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The objects and purposes for which the 
Corporation is formed are to gather, obtain 
and procure by its own instrumentalities, 
by exchange with its members, and by any 
other appropriate means, any and all kinds 
of information and intelligence, telegraphic 
and otherwise, for the use and benefit of its 
members, and to furnish and supply the 
same to its members for publication in the 
newspapers owned or represented by them, 
under and subject to such regulations, con
ditions and limitations as may be pre
scribed by the By-Laws; and the mutual 
co-operation, benefit and protection of its 
members. * * *

The Corporation is not to make a profit, 
nor to make or declare dividends, and is 
not to engage in the business of selling in
telligence nor traffic in the same.—From the 
By-Laws of The Associated Press.
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Scope and Requirements.

The Associated Press is distinctively and 
essentially a news gathering and news dis
tributing organization. Outside of that 
field it has absolutely no interest, but in 
that field its interest is supreme. It has 
no policies to promote nor interests to de
fend, is absolutely non-partisan, non
political and non-sectarian, and its sole aim 
is to secure news and have that news trans
mitted to its main offices and to its news
papers ahead of all competition.

The Associated Press is not satisfied to 
receive its news on an equality with others. 
Its aim is to secure such news as it desires 
before all others, and it wishes its em
ployees to feel that in this effort to be first 
any well directed enterprise always will re
ceive the support of the Management.

It is a requisite of the employees of The 
Associated Press that they be honest, fair, 
just and gentlemanly to all, and that in 
return they shall demand fair treatment, 
justice and respect from those with whom 
they deal.

.
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To All Employees of 
The Associated Press:

The peculiar responsibilities and limita
tions of The Associated Press have made 
necessary the establishment of certain rules 
for the conduct of the service. From time 
to time these rules have been promulgated 
through resolutions of the Board of Di
rectors, general orders and circulars of in
struction.

Covering a long period of years some of 
these rules either have fallen into disuse 
of are not known to those employees who 
have entered the service since their 
issuance.

In the following pages will be found all 
resolutions of the Board, general orders 
and instructions bearing upon the admin
istration of the service, in both the news 
and telegraph departments, together with 
the By-Laws, with which it is imperative 
that every employee familiarize himself. 
They afford guidance in practically every 
situation with which one is likely to be 
confronted.



Every rule and precept herein presented 
is in force today and their observance is 
strictly enjoined. Ignorance of a rule will 
not be accepted as an excuse for its vio
lation, and as others are issued they should 
be preserved and this book kept up to date.

Melville E. Stone, 
General Manager.
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Resolutions of the Board 
of Directors.

The following resolutions were adopted 
by the Board of Directors under the powers 
conferred by Section 12 of Article V of the 
By-Laws:

Resolved, That this Board define the 
word “publication” as used in Art. VIII, 
Sec. 10, of the By-Laws, to mean the re
linquishment of the control of the sheets 
or any of them, by the publisher, either by 
sale or by deposit in the postoffice, or by 
transfer in any way to hands not directly 
controlled by the said publisher, so that if 
any copies, printed, or in any other form, 
shall be permitted to go outside the office 
of the newspaper intrusted with an advance 
copy of a public or other document, it shall 
be deemed a violation of the By-Laws. 
(May 15, 1902.)

What
constitutes

publication.
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Employees 
must report 
violations of 
By-X,aws or 
Regulations.

Employees 
shall not be 
special cor
respondents.

Prohibiting 
the trans
mission of 
editorial 
opinions.

Defining the 
character of 
the report.

Resolved, That it is the duty of the Gen
eral Manager and of all subordinate em
ployees, to report promptly any violation 
of the By-Laws or of the regulations pre
scribed by the Board of Directors. (May 
IS, 1902.)

Resolved, That it is contrary to the 
Policy of The Associated Press that any 
salaried employee of The Associated Press 
serve any newspaper as special corres
pondent. (May 15, 1902.)

Resolved, That the transmission of edi
torial opinions upon political or partisan 
matters is contrary to the policy of The 
Associated Press. (May 15, 1902.)

Resolved, That the news report of The 
Associated Press should comprehend such 
news only as is of general interest and 
must not include in any territory any spe
cific variety of news not desired by a ma
jority of the members receiving a report on 
the wires affected. (May 15, 1902.)
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General Orders.

No. 100—When circumstances warrant a 
bulletin not exceeding fifty words may be 
sent without scheduling, but the use of the 
bulletin privilege without good cause must 
be avoided.

