns - that is vertical lines ruled on the
stencil by hand, with a stylus, before you start
typing. This is not essential, and you can leave a
space equal to 3 or 4 letters, between columns, if
you prefer.

Preparing the stencil

The stencil printing process, called mimeograph-
ing, uses a special coated sheet of paper on which
you type., The stencil is placed on a round cylinder
which is coated with ink. The paper to be printed
is pressed against the stencil, and the ink from
the cylinder goes through the little typed holes of
the stencil and on to the paper. This is how your
newspaper will be printed ~ the simplest and least

- expensive way that is known today,

Rtencil paper is bought with a heavy p1ece of.
paper onthe backto hold it straight., In the package
of stencils you will find some soft, loose sheets of
paper, These are called "cushion" sheets. The
cushion sheet can be used several times, but the
stencil can be used only once, Each time youtype
a stencil, the cushion sheet should be placed
between the stencil and the backing sheet, The
cushion lets the type cut deeper into the stencil
which results in blacker print.

All the trouble taken to gather and write the news
is wastedif it cannotbe read due to careless stencil
cutting. It is therefore important to follow these
rules clasely:

1, Cleaning the typewriter. It is necessary
to clean the typewriter type well before typing the
stencil. A well-prepared stencil will give good
printing results, but a badly cut stencil will give
printing whichis hardto read, To make sure your
typewriter is clean: (a) use a stiff brush and clean-
ing fluid to clean the type; (b} chop strokes that
scoop out the dirtare better than side-to-side clean-
ing strokes; {(c) be sure the "cavity" letters like
"e", "a" znd "o" are well cleaned: {d) do not let
the cleaning ﬂuid get on the stencil, Dry the type
off well before typing the stencil,

2. Adjusting and typing, (a) Do not type on the
ribbon when cutting a stencil. Move the ribbon
adjustment to the stencil cutting positions which is
usually marked on the typewriter by a white spot.
{b) Place the cushion sheet between the stencil and
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the backing sheets and put all three into the type-
writer as you would a single piece of paper. Line
them up straight. (c) A firm, even typewriting

touch is the best and will cut the letters deep enough,
Hit the capitals "M", "W'" and "E" with a slightly
harder stroke. A slightly lighter stroke should be
usedon"c¢", "e" and ""o"to avoid chopping out little

round holes,

3. Illustirations and headlines, You may make
picture drawings and largeletters fortitle headings
and headlines if you like. This can be done with
a ball point pen or the special pen for this work
called a “stylus",

{a) Place the stencil on a hard, flat surface;
(b} put a piece of cellophane, like the wrapping on
a pack of cigarettes, over the stencil where the
letter or picture will bedrawn, This willkeep the
stencil from tearing; {c} hold the stylus as if it
were a pencil and write or draw through the cello-
phane on the stencil as you would on a piece of
paper; {d) use a pressure which will penetrate the
coating of the stencil but will not tear it; (e} where
you have lines or letters that meet, it is best to
move the stylus towards where the lines meet,
Otherwise, the stencil maytear; (f) when you have
finished, hold the stencil to the light. If it is not
evenly cut, retrace the line= agzin that need it,

To obtain the best results, trace the drawing
or lettering from a copy placed under the stencil.
Place it against the window so that light will show
through, or on a glass that has an eleetric light
under it. This way, you can see better howto trace
the lines,

You can fill in letters or drawings with dots or
lines to make them appear more solid, or you can
buy devices which help you to get this effect more
easily.

The mimeograph companies scll model lettering
and drawings that can be traced on to the stencil
very quickly, Thereis alarge selection to choose
from. Theydo notcostvery much, They also sell
lettering and drawings already cuton stencils, To
use these, you cut a hole in your stencil the size
of the drawing, then paste the stencilled drawing
over the hole, The companies are glad to furnish
free examples of the lettering and drawings they
have so that you can select what you need, They
also have lettering guides, different kinds of stylus
pens, and many other helpful items to make per-
fect llustrations, You should write for their free
booklets or ask the nearest dealer for them.

Cartoons and other drawings are highly useful
in attracting the eye of the reader. You do not
have tobe an expertartisttodraw a cartoon. Just
sketch down your ideas on the stencil with a ball
point pen, When youhave anidea for a cartoon, or
if you see some in other newspapers or magazines,
write them down or cut them out and store them in
a cartoon file. Drawings and special lettering are
valuable in writing ads too. We have only briefly
discussed the methods for making illustrations,
and so it is suggested that you get the free booklets
on how to do this.




See How a Cartoon improves

Even when
it's done by
a fellow who
cant even

draw FLIES.

CARTOON DRAWINGS

Cartoon drawings of people are good eye catchers. A

simple sketch can tell the story better than many words.
The figure should be in action and pethaps saying
something.

To save yourself the bother of making a new title
heading drawing (or special lettering) for each
issue of the newspaper, you will want to print a
good supply ahead of time., These can be printed
and stored in packs of about one ream each (500
copies). From 2,000 to 10,000 copies can be run
on one stencil, depending on the quality of the
stencil, bow it is iandled, condition of the printing
machine. ete. It is a pgood idea to print the title
headings in colour to make the first page stand
out more brightly. The use of colour will be
discussed later. If you desire {o have a stock of
more than 10,000 headinge , you can arrange to have

them printed by offset press in the capital city. The

charge for this should not be high, By this methed

a first-class piece of art work for the heading can
be reproduced any number of times, and savedfor
future runs.

4. Making corrections, After typing, re-read
each word carefully to find any errors. Do this
before you remove the stencilfrom the typewriter,
If you make an error it may be correcied with
correction fluid,

{a} Rub the error lightly with the round end of
a paper clip or other smooth metal. This presses
the stencil coating over the impresszion; (b) put
on a light coat of correction fluid, Let it dryfor
about 30 seconds or one minute; {c) retype over
the exact place io be corrected; (d) iry to keep
the correction fluid from sticking the stencil and
cushion sheet together.

