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Writing, “re-writing,” and editing
For the local union newsletter editor
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The University of lowa prohibits discrimination in employment or in its educational
programs and activities on the basis of race, national origin, color, creed, religion,
sex, age, disability, veteran status, sexual orientation, gender identity, or
associational preference. The University also affirms its commitment to providing “
equal opportunities and equal access to University facifities. For additional
information on nondiscrimination policies, contact the Coordinator of Title 1X,
Section 504, and the ADA in the Office of Affirmative Action, {318} 335-0705
{voice) or (319) 335-0697 (text), 202 Jessup Hall, The University of lowa, lowa
City, lowa, 52242-1316.

Individuals with disabilities are encouraged to attend all University of iowa
sponsored events. If you are a person with a disability who requires an
accommodation in order to participate in a program, piease contact the Labor
Center in advance at (319) 335-4144,
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THE 25 RULES OF EFFECTIVE WRITING

R. FLESCH

Write about people, things, and facts

Write as you talk

Use contractions

Use the first person

Quote what was said

Quote what was written

Put yourself in the reader’s place

Don't hurt the reader’s feelings
Forestall misunderstandings

Don't be too brief

T8 © 0N o R W N

Plan a beginning, middle, and end

.
N

Go from the rule to the exception, from the familiar to the new

.y
w

Use short names and abbreviations

T
>

Use pronouns rather than repeating nouns

. 5
o

Use verbs rather than nouns

e
o

Use the active voice and a personal subject
17.  Use small, round figures

18. Specify. Use illustrations, cases, examples
19. Start a new sentence for each new idea

20.  Keep your sentences short

21, Keep your paragraphs short

22. Use direct questions

23.  Underline for emphasis

24.  Use parentheses for casual mention

25.  Make your writing interesting to look at
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WRITING FOR AND ABOUT PEOPLE:

TEST YOUR PROSE*

Count off a randomly selected 100-word sample of your own original prose or
another selection available.

Go through the text, counting the incidence of personal references. Give
yourself or the author one point for each time the writer uses:

Personal References:

> Personal name.
> Personal pronoun.

> Concrete nouns which refer to human beings.
("workers” "members” "people” "men and women"}

Human Interest Scale
{Number of personal references per 100 words)

194 .......... crrekeenrenas e mereb et e e areerrens recsttaerarecnrens ..Very easy
14t0 18............ ettt naasrnrareas verereee e crenerenns Easy
10to 13 Fairl
to13....... e eenennne crrrart i s achanernn s supn e ennens S airly easy
Bto9 ... rerersaraeaenees S, oo creeeneennn Standard
5 Fairly Difficul
4105...ceee. ceerer e aennes cresrensrneeeans kb bn e as R airly Difficult
.

K S woeennra ettt e s reeneenreeeevaens rsrcrrees e e vave s Difficult
0to 2 Very difficul

1163 2O ereevnras sttt e nre s e ne R b s eee s as nres Very difficult

* R Flesch How to Write, Speak and Think More Effectively




READABILITY: TEST YOUR PROSE *

Count off several randomly selected 100-word samples of your own original
prose (or of the prose on the next page.)

Go through the text, counting the incidence of the formats below. Give the
writer one point for each time he or she uses:

Formats:
> Any word with a capital letter.
> Any word underlined or italicized.
> All numbers not spelled out.

> All punctuation marks except commas and hyphens
and periods after abbreviations (as in "etc.”).

> All other symbols such as $, %, #, &, @, *, +.
> Beginning of a paragraph.

> Ending of a paragraph.