No. 200—Following every bulletin there 
should come at once either a detailed story, 
or, in case the bulletin proves sufficient, a 
notice that there will be no substitute.

No. 202—To Operators: Each sheet of 
news matter must bear the time of its 
receipt. This rule is imperative and ap
plies to all leased wire points.

No. 204—Correspondents should at all 
times be diligent in getting news on the 
wires at the earliest possible moment, as 
owing to the difference in time throughout 
the United States it is always likely to be 
available for immediate publication at some 
point. Correspondents must not delay, 
thinking that there is still time to catch the

The bulletin 
privilege.

Following up 
bulletins.

Timing the 
report.

Necessity for 
promptness.
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Condense the 
day report.

Explain all 
"Kills”

Notices of 
substitute 

stories.

Copying-
bulletins.

evening or morning papers, as the case 
may be.

No. 207—The service for afternoon 
papers should usually be delivered concisely 
so that as many items of interest as pos
sible may be put upon the wire. It fre
quently happens that the whole story could 
be told in ten words, but instead of so 
doing a ten-word schedule is sent and a 
hundred-word item follows.

No. 212—Whenever a bulletin or item is 
killed the reason for the action should ac
company the notice to kill in a word such 
as: “Untrue,” “Old,” “Duplicate,” “Libel
ous,” “Fake,” etc. (See General Order 
No. 308.)

No. 215—Whenever a substitute story is 
to be sent out at night a brief announce
ment of the fact should be sent as a bulle
tin at the earliest possible moment after 
day “30.”

No. 219—Bulletins should always be put 
upon an independent sheet and not con
nected with other matter.

12



No. 221—-After day “30” markets and Markets and 
sporting should be given precedence on the sports take 
wires over everything except bulletin mat- lrecedenc(-- 
ter, as it is desirable in most newspaper 
offices to get the sporting and markets out 
of the way and on inside pages. Great 
care should be exercised that the figures in 
sporting and markets are accurate, and 
they should be verified before filing.

No. 236—The following rules governing captions for
the handling of advance matter must be ob- an<;i release
served: (1) Hereafter all advance matter 01 advance

matter.
must bear the words, “Following (here in
sert title or description of the matter) must 
be held until released, which will probably 
be about (date). M. E. Stone, General 
Manager,” and NO OTHER WORDS, and 
all releases must be sent as bulletins on the 
wire and independent of everything else, 
and must be signed by the General Mana
ger. There must be no more matter sent 
out of a self-releasing character.

(2) Each item of advance matter must 
bear its own cautionary notice and be re
leased by a separate release notice. In 
no circumstances should several items of 
advance be grouped under one caution or 
released by a collective notice.

Separate 
advance 

cautions and 
releases.
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Indefinite 
releases of 

advance 
matter.

Insert lines 
on advance 

matter.

Releasing 
advance 

matter by 
telephone.

Repeating 
releases on 
advance.

(3) In releasing advance matter the ex
pression “for last edition,” or any other 
edition, must be avoided, as the last edition 
of papers is seldom at the same hour. Thus 
advantage is given to one paper over an
other. When advance matter is released 
it must be released for immediate publica
tion, or for a fixed hour.

(4) Editors of the report and corre
spondents are instructed that the line “In
sert advance when released” must not be 
used. It leads to endless confusion and in
vites violation of the release order.

(5) All employees of The Associated 
Press are instructed that advance matter 
must not be released by telephone. Expe
rience proves that such releases are very 
liable to be misunderstood, and to involve 
everyone in trouble.

(6) When advance matter, which has 
been furnished to both morning and even
ing papers, is released in the day time, a 
night release should follow to notify morn
ing papers that they are free to publish it. 
Likewise when a release goes out at night, 
it should be followed after “30” with a re
lease for the afternoon papers of the suc
ceeding day. This notice should bear the

14



General Manager’s name and be worded as 
follows:

“The (here give title of advance matter), 
which has been sent to you in advance, was 
released last night (or to-day).”

These release notices should be sent from 
the point of origin of the release matter.

(7) When copy sent in advance, subject 
to release, is not used as anticipated, the 
notice to editors should read: “BULLE
TIN—Editors: Please destroy (describing 
the advance matter), as it was not deliv
ered (or ‘read’ as the case may be).”

(8) Whenever advance matter is started 
on the wire operators should begin the use 
of a new manifold book, so that the cau
tionary release message and the advance 
matter itself shall be printed on the same 
page.

