The Fglamia Wniversity Bahawalpur

Department of Media Studies

COURSE OUTLINE

SUBJECT: Introduction to News Editing. Class: MA 1% & 2™
Mid Term: Marks 30

1.Defination of News Editing 2.Defination of copy editor 3.Duties of copy editor

4. Attributes of Good copy editor 5. Definition of News 6. Types of News 7.Types
of Editing 7. Structure of News Story 8.Process of Copy Editing 9. Role of Copy
Editor as Gate Keeper

Final Term: Marks 50

1.Re-Writing of News stories 2.Guiding Principles of Journalistic Translation

3.Signs of Editing 4. News Structure ( Inverted Pyramid ) 6.Dateline of news
6. Intro of News 7. Details of News 8. Guiding Principles of Copy Editing

9. Guiding Principles of Headlining 9.Practice of News Preparation 10. Practice

of Headlining 11. Practice of Copy Making
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The Fslamia University of BWahawalpur
Department of media studies
MA 2" Mid ,Subject: Introduction to Editing, Total Marks: 30, Time: 75 minutes
OBJECTIVE PART Marks: 10  Time:10 Minutes

Name: Roll No:

Q .1.(A). Fill in the blanks. Marks: 05

1. Sub-editor is also called

2. Copy —editing is an art of the journalistic material.
3. Components of electronic news room are 1. 2. 3.

4. There are two types of news room 1. 2.

5% editing symbol is used as closing sign at the end of the news story.
Q.1.(B). Please encircle correct choice. Marks: 05

1. Reporter paints picture by words & sub-editor sharpens it . T/F

2. Authentic information is assets, credibility & best defense of sub-editor. T/F
3. Sub-editor is guard of language in Print & Electronic media. T/F
4. editing sign is used to insert any word in news T/F
5. Sequence of news structure is 1.Details of the news 2. Intro.3.Dateline T/F

SUBJECTIVE PART —Marks 20

Q.2. Please give short answers of the following. Marks: 2*5=10
1. Explain art of copy editing.
2. Give FIVE editing signs with explanation.
3. Write a note on Electronic News Room
4. Explain briefly role of news room in news organization.
5.Describe role Copy-editor in media organization.
LONG QUESTION Marks: 10

Q.3. Please prepare a news for Urdu newspaper from the following news item.




The Yslamia University of Wahatwalpur
Departmnt of media studies
MA 2nd Final - Subject: Advanced Editing - Total Marks: 50- Time : 2 Hrs
OBJECTIVE PART Marks: 20  Time:20 Minutes

Name: Roll No:

Q.1.(A). Fill in the blanks. Time: 10 minutes Marks: 10

1. Sub-editor selects & perfects received to media organization.
2. Copy —editing is an art of the journalistic material.
3. Components of electronic news room are 1. 2, 3.
4, Line Editing is often used with the term of -
5. Unverified ,ambiguous & doubtful facts in news story.
6. editing symbol is used as closing sign at the end of the news story.
7. Sub-editor should be sharp eyed & reporter.
8. Language of news story should be
9. News is
10, Translation of news should not be
Q.1.(B). Please encircle correct choice. ~Time:10 minutes Marks: 10
1. Reporter paints picture by words & sub-editor sharpens it. T/F
2. Sub-editor performs his/her duties as gatekeeper in news organization. T/F
3. Authentic information is assets, credibility & best defense of sub-editor. T/F
4. Sub-editor is guard of language in Print & Electronic media. T/F
5. Use slugs or catch words on every page of the news story. T/F
6. News consists on slander contents. T/F
7. Plugging the holes is duty of copy editor. T/F
8. editing sign is used to start new paragraph in news . T/F
9. News structure consists on this sequence 1.Details of the news 2. Intro.3.Dateline T/F
10. Double faced words or sentences are used in headlines of news story. T/F

SUBJECTIVE PART - Marks: 30 -
Q.2. Please give short answers of the following. Marks :7*¥2=14

1. Describe role of copy editor as gate keeper.
2. Give FIVE editing signs with explanation.
3. Write a note on Electronic News Room.

4.Sub editor should be .
5. Explain briefly role of news room in news organization.



6.Define Copy-editor.
7.Give inverted pyramid structure of news .
LONG QUESTIONS
Q.2. Describe guiding principles of professionally standard copy editing.
Q.3. Please prepare a news for Urdu newspaper from the following news item.
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SUb Edlﬂﬂg is an art of selectmg perfectmg the journahstlc maienal

recewed from d:fferent sources of |nformat|on. Sub edltmg is: done i

\/ neWs organlzatlon

by sub edltor/copy edltor ln news room of an

from dlfferent sources Ilke news agencies reporters,-

momtormg press release press note etc R e
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'Thou$a
dlfferent sources l|ke neWs agencyes, radlo 'pres
conference leferent news pages of any news .ps
bulletms of radto and TV channel are prepared il AWS i‘ |
thIS purpose d:fferent desk are worked |n news roo I |
showblz desk co ce desk s . A : !
dozen of copy ed:tors or WOrk in neWs room on dlfferent-_test . e ,
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: .There are two tvns - of news room are wor kmg i P akrstan- Lo

: these newr on some paper

(2) Ele_c' .f.FQ.D.i.C news—room H ;,{j’ .?-’ S

: ~electronlc screen

Types of news room e

(1) Trad:tronalnews"room/ma“‘«lal

(2) | Electronlc news room
(1) Traditiona_l news roo'm]m_anQa_l.' .