- — o ——. et - o
e ———, u——— b b

Readability Chart

A

Readability

211025 e e s informal

B 261030 i, drnssnbannns Fairly popular
3tto 35..... verenaeen consssrerannees v renseerenvens ...Popular
Over35 i vonneranacn sonseonas seneesnes. VEIY popufart

* R. Flesch How to Write, Speak and Think More E actively
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Excerpt from Preamble, Regulations to the Family and Medical Leave Act {825.114)

Eighty-eight comments were received on the regulatory definition of "serious health condition.” Many
commenters objected to the language in § 825.114{2)(3), which provided that a period of incapacity of
more than three calendar days was an indicator of a serious health condition, and § 825.114(b)(2),
which defined continuing treatment as including one visit to a health care provider which results in a
regimen of continuing treatment under the supervision of the health care provider, e.g., a course of
medication or therapy fo resolve the heaith condition. Some contended that the "more than three days"
test encouraged employees to remain absent from work longer than necessary for the absence to
qualify as FMLA leave, or that the duration of the absence was not 2 valid indicator of serious health
conditions that are very brief (e.g., 2 severe asthma attack that is disabling but requires fewer than
three days for treatment and recovery to permit the emplovee's return to work)., Some commenters felt
the three-day rule was unreasonably low and trivialized the concept of seriousness, suggesting it more

appropriately defined 2 "health condition” rather than a "serfous health condition.”

Nine commenters (9 1o 5, National Association of Working Women; Federally Emploved Women;
Women's Legal Defense Fund; Federal Express; Linda Garcia; Kerryn M. Laumer; Epilepsy
Foundation of America; International Ladies’ Garment Workers' Union; Service Emplovees
International Union) stated that the three-day rule was contrary to the statute and legislative history.
The Women's Legal Defense Fund and the Epilepsy Foundation of America pointed out that the House
Education and Labor Committee specifically rejected a minimum durational Hmit during a markup of
the bill. (...} The Women's Legal Defense Fund made the observation from the legislative history that
Congress intended the severity and normal length of disabling conditions to be used as "general tests,"
not bright-line rules, and suggested that if a condition is sufficiently severe or threatening, duration is

irrelevant.

Fifteen commenters suggested extending the three-day absence requirement to a longer period, such as
5,6, 7, or 10 days {Care Providers of Minnesota, Cincinnati Gas & Electric Company, Chicagoland
Chamber of Commerce, Nevada Power Company, Federal Express, Chevron, PARC, Consolidated
Edison Company of New York, Inc., Village of Schaumburg (Hlinois) Human Resources, Food
Marketing Institute, Society for Human Resource Management, Southwestern Bell Corporation, New
York State Metwropolitan Transportation éazémrﬁzy}g two weeks {United HealthCare Corporation), or
31 days (the American Apparel Manufacturers Association, Inc., suggested that the definition should
refiect the mitial study by the U.8. General Accounting Office that estimated FMIA's cost impact,
noting further that the three-day rule is significantly more lenient than the 31 davs or more of bed rest

required to rernedy the condition” used by GAO).




WORDS, WORDS, WORDS.....

"VERBS, CAMERA, ACTION!"

Rewrite the following sentences, using verbs, rather than nouns, adjectives, or
prepositional phrases to convey the idea of the sentence.

1. There was a lively discussion over the contract propoesals.

2. Joe Travers will be the new person in the position of steward.

3. According to the safety committee report, there are many dangerous hazards in

the loading area.

4. The supervisor was angry.

5. The main benefit of the merger would be the joining of the electric utility

operations of the two former holding companies.
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SHORT AND SWEET

Fill in the blanks with one or a few words similar in meaning, but shorter, clearer,
more corcise, more familiar,

initiate start
terminate -
utilize use
accomplish

render assistance help
encounter o
endeavor try
elevate

in view of the fact that because
subsequent to

the month of January January
8 p.m. that evening

members of the team the team
basic fundamentals

sum fotal total
past history

signed their names signed
at the present time

with referencs to about

afford him the opportunity

viabile alteratives

distinguish them from each other

affernatives

i




SENTENCES

ELIMINATE THE EXCESS VERBIAGE!

At the executive board meeting heid last
Thursday, it was decided that in the event
that the company decides not to post
overtime notices on the plant bulletin board
like they have always done, a protest will be

made to the plant manager.