(9) Violations of release orders should 
be reported by Associated Press repre
sentatives immediately to the General 
Manager. A violation of a release order by 
one member does not justify the publica
tion of the matter by any other member in 
advance of release.

Kill unused 
advance 
matter.

Copying
advance
matter.

Violations 
of release 

orders.
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Delivery of (io) Public documents sent in advance
advance
public

documents.

to newspapers to be held for release should 
be so timed as to reach those papers at the 
latest practicable moment before probable 
release. This order is issued to stop the 
practice of sending the President’s Message 
to a newspaper two or three days in ad
vance before its release, but it is not in
tended as an instruction to hold such mes
sages so late as to jeopardize their receipt 
in time for proper publication.

Explanation : It is not the purpose of 
this General Order to make the delivery 
of public documents so late as to embar
rass the newspapers in putting them in 
type. These documents should be delivered 
everywhere in ample time to set them up, 
but they should not be suffered to lie about 
the newspaper offices for several days 
longer than necessary. Correspondents
can only determine the proper time of de
livery by a knowledge of the mechanical 
facilities of the newspaper, and as these 
facilities vary, the time of the delivery can
not be uniform.

When a The following resolution was adopted by
paper refuses the Board of Directors on December n

advance 1907, and should govern all employees: 
matter.
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Resolved, (i) That where a member, 
representing a corporation owning a morn
ing and an evening newspaper published in 
the same city, both papers taking The As
sociated Press service, refuses to accept in 
advance of release a document or copy of a 
speech, that the same document or speech 
shall not be tendered to the member repre
senting the other paper owned by the said 
corporation.

(2) That when any member of this As
sociation refuses to accept a public docu
ment or a copy of a speech given in con
fidence in advance of release, that the 
source from which said public document or 
copy of speech was given into the posses
sion of The Associated Press be notified.

(3) That where any member refuses to 
accept any advance document when first 
offered, said document shall not thereafter 
bo furnished said member, until after said 
advance document is released for publica
tion.

No. 237—Correspondents whose duty it Excess of 
is to file pony reports must file no excess Pony Quotas, 

of the quota to any point unless it is spe
cially ordered, and then it must be sent
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“collect.” If an extraordinary occasion 
arises a private note should be sent to 
editors advising them that we will file 
extra matter beyond the regular daily quota 
if the editor will state the number of 
words desired and agree to pay telegraph 
tolls.

Responsibility ]\f0_ 256—When a piece of news de- 
fG1'stories'1 ^ ve^°Ps night and is incomplete, the

night correspondent will be held responsible 
for its completion up to the hour when 
the day correspondent begins work. And 
also, when news develops in the afternoon 
and is incomplete, the day correspondent 
will be held responsible for its prompt com
pletion so far as possible up to the hour 
when he turns over the matter to the night 
correspondent.

'Preparation 
and filing 
of baseball 

scores.

No. 261—It is imperative that the utmost 
caution should be taken to have baseball 
scores correct before they go on the wire. 
To this end please make rigid inspection 
and correction of all box and inning scores 
before filing, in particular verifying totals 
and reconciling any conflicting details. All 
scores and leads should be ready to file by

18



7 :30 P. M. local time, with 8 P. M. as the 
outside limit.

No. 262—In compiling baseball full 
scores correspondents should observe the 
following rule: When a pitcher is taken 
cut of a game and another pitcher substi
tuted, the summary should show how many 
innings each pitcher was in the box, and 
the number of hits made off each. For in
stance : Hits—Off Mathewson, four in six 
innings; off Taylor, three in three 
innings, etc.

No. 289—-Correspondents will be careful 
to avoid the use of slang phrases in the 
service, particularly in connection with 
sporting and markets.

No. 290—In reporting trap shoots at in
animate targets use the terms “targets” and 
“breaks,” instead of “birds” and “kills.”

No. 301—In reporting political meetings 
do not attempt to estimate the attendance 
in figures. In alluding to the audience use 
only general terms, such as “A large audi
ence.” “The hall was well filled,” etc.

When
pitchers are 

changed.

Slang in the 
report.

Reporting 
trap shoots.

Attendance 
at political 
meetings.
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Theatrical 
first per

formances.

Abbreviations
prohibited.

Explanation 
of kills.