Ed|t|ng work of news storles is done manually in. tradrtlonal news room SUb' .

edltor/copy ed tor edlts/prepared news stories, headlmes, captlon and otherﬁ» .

'workmg in lc al/reglonal newspapers and also in some natronal newspapers mf .'{;'-7':

Paklstan s6L edrtor recerves news storles on paper by reporters and ed'ts'-‘_."‘;_;': s

Edmng w. :rk rs done on. electron;c screen by sub edltor_‘ n electronlc: news :

room, Sua-edrtor recewes news storles on same wdeo drsphy umt/VDUi‘-|n"_}.;---;fi-‘z;

“electroni: news room every type of edltlng WOl’k and page makmg rs done on

Companent of electronic news room, =5 o

There are: four component of electronic newsroom . . -

(1) Vider: display unit(VDU) N
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Vrdeo dlsplay screen(VDS)

Vrdeo dlsplay termlnal (VDT)

=

-'"\'i; _(2) Mam computer server .

’-"'{--. ;(B)Photo type setter

(4)Page makmg

*"’ > GUIdlng prrncrples of copy Edltlng/News wrltmg
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.-"_There are some gurdlng prlncrples for domg professrona Iy ‘standard copy

& edltlng/news wrltmg il A gt

‘:‘-; "?(1)Read copy carefully and do understand aII facts of news stones. |

o S

R (2) Do venfy facts and frgures from relevant and other soUrces rf r ecessary

______

.’"days or dates. .
- (g)"i\jé-‘,i;;; ;ha‘r_’i’id;ﬁé consrstof orily‘on news warthy contents.
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(9) News should e concnse and to the pomt rrrelevant unn_ecessar.\./, bi Sed

and slanted prop dganda matenal must be edlted o
(10) Language c: news story should be sgmple, fluent and JC"JF'"*?'“SItlc not_.:-._.

hterary

(11) News shoui 1 be consrst on short sentences repﬁ’tatron, of WOFdS and faCtS. o
: 't’é?\\ t&r\w\\ SR o

should be avoid :d. "5

(12) Language and punction . of -news ~and :'he‘adlvi_ne« should be ‘correct
grammatically. g o, e o Ko d

(13) Use propei and suitable words in news story for sljc};essfull.‘__ebrnm_unj,catj?on ;=
of facts. | ' P Ees r- ~

(14) News Should be structured accordlng to SpEleIC new structure (Date !lne_',‘.-_ |

mtro cetall into 15 aummary than detalls

(16) lnstruchon slugs and symbols should be glven clear wuth matters
(17) Hecllme should be wntten on separate pages wnth clear spebnﬁcatlon of .
Columlulse widths, pomt size and page number B LR [ AR

(18) Do Cbnvert forergn measures currency rates mto Iocal measure andg-_-

currency ru\es lfnecessary U T

(19) Rewrite news _story if necessery.

- (20) Use ca ¢h words or slugs ‘;qn every page b_f the h,-eWs{ SEDFY-K;_’: )

" (21) Referuces and quotes should be correct and verified/ veraton,
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7 W) Educates the public. L

. (5)Shapes public mode.
- (6) Exposes flaws in pp!icé.

(7) Highlights issues for publi‘t.;_é.-
Lo NEWS

reédlot

(1) nformation. . (#Entertains. T

) Confirms, -
{ 8yt T

-(2) E»ducat:és, L 8
(3) Exposes.

“*News does not™ - .

-~

(1) Mis information.
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.5."7) Awareness ofpregs laws and ethlcs. P

‘,8) Objectlwty

o Y 1_;’,.9) Passaon of accuracy

1y e _G ood'oﬁse'nié't'ioh;
Intr 9"0f_-.a.riy- hewls.s;t_’o'riES ‘consist on summary of news or climax of the news
jreoulfs pf-'th"g news main _fe'a_t'ufes-ofr tho news. Intfo'~ is given in the start of the

© news stories after date line. Infro narrates the méin and important facts of any

. ,’7(1) An analyst or and opmlon gwer 1 (6) An advocate

(2) A PR (pubhc relatlon) person. :ﬁ"‘ f-_l"--_'
, """(3) Acrystal ball gazera g

. e '(4) A policy maker. .

- (5) A m:ssaonary
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A A reporter lS somebody who
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~(5) Stander. .

Oawetherporters. 7
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?'3-5".?(3) A sharp eyed, proof reader,

| .:f.“i.(4.)Apart hme reporter EEE RN
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|ndustry HOWever here are tl: may have (different meanirgs within the i

.‘.'.WhEH hlrlng an edltor alw 3y most idely aCcepted terms ‘and thair meamn.g?'i -

e a iy

C|Udes . ‘ ys speak to hlm