The company is saying that they are making
plans to the effect that anyone who refuses
to accept overtime would be placed on the

botiom of the overtime roster,

Now, this would be an obvious violation of
the contract and the procedures we have

negotiated to handle overtime assignments.

Any questions in regard 1o policies of this
sort should be directed to the chief steward
or any member of the negotiating

commities.




PARAGRAPHS

Break this long piece into several paragraphs, using this mark as a divider.@

April 28th has been chosen by the AFL-CIO as Workers Memorial Day, aday to
remember workers who have been killed, injured or diseased on the job. 1989 marks
the eleventh year this national day of remembrance will be observed by the U.S.
labor movement in order to highlight workers' efforts to reduce the annual toll of
workplace death and injury by legislation as well as negotiation. April 28th was
chosen because it is the anniversary of the Occupational Safety and Health Act of
1970 which first promised to assure every American Worker a safe job. Recent
statistics suggest that workplaces, in spite of OSHA, are still dangerous for many
workers. The National Safe Workplace Institute in Chicago reported that more
workers are killed on the job in the United States (est. 80,000 annually) than in most
other major industrialized countries. And the Labor Department reports that in job
injuries and iflnesses in the United States, though they have been falling over the
decade, are still unacceptably high. According to a report by the National Safety
Council one in four deaths and nearly half of the injuries suffered by working adults in
the country occurred on the job. This vear the iowa Federation of Labor, AFL-CIO
and member affiliates hope to bring to the public's attention their efforts to support

passage of needie stick legisiation.




WRITE A DIFFERENT HEADLINE AND LEAD FOR THESE STORIES:

>Existing Headline: Social Security Update

>Existing Lead: Social Security has existed for 60 years and has helped millions of
Americans live a secure retirement.

>New Headline:

>New Lead:

>Existing Headline: Arbitration Report

>Existing Lead: Grievance #-48569 was filed in 1008 by Tony Hopkins, an
assembler in Department C, first shift and we have just found out that the award has
been received by the Union and that the Union has been given a victory,

>New Headline:

>New Lead:

>Existing Headline: Constitutional Amendments Bad for lowans

>Existing Lead: Two proposed amendments to the lowa Constitution will make it
much more difficult for lowa state government to respond to the needs of lowans , will
possibly cause property taxes to be increased by local governments and will allow
rich people to continue 1o pav an unfair share of lowa's taxes.

>New Headline:

»Mew Lead:




Checklist for Writing Leads:

If you answer "No" to any of the following questions, you
may have to rewrite your lead.

1. Is it specific (rather than vague or abstract)?
2. Is it concise? (No more than 3 lines typed)

3. Does it begin with the news? (If you began with the time and place it occurred,

rewrite it!)

4. Does it emphasize the most interesting and important aspect of the story--the

main thing that happened?
5. Ifitoriginated in a distant city, did you begin with a dateline?

6. Have you used a relatively simple sentence structure, avoiding a long beginning

clause or phrase?
7. Has it been localized?
8. If you used a question, is it short, simple and provocative?
9. If you used a quotation, does it adequately summarize the story?
10. Have you emphasized the sfory's imporfance and its impact on your readers?

11. Have you double-checked all facts to be sure they are correct, and not

exaggerated or inaccurate?




WRITE A HEADLINE AND LEAD
ON ONE OF THE TOPICS BELOW:

Why we need national health care now
What happened at our last union meeting

What your employer is doing about one of these fopics: contracting out; technological
change; repetitive motion problems; employee involvement/High Performance.

What your members should know about The Stanley Amendment.

Why workers should run for political office

>Headline:

>Lead:

I



Tips for rewriting:
Turning “canned” articles into
exciting and readable stories

Let’s face it: as local union newsletter editors, we often do not write our own
material and in fact, we shouldn’'t have to! We should be printing articles contributed
by our officers and members, talking about local or national issues of relevance and
interest. But we are often faced with contributers who are late in turning in articles or
who turn in articles which need some serious editing. So we sometimes end up with
deadlines and not much to print. ‘

At these times we all turn to material taken from other newsletters or from
International or national union publications, from the state and national AFL-CIO, or
from other labor-friendly press sources which want us to use their material freely.