No. 302—It is the custom of The Asso
ciated Press to briefly report the first per
formances of theatrical productions when 
produced by standard theatrical personages. 
This association does not care for notices of 
second-class shows, or of any other than 
FIRST performances. When such a pro
duction is to occur in your city please 
notify your divisional headquarters and ask 
for instructions as to space, etc. In writ
ing such notices avoid any attempts at 
criticism and do not give your opinion as 
to whether the show is a success or a 
failure. Outline the plot and give the 
names of the actors who play the principal 
parts. In such productions as warrant it, 
it is permissable to describe the scenery, 
costumes, etc. What is wanted is a news 
item, not a criticism.

No. 307—The use of the word “phone” 
for telephone, or “phoned” for telephoned 
and similar abbreviations, are prohibited in 
The Associated Press.

No. 308—Do not use the phrase “Not 
Associated Press matter” in notices to kill. 
Such an explanation is meaningless. Kills 
should be accompanied by an explicit reason
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for the action as provided in General Order 
No. 212.

No. 310—The attention of all operators is 
called to the fact that while it is their duty 
to be courteous and to lend every reason
able effort to the newspaper office in which 
they are employed, they are distinctly in 
the service of The Associated Press, and 
their first duty is to this organization. 
Under no circumstances must operators 
leave their wires before “30” is given by the 
office controlling the circuit. Release be
fore regular “30” by the newspaper office 
in which they are stationed, or other devi
ation from prescribed hours, must not be 
accepted unless confirmed by The Asso
ciated Press divisional office. Operators 
must not deliver copy to any one except 
the authorized representatives of the paper 
and they must exercise great care to guard 
the report from the inspection of unauthor
ized persons. No change in the established 
method of taking the report must be made 
without instructions from headquarters.

No. 312—In writing business items care 
should be taken to give all corporation, 
bank and firm names correctly and in full,

Duties and 
responsibil

ities of 
operators.

Titles of 
firms and 

corporations

21



Advance 
stories of 

crimes, etc.

thus: “The First National Bank of Chi
cago,” “The Prudential Trust Company of 
Cleveland, Ohio,” “The Smith Dry Goods 
Company of St. Louis,” “The American 
Life Insurance Company of New York,” 
etc. Where it is desired to preserve the 
anonymity of the concern care should be 
taken to frame the item so that confusion 
will be avoided, for instance, “a life insur
ance company of New York” instead of “a 
New York life insurance company.” It is 
advisable to avoid such expressions as a 
Philadelphia life insurance company” or 
“an Ohio fire insurance company,” as many 
such corporations bear names of cities or 
states.

No. 313— Stories of crime put on the 
wires on the day of execution of murderers 
should be sent for immediate publication 
and not subject to release. The same rule 
applies to descriptions of vessels when sent 
on the day of launching. Such items should 
be framed with immediate publication in 
view, such as, “The cruiser Boston, which 
is to be launched to-day,” etc., or, “The 
crime for which John Doe is to be executed 
to-day,” etc.
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No. 314—In reports of fires or other 
disasters involving loss of life or property, 
care should be taken to locate their scene 
and extent as accurately and promptly as 
possible. If the area involved is great 
enough to permit, a fire should be accur
ately bounded by streets, or, if not, located 
as between certain streets and the side of 
the street on which it occurs be given by 
points of the compass. Care must also be 
taken to give the correct names of im
portant buildings destroyed. When a dis
aster (such as railway wrecks, etc.) occurs 
outside of city limits it should be located 
as clearly as possible by reference to dis
tance and direction from some well-known 
place. The exact spot of sensational crimes 
should be definitely located.

No. 319—Article 8, of “Special Instruc
tions to Correspondents,” permitting the 
use of the indefinite tense in news items 
is hereby rescinded. Hereafter news items 
must state explicitly the day of the oc
currence, such as “today,” “yesterday,” or 
the day of the week.

IYocation of 
fires, dis

asters, etc.

Time in 
news items.



Hours of 
delivery of 
the report.

Guarding the 
news report.

Prize fights 
and wrest

ling matches.

Changes in 
service, 

salaries, etc.

No. 320—General Order No. 305, dated 
October 15, 1904, is amended by order of 
the Board of Directors so as to read as 
follows : “At points where morning papers 
are entitled to copy of the day report, the 
delivery of the day report should be made 
to such morning papers at 3 P. M. and not 
before. Correspondents of The Associated 
Press will govern themselves accordingly.”

No. 321—Every one in The Associated 
Press service should bear in mind that our 
news reports are confidential and belong to 
the members of The Associated Press, and 
the very widespread practice of giving in
formation by telephone, or in any other 
way, concerning the news of the day, is 
highly improper and should be discontinued 
at once.

