
There are whole books about journalistic style, 
and every publication has its own rules for 
grammar, spelling, punctuation, and language 
usage.  Here are some basics we follow:

1. Spell out the numbers one through nine; 
use numerals for 10 and above.  Exceptions: 
Ages and dates are always numerals, and a 
number at the beginning of a sentence should 
be spelled out unless it’s a year.

2. When you refer to someone the �rst time, 
use his or her �rst and last name (for adults)  
or �rst name and last initial (for kids). After 
that, use just the last name for adults and just 
the �rst name for kids.

3. Movie, book, and song titles should be 
capitalized and in quotation marks. For 
example, “The Wizard of Oz.”

4. Use “the Oxford comma.” Many newspapers 
don’t put a comma before conjunctions like  
“and” or “or” in a list, but we do because that’s 
the style you learn in school.  For example, “I like 
jump rope, hopscotch, and four-square.”

5. Spell out abbreviations and acronyms the 
�rst time you use them in an article.  For 
example, use Oakland Uni�ed School District 
the �rst time you refer to it, and OUSD 
thereafter.

You can learn more about AP Style on this 
website from Purdue University:
https://owl.english.purdue.edu/owl/resource/7
35/02/

Use active verbs. Challenge yourself to avoid 
the word “is” as much as possible.

Make your writing clear, concise, exact, and 
interesting.  Use simple words, don’t use more 
words than you need, and describe facts 
accurately.  Make it easy for the reader to 
understand what you’re saying.

Use the Inverted Pyramid to structure news 
stories.  Put the most important information at 
the beginning of the article, then interesting 
facts and colorful details next.    

Attribute your sources.  If you use facts or 
quotes, tell your readers where they came from.  

Proofread!  Check your work for spelling and 
grammar before you hand it in. Even better, 
have someone else check it, too.

Avoid the �rst person.  For the most part, you 
as the reporter should not be part of the article.  
Try to �nd ways to tell the story without using 
the word “I.”

Most U.S. newspapers 
use “AP Style,” 
standardized rules 
for writing news 
copy created by 
the Associated Press, 
the world’s oldest 
news service.

LESSON 4: WRITING NEWS



Most important infomation
5 Ws - Who, What, When, Where, Why

Interesting facts and 
colorful details

Least
important 

info

The Inverted Pyramid
How to Structure Your News Article