Can we use their material? Most of these publications want us to use their
articles and encourage us to do so. The lowa Federation of Labor, AFL-CIO, for
example, regularly distributes clipart and articles to assist the local editor, so do UAW
LUPA and many other national or international unions. Many of these articles contain
information on national or state political issues which we would find difficult to
produce on our own. The articles are usually jam-packed with important facts and
are written from a union point of view. Our members need this information!

But how do we get our members to read articles written for a different audience and
on issues which may seem at first glance to be distant from the local scene?

The answer is: “rewriting.” Rewriting is more than editing; we use this term
to mean taking a canned article (for which you have copying permission} and making
it exciting, relevant and readable for YOUR members.

Some basic principles:

1. Local focus. Give the article a local focus or slant.
Write up a paragraph which points out how this issue is
relevant to your members. This may take a bit of research
on your part, but many times, you know the local connection
hecause you are active in your local community.

2. Interview your members. A great way io do this is to interview

_ somecne from vour local who can comment on the issue and how it affects
P them, their family or department at work. Then you get the double
/\é\,ﬁ advantage of being able to have a local person’s name in the article.




3. Shorten? See if it needs to be shortened. If so, don't hesitate to cut, but be
sure you keep the main points in! And that you have a good lead and a meaningful
conclusion.

4. Headline. Look at the headline. Can it be “jazzed up™? Can it be given a
local twist?

Example:

< Main title of original article: “Unemployment worsens in fourth quarter”
& Your ‘jazzed up” substitute titte:  “Jobs now harder to get”

QY{mr subtitle with a local twist: “River City impact: we are the most

vulnerable workers!”

5. Pull quotes. Pick a sentence from the article which is
especially “quotable” and put it in a box somewhere in the article.
Readers will nearly always read the pull quote first. It serves as a half-
open door which arouses readers’ curiosity and invites them into the
article as a whole.

5. Placement. You may have (or create) a special section for
political articles. Many newsletters like to have the important political
articles as lead articles. Think of having them on a right-hand facing
page for special emphasis.

“a door half-
opern...."

6. Graphics. Can you find a graphic or cartoon which ties into the article? You
might even consider adding a comment under the graphic: “More? see below!”

7. Internal headlines. Break up an article by putting the first sentence in bold—
or create your own internal headline for the paragraph and make it bold.
Readers are much more likely to stick with an article which looks like a series of

short pieces.
Labor Wins Again! Labor wins again!
P s s A close vote. ~romermere
e R Y e ——
/

T e s s A\ / Overtime: the big issus =
ko e o o i e e e e i . - e

S e S it Y P i g O Pt P P b g Wi B B - s S s S e o e e A

T P e s s s Solidarity triumphg -~
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BORROWING ARTICLES: LEGAL RESTRICTIONS!

What can you borrow from other sources -- legally?

The Federal law protects authors from unauthorized use of their publications.
Copyright owners have the exclusive right to reproduce and distribute copies of their
work.

in order to legally reprint an article, cartoon, char, etc., from a book, magazine,
or newspaper, you must call, or preferably write and obtain permission to do so. You
need to tell them what material you wish to copy and how it will be used.

Frequently such permission is readily granted for non-profit purposes, but certain
guidelines may accompany that permission. For example, the Des Moines Register
requires that only entire articles may be reprinted, and no “high-lighting” of any type
may be added. “Always credit original sources, reproduce all copyright lines.”

In some instances you may be able to obtain “blanket permission” to copy
articles on an on-going basis from a given publication without having to ask each
time. Again, you must designate the original source in your reprint.

Itis also possible, and often more effective, to use the ideas and facts presented
in an article or chart if you put the information into your own words. Permission is not
needed to do this. A direct quotation may also be inserted if it is not longer than two
or three paragraphs taken from a long article and credit is given fo the source.