No. 322—Superintendents and Correspon
dents are cautioned against reporting unim
portant prize-fights and wrestling matches. 
Only events of real national interest should 
be covered.

No. 323—All questions respecting changes 
in service or assessments, or changes in 
office force or salaries, should be referred
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promptly to the General Manager by every 
Superintendent and Correspondent in the 
service.

No. 324—The reporting of basketball 
events should be limited to contests be
tween universities and colleges.

No. 325—When filing a story that exceeds 
five hundred words in length, please put 
in brackets, immediately after the date 
line, the number of words the story con
tains. Editors at relay points should not 
file the notice on their circuit, however, 
until they have determined how much of 
the story is to go on that particular circuit.

No. 326—When from storm or other 
cause the wires are down, every corres
pondent at a leased wire point is expected 
to immediately make every effort to get in 
connection with the nearest Associated 
Press office. If all the telegraph routes 
are down, the telephone should be utilized, 
and failing this, it often is possible to es
tablish a service by train or trolley lines. 
It frequently happens that the wire trouble

Reporting
basketball.

Indicate 
length of 
stories.

When the 
wires are 

down.

25



When the 
wires are 

interrupted.

Personal 
messages on 
the wires.

“Flashes”
and

their use.

is so local that, if communication can be 
established with the next nearest office, the 
difficulty is bridged and a complete circuit 
set up. Correspondents will be held respon
sible for any failure to take all proper steps 
in this direction when emergencies arise.

No. 327—When a regular leased wire or 
pony circuit is so interrupted that the report 
cannot be served, the correspondent should 
use every reasonable effort to secure trans
mission of an abbreviated report by any 
available route, and should report the in
terruption by wire to the General Manager 
immediately.

No. 328—The rule of the service is that 
the leased wires must be used for news 
only, and operators are instructed that they 
must not send personal messages, criticisms 
or suggestions respecting the report on 
these wires. All such messages must be 
filed with the telegraph companies. (See 
Gen. Order 336.)

No. 329—News matter of supreme im
portance which would necessitate the is
suance of extra editions should be sent first
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as a “flash” in a message not to exceed ten 
words, and should go upon all leased wires. 
Such “flash” must take precedence of all 
bulletins, must go upon each wire of a 
double or triple wire system, must be sent 
instantly upon the development of the news, 
and must never exceed ten words in length.

No. 331—It is the duty of every Super
intendent and Correspondent to send 
promptly to the General Manager a copy 
of every complaint, criticism or suggestion 
respecting the service, together with all 
correspondence bearing upon the subject.

No. 332—A rumor of sensational news 
should not be held too long for verification. 
If the rumor is not libelous it should be 
sent immediately as a rumor, with the addi
tion that “the story is being investigated.” 
Should the news involve, however, persons 
or firms in a charge that might be libelous, 
a note to editors, marked “Private, not for 
publication,” should be bulletined that “such 
and such a story has come to our attention 
and is being investigated.”

While accuracy in The Associated Press 
despatches is of the highest value and we

Report ail 
complaints.

Handling-
sensational

rumors.
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would rather be beaten than send out an 
untruthful statement, there is such a thing 
as carrying the effort to secure accuracy 
so far as to delay the perfectly proper an
nouncement of a rumor. So long as it is 
a rumor only it should be announced as a 
rumor.

ivuncheon on No. 334—It is expected that luncheon 
the wires. re]jef wju given daily to every operator 

in the service and the cases must be very 
important and rare that will justify a sus
pension of this rule.

Framing No. 335—Editors should use great care
news jn fram}ng schedules. Frequently the im- 

schednles. . . . .
portance of a news item is lost m the
schedule, which does not indicate its value.
At the same time, long schedules must be
avoided.

improper use No. 336—No messages other than those 
of leased necessary for the proper and prompt trans- 

wires' mission of the news report should be sene 
over the leased wire. Unless urgent, the 
mail should be used for all executive busi
ness. If any subject demands an imme
diate answer, the commercial lines should

28



be used, unless the circuit is clear of the 
message can be sent at lunch time or after 
“Thirty.” (See General Order 328.)

N°- 338—Flashes or bulletins when of
fered must be taken in at once, and no 
editor or operator will be excused for re
fusing to receive a bulletin when he is en
gaged with an ordinary item.

No. 341—All “corrections,” “kills,” etc., 
must be dated.

No. 342—Operators upon leased wire cir
cuits everywhere must copy all the news 
service going over the wire, whether used 
by the immediate newspaper served by such 
operator or not. Any violation of this rule 
will incur a serious penalty.