Correction fluid may be used to repair small
holes and creages in the stencil. Alwars have a
bottle of correction fluid by your side when you
type a stencil. Read and follow the directions

on the instruction sheet which comes with every
package of stencils,

Printing

There are a number of different companies that
make mimeograph machines. They all use the basic
method which we have briefly described before,

There arehighly automatic machines costing up
to $800 each and inexpensive ones at $34,50 which
are hand-cranked, hand-fed and simple to operate,
For the beginner, we have suggested that a non-
electric, inexpensive machine be purchased, No
matter what make of machine you have there are
certain rules that should be followed. Here are
some of the basic ones;

1. Inking the pad. (a) Before putting the stencil
on the drum, see that the pad is properly inked;
{b} do not put on too much ink or it will drip from
the cylinder when the machine is not in usge; (<)
c¢lean spots of ink from around the machine,
especially on those paris where the printed copies
will toueh them.

2. Puiting on the stencil. (a) Tear off the hard
backing sheet and throw it away; (b} mount the sten-
cil on to the cylinder, being careful to smooth out
all wrinkles, (Note that different machines need
different stencil mounts - you must make sure they

match,) (c) Rua several sheeis through the machine

to see that the irnk comes through all right; (d) if the
copy prints too high or too low on the page, make
the proper adjustments; (e) turn the crank with a
steady, even motion. Do not stop half way on a
page, because this will cause blots of ink; (f) when
the printing becomes dim, the pad needs more ink.

If the first sheets are poorly printed, either the pad

is not inked properly, the ink has not yet worked
through the stencil, or the stencil was not cut
correctly,

3. Colour printing, A second colour in your
printing (in addition to black) will attract attention
probably more than any other device you can use.
Colour gives a striking as well as an attractive
appearance, ifitis wellused. You can have colour

in your newspaper no matter what kind of mimeo-

graphmachine you use. In moet ways, the simpler
the machine, the easierit is to have two or three-
colour printing. This iz because there are fewer

changes to make in the equipment of the hand-

operated machines than the automatic, electric

ones. If you have a coloured title heading stocked
in advance, that is a good start,

You may want to plan colour for special issues
of the newspaper. A national holiday or other big
celebration: is a good occasion, It will take a little
more work to use & second or third colour, but
you will have the time to plan for it in advance,
You can even print some of the extra colour work
a week ortwo ahead ofihe holiday. Colour is also
very good for special advertising issues, You
might arrange with an advertiser to print his ads
in colour for an extra price.

The easiest way to have colour is by the use
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of coloured paper. Here are some pointers about
coloured paper:

{a) Some companies carry as many as 14 dif-
ferent shades of coloured papers; (b) be careful
not to use coloured papers that are too dark, as this
makes it hard to read the black type, Light colours
are the best; (c¢) most coloured papers have less

"show through" than white papers of the same weight.

They are therefore pood for printing on both sides;
(d)} do not overdo tF - use of coloured papers, Day
in and day out, white is the best because it makes
reading easier. Use colour for emphasis and
variation on special occasions; {e) the cost of
coloured papers is only a few cents more per ream
than white.

A second way to have colour is by the use of
coloured ink and a second printing.

(a) Type the stencil in the usual way, but leave
a space where you wantthe second colour; {b) type
a second stencil using just the part that you want
printed in the second colour, say red; {c) print the
first stencil in the usual way with the black colour;
{d) take off the black ink pad and put on a red ink
pad; {e) put the second stencil on the cylinder,
Print on top of the sheets you have already printed
black, The red will print in the open spaces you
left on the black sheets: {f} a third or fourth colour
can be printed by making stencils number three
and four for the same page,

4. Stencil filing. Newspaper stencils should be
filed for about six months, You may want to print
some of them apgain. So it pays to ke~p them in
good condition in a safe file as follows:

{a) Remove the stencil from the machine;

{b) layitflat on a sheet of paper and blot it several
times with another sheet., This will remove most
of the ink; {¢) smooth out all wrinkles and lay &
plain sheet of paper on top. Place these in a file
folder: {d) put a duplicate copy of the printing on
the outside of the folder. This will tell you
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quickly which stencil is inside; {(e) do not store
near extreme heat,

5. Care of the machine. Printing machinery will
give years of good service if it has been well cared
for, It will give trouble and produce poor printing
within months if it is not cleaned and oiled properly,

{a} When the printing run is finished, remove
the stencil [rom the cylinder, This will keep parts
of the stencil from sticking to the ink pad, which
will cause light spots because the ink cannot get
through; (b) place an oiled paper over the ink pad,
This will not stick to the pad and willkeep the dust
away; {c) keep the machine clean and oiled. {See
directions which accompany the machine .} {d) Clean
the impression roller once a month., Remove ink
with soap and water, Do not use gasoline or other
chemicals, Ink and chemicals are bad lor the
rubber roller, Make sure the roller is dry before
using: {e) place the coves ontopol the machine. Keep
it there always when the machine is not in use.

CONCLUSION

This chapter has set out in very simple form,
some of the basic rules and principles for report-
ing, editing and publishing. Itis only an introduction
to a very big =ubject, on which many books have
been written,

We have tried to show that it is not hard to start
a mimeo newspaper, Butthis is only the beginning.
It is a first big step, but there is much more to
learn and much progress to be made toward bigger
newspapers and better equipmont,

It is hoped that those who have gained an entry
into journalism through mimeo newspapoers will
extend their knowledge and experience and will
always aphold the traditions of a great and challenging
profession.
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