Some publications are not copyrighted and may be copied without permission:.
These would include many newsletters put out by organizations such as the AFL-
CIO. It may be wise to check this before using the material, however. If it is used, be
sure to give credit to the original publication.

An article which is copied for your personal use is considered legal -- a “fair use.”
Likewise, if you wish to copy something to hand out in a non-profit workshop where
you are serving as “teacher,” three requirements must be met:
11t shouid be brief (not over 2,500 words), and must include a notice of copyright;

2] permission should be secured unless there is not enough time to do so; and,
3] there shoulid be only one copy per person and the material may not be used over
and over in subsequent workshops.

Photos: Do you need permission??

Normally people want to see their pictures in the paper. But whether they like it
or not, you still have a legal right to snap photos and. in most cases, o print them.

Here are exceptions o waich out for

" This article was borrowed and modified with permission from Nancy Brigham, How 10 do Leafless,
Newslatiers and Newspapers, 1982,

Eoge o . " v ; 5 . s

* Brigham, fow fo do Leaflets, Newslesters and Newspapers, 16991,

- 44 .




+ Courts, local laws or private owners can bar your camera from courtrooms,
museums, factories or other private property. When in doubt ask permission of
whoever's in charge.

+ Military instailations are off limits, and photographing money is limited (so the
photo won't look like the real McCoy).

» Don't publish photos of private situations if it would offend a reasonable
person.

* If you plan to use a photo for advertising or other commercial purposes, ask
everyone pictured to sign a release.

You do not need a release, however, for a photo used for current news,
educational or information purposes.

« If you add a caption or touch up a photo, be careful not to libel the subject. If
the caption damages someone’s reputation, it had better be accurate.

» Use common sense. Printing a photo of someone at a rally who's supposed to
be at work may be legal, but it's not wise. When in doubt, ask permission.

Reprinting photos and articles

No editor depends 100% on original articles and graphics. You'll occasionally
reprint interesting articles and cartoons from other papers and magazine. As for
whether you need permission, the rules are a bit muddy. Such reprints are policed
by the Copyright Act.

The political context

Since U.8. law is vague about “fair use,” whether you're safe reprinting
something may also depend on your political context. If you borrow a cartoon from a
national magazine for a non-profit newsletter handed to a group of neighbors,
chances are the big-timers won't know about it and won't care.

The bigger your circutation, the more careful you should be. Many copyright
owners worry only about commercial reprints. So if your paper's a money maker,
watch out. And don’t sneak copyright cartoons into ads.

Think twice before “borrowing” from the local newspaper. If they're hostile to
your goals and keep their eye on your activities, they're sure to holler when you
reprint without permission.

EDITING GUIDELINES

Edit Yourself

The first person to edit your articie is yours truly. But first you need to put a liftle
distance between yourself and the article. If the moments and hours agonizing over
this word or that point are still fresh in your mind, vou won't want to change a thing.
And chances are, changes are necessary.

=0, when it's all said and done, put the article aside for as long as possible, Visit
a friend, play with your kids or just spend & whole day thinking about something eise.

-5 -




When you come back fresh to the article, pretend you're someone in the audience
reading it for the first ime, and see what it does for you.

Then turn your story over to someone else. In many locals, it is a good idea to
have the president look over your articles in case you have inadvertently made an
error that affects the union. If no one officially edits your newsletter, paper or leaflet,
show it to a friend who understands your audience. And whatever you do, den't be
afraid of a little criticism. 1t can only strengthen your writing.

Everyone Needs Editing

Two heads are better than one. You can re-read what you wrote il the cows
come home and never realize that someone else could miss the point you're making,
or find a completely different meaning for a word you thought was crystal-clear.
Better to be misunderstood now, when no harm'’s done and you can change
anything, than when it's printed and too iate.