No. 344—Editors should avoid sending 
trivial and unimportant adds or inserts 
to stories once cleared on the wires. An 
insert or an add should not be sent unless it 
is essential.

Acceptance 
of bulletins

Corrections 
must be 
dated.

Operators 
must copy 
full ieporl.

Do not send 
trivial ads
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General Instructions.

Study the 
By-haws.

Futures and 
preliminary 

stories.

Covering 
rcon tinning 

stories.

The following excerpts from circulars 
of instruction have all the force of general 
orders and should receive the same ob
servance :

It is important that every employee of 
The Associated Press should read and study 
the By-Laws carefully. The rights and 
duties of all members, as well as the general 
scheme of organization and principles of 
the service, are contained therein. Copies 
may be had upon application and should be 
kept within easy reach.

The necessity for keeping a close future 
book is urged upon all correspondents. A 
preliminary story on all fixed events should 
be scheduled not later than 10 A. M. for 
day matter and 7 P. M. for night matter, 
and these preliminary stories should be so 
framed that they will stand as an intro
duction to that which is to follow.

Wire editors should make it a practice 
wherever they have started in the day or 
night report the handling of a continuing
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event, such as a trial or a convention or a 
hearing that is going on from day to day, 
to send something of the event each day 
it is on until closed. If the proceedings of 
the day are uninteresting they can be 
covered in a brief item to that effect. Ob
servance of this rule will obviate frequent 
queries.

Correspondents should excercise special 
care to- see that all incomplete stories sent 
in the report are cleared up at the earliest 
moment. It occasionally happens that the 
report contains a story of the beginning of 
an extensive fire, or a threatened flood, or 
a snow storm which has blocked tracks and 
stalled trains. Stories of this kind should 
be at once followed up and the result made 
known on any situation which is left doubt
ful or incomplete in the first report. Other
wise newspapers give prominence to the 
first report and are left in a quandry as to 
the outcome. This does not mean that 
every minor story should be followed up 
for days to its ultimate conclusion. Judg
ment should be used in not holding on to 
stories too long when their news value has 
diminished.

Clear up 
stories ouee 

started.
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Prepare Substitutes for day stories should be pre- 
substitute pared promptly at the close of the day re- 

St°ieadsnC' Port’ ready for filiing when the night wires 
promptly, open. Night leads and follows for day 

stories should likewise receive immediate 
attention.

Remember 
the difference 

in time.

Correspondents must recognize the differ
ence in time between their city and other 
sections of the country. In many places 
first editions go to press at midnight or 
earlier. Endeavor must be made to get all 
essential news into such editions and re
ports should be so edited as to make this 
possible. There should be no difference in 
respect of promptness of service between 
the day and night reports.

Tell the news The first paragraph of every story should 
in the first contain the gist of the news. This rule is 
paragraph. imperat.jye. It enables quick condensation 

when neessary and insures the transmission 
of the facts in case the wires are inter
rupted after a story has been started.
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Rules for Filing Editors.

In editing The Associated Press report 
for the leased wires there are certain 
general and well-understood principles 
which should govern filing editors. First 
and most important of these is the fact 
that the Association is national in character 
and absolutely non-partisan in all things. 
A full realization of these conditions and 
strict observance of the following essential 
rules is enjoined upon every editor:

t. Impress upon yourself the value of 
every minute of sending time.

2. Never file an item because the wire 
is idle or merely to keep it busy.

3. Always keep to the front the most 
important item in hand, because the relative 
value of news is constantly changing as 
fresh matter comes in.

4. If a story is MUST, send it—DON’T 
wait.

5. Keep corrections, adds, inserts, sub
stitutes and leads sharply to the front, for 
it helps the telegraph editor and permits 
pages to be made up.
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6. Remember that as a rule the space 
value of a story decreases as press time 
nears.

7. In editing down endeavor to pre
serve the smoothness of the item. Excision 
of whole paragraphs here and there is not 
editing. Proper condensation can only be 
accomplished by rewriting.

8. When a big feature is running give 
it room, remembering that in such circum
stances unimportant matter will not be 
missed.

g. Markets and sporting matter must be 
given precedence, except against MUST 
matter, and should be expedited on all 
circuits.

10. Don’t pile the sending operator. Keep 
the report before you and feed copy as 
needed.

11. For the day wires the report must be 
condensed to a bulletin basis. Omit un
necessary verbiage and tell the news con
cisely.
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