For example, when you mention that “the Elderly Club halted illegal lobbying,”
you mean that the club blew the whistle on some crooks lobbying under the table.
You know, of course, that the Elderly Club is an upstanding group that fights against
the isolation and discrimination feit by senior citizens. They are above suspicion. But
when 1 pick up the paper and read that “the Eiderly Club halted illegal lobbying,” |
don't know anything else about the group. | could read that sentence to mean the
Elderly Club has been caught lobbying illegally and has finally stopped its shady
dealings.

Before you hand over your article to be edited by anyone, make sure you've got
a carbon or Xeroxed copy to keep for yourself. That is your only insurance against
someone losing the whole thing. And if you discover your editor is overambitious and
has butchered your article beyond recognition, you can pull out your original and
force him/her to start again.

Ask yourself some questions

Editing is a matter of reading and watching your own reactions. It's a test run, to
see if the story comes across clearly.

Here’s what to ask yourself while you're editing an article, whether YOUr owWn or
someone else’s:

1) Did you understand it all the way through?

If you're confused for a while and only start o get the idea at the end, some facts
or ideas are probably in the wrong order. A less sympathetic reader won't taks the
trouble to figure out what the story means. Did you get confused because the writer
made you think shefhe was going to talk about one thing, and ended up talking about
another? Did the writer leave out some steps in reasoning so you don't see how the
writer got to the conclusions?

2}  Can you tell what the main point of the story is?

Or does the writer hedge and avoid saying clearly what she/he thinks? Do some
sentences seem beside the point? Get the writer 1o tell you why those sentences are
important. Why did she/he put them in? If the writer can't say. the seniences are

E-
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probably side-tracks. If the writer can tell you what the sentences were supposed to
do, that should help the two of you to figure out what's not getting across. Ask the
writer to say it to you in a different way. What is said may make a better sentence
that what was written,

3 Do you find yourself reading a sentence twice?

Look at Sentence One below. It sounds funny. If you missed that tiny little
comma, you'll read “...salaries average $100,000 a year for most working people....”
and it'll throw you off. The sentence needs to be rearranged into something simpler,
like Sentence 2.

Exarnples

1) While doctors’ salaries average over $100,000 a year, for most working
people a simple operation will wipe out all savings.

2} While most working people can’t afford a simple operation, doctors’ salaries
average over $100,000 a year.

4) Does the story put you in the mood the writer intends?

And does that mood suit the goals of the newsletter, leaflet or paper? Suppose |
read an article exposing all the gory details of city corru ption. If it sounds so
overwhelming | want to hide in a closet indefinitely, it's not doing me -- or the people
fighting city corruption -- any good. The article should make me feel angry and
capable of changing things, not defeated and scared.

Likewise, an article attacking the lack of government democracy shouldn't leave
your reader hating government. Give your reader the sense that government can be
changed, maybe with specific suggestions, and that the government is worth
changing.

5) Are there words you don’t understand?
Ask the writer to replace them.
&) Does the writing sound as natural as someone talking to you?

Short words used in everyday conversation usually make the point as effectively
as longer, rarer words.

7) Does the article raise questions that are left hanging?

If the questions are important, the writer has to find a way {o answer them or
suggest where the answer lies. A helpful editor will give the writer some tips for
further research. If the questions are beside the point, gst rid of them.

HOW EDITING CAN HELP

if you're afraid you will hurt people’s feelings and don't want to edit articles, YOour
paper will be a hodgepodge. Some articles might insult or offend members of YOur
audience by being, for example, sexist or racist. Some articies won't make sense.
Some will push ideas your union doesn’t endorse. Others will bore gveryone to tears.
Some writers may not realize that they are basing ideas on assumptions the group
doesn't share.




if you really don't want to edit an article that doesn’t reflect your group’s position,
publish it as a letter {o the paper or newsletter. If it's on an important issue, follow it
with an Editor's Reply.

Although editing takes work and diplomacy, you're doing your writers as well as
your readers a favor by editing all the articles {except possibly personal columns by
established writers). Writing is a basic way of saying what you think. People who
were iold they failed to write well back in High School still bear the scars today. As
they learn to write well for your publication, they gain an invaluable skill and win back
the self-confidence lost long ago.

Editing helps make your paper a group effort. [f everyone is concerned only
with his or her own article, it's more like writing a letter to the editor of someone else’s
paper than putting out a group publication. People work alone and don't get to know
each cther. Editing raises issues that should be discussed and keeps members of
the group in touch with each other.

Who should edic?

Once you've agreed that article should get edited, who's the editor? He are
methods you could try:

» One editor. One person has the job of editing everything for a particular
issue. The job can rotate from month to month, or it each remain with the same
person. If your group has paid staff, one staffer might become editor, The editor
would still show articles to other people to get their advice. Clear controversial
articles with other leaders or an expert.

« An editor for each story. Atthe first planning meeting, assign each story an
editor as well as a writer. This process might make articles less consistent, but it
encourages a closer relationship between writer and editor. 1t gives everyone
valuable experience without overioading one person

« An editing meeting. Some publications hoid a staff meeting the date articles
are due. Everyone show up early to read the stories and write comments. Edit for
overall content, approach, and what to cut or expand at such a meeting; but avoid
getting into details, or your meetings will furn into marathons. and people might get
so carried away with their own ideas, they forget the writer has right and feelings.

Edifing at meetings makes sense only when your group is very close, personally
and politically. Even then, assign individual editors to finish going over each article
and to work personaily with the writer.




How to edit successfully

Editing without tears

If you follow these guidelines, you can edit the most sensitive writers’ article
without overdoing it.

» Prevent problems from cropping up. That's easier than trying to cure them
when they are full blown. Make your editorial process clear to everyone before they
start writing. Tell new writers they'll get edited and how it will help, so that when it
happens they won't think they failed..

So people won't start out confused, discuss their article ideas and goals before
they put pen to paper. And type a brief summary of your paper’'s goals and editorial
policy to distribute to all new writers.

Encourage everyone to type article drafts double-spaced. That way you'll know
if the article fits where it belongs. And it allows room for minor rewriting.

« Whatever you do, don’t edit by whim. Don't change a word or sentence fo
something eise just because you like it better. You're tampering with pecple's
personal style, and they have every right to be annoyed. When you want to change
something, make sure you've got a good reason; then explain it so the writer
understands and leamns from it.

» Don’t criticize every little thing down to the last unnecessary word. People
learn from getting edited, but not if the experience discourages them. A new writer
has a delicate ego and probably fears he or she can't write at all. Don't confirm that
fear.

Pick out the most important problems to get changed, and let the rest go. To
sweeten the medicine, look for the writer's strong points, and praise them,

« Criticize in a constructive spirit. Don't just say, “that’s boring.” Figure out
why it's boring and what could liven it up; then say: “That point would interest people
more if you . . ”

« Avoid rewriting the article yourself. Only the writers know what all the facts
are and what they're trying to say. The editor's job is to draw out of the writer the
missing facts, to get the writer to explain confusions, and to suggest revisions and
see if they're correct. Often when you ask a writer to explain something, the write will
say cut loud exactly what should have been written.

When the writer’s at a loss, then suggest your own revisions. If you say a
sentence should be clarified but the writer can’t think of anything better, the writer
might insist the sentence is great as is. Dream up an improved version of that
sentence, and il break the impasse, opening the writer's mind.

= - Mever, ever make major changes behind the writer's back. If you're really
oo busy o go over changed with the writer, don't change anything. Picture what if's
like to spend valuable free time writing a story. You look eagerly to the day when
you'll see it in print and can show it to friends. when the paper come ouf a story
appears with your name on it, but it isn't your words,
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How would you feel? Embarrassed? Taken advantage of? Worse yet, suppose
the editor misunderstood one of your points and rewrote it with clear wording - so that
the point's clearly wrong. It makes you come across as a fool. Would you want to
write for that publication again?

When an editor single-handedly changes something, you're presuming fo know
everything the writer knows. It's an insult to the writer. If you don't have time to sit
down with the writer, at least make a phone call to get changes approved, or to clarify
a point.

What the editor does

Editing is a matter of reading and watching your own reactions. It's a test run. to
see if the story reads well.

Mark with pencil in the margin or on a separate piece of paper points that need
rewriting or can be crossed out. But don't get your heart set on changes. They're
tentative, until the writer either approves each change or solves the problem in
another way.

When you meet with the writer, explain your reasoning behind each change.
Usually you can solve the difficulties together, then and there. Send the writer home
to revise the article only if it needs more research, it's too long to work on together, or
the writer insists. Leave the meeting with solutions, not just mistakes.

- Modern marvels

— if you have a computer and get articles from people who also have
computers, you can edit them right on the machine. (However, if the
machines aren’t compatible, you may have trouble.} The writer copies the article
onto a floppy disk, and you slip that into your machine.

Don't start massacring the article right away, or you might delete half of it by
mistake. Make a copy on the screen to work with, so you can check your changes
against the original.

« |f you and the writer both have modems, the writer can send you an article
aver phone lines - from the computer next door or one at the opposite end of the
earth. Although you could figure out all the codes to send such “mail” yourself, it's
easier to subscribe to a network that offers electronic maif. Just make sure your
writers belong to the same network.

When you've typed your editing suggestions into an article on the computer,
send it back. The writer then sends vou a rewritten version; it could all be done
within an afternoon.

{Nancy Brigham, How fo do Leaflets, Newsletters & Newspapers.)




Your president and treasurer insist that this article be the lead
article in your next newsletter. Is there any way to make this short
article more palatable??? {(maybe not!)

OVERDUE DUES COLLECTION will be
made automatically every three months,
at the end of January, April, July and
October so if you have been paid less
than 36 hours in a monthly pay period,
due to being laid off, or on comp, or
iliness, please let the Union Office know
within 60 days of the time you went off.
Also, if you have a question about your
dues please bring your check stubs with
you for the monthly pay period in
question. It is important that you call
and let the Union office know when you
are off because if you do not this can
affect how much you owe in dues for the
time you are off or it could make a
difference in whether you receive a
dues refund or not, so please take the
time to call. Don't assume someone

else will do it for vou.
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WRITE A DIFFERENT HEADLINE
AND LEAD FOR THIS STORY.

>Existing Headline: Toward Minority Rule®

>Existing Lead: What's the rush? Why must lowa voters consider two proposed
amendments {o the state constitution in a special election in late June? That would
be a departure from the custom of voting on constitutional amendments at general
elections in November.

>Your Headline:

>Your Lead:

The only advantages of a hasty, special election are that little time is allowed for
discussion and turnout is likely to be low.

That would work in favor of supporters of the amendments, since both proposals
seem sensible until they are subjected to careful consideration.

One amendment would require a 60 — percent vote of the Legislature {o raise income
or sales tax rates. That puts the minority — 40 percent of lawmakers plus one—in
control. 1t is profoundly undemocratic.

LOCALIZE THIS STORY IN ONE OR MORE OF THESE PLACES

It's shortsighted too. A decision to raise taxes is never made-ightly bylawmakers,
who must answer to their constituents. Significant boogien the income or sales
taxes have occurred only three times in the last thr ecades. The/maost recent
state actions on taxes have been reductions. en a tax hike doeg occur, it is only
when the need is great. Yet the amendme ould permit a minority to thwart the will
of the majority in meeting such a need.

-

focal governments when revenue is Hght. thereby forcing aryincrease in property
faxes.

The other amendment would place in the Constitution a é‘f{;“gi&%?@m@ﬁ{ now in lowa law

Such an amendment would raise chances of lawmakers paps/s{ing expenses off onto

that the state can spend no more than 88 percent of its gstimated tax revenues. The
law has worked well; the amendment is unnecessary.

WRITE A DIFFERENT CONCLUSION TO THE ARTICLE

T From Feb 1599 lows AFL-CI10 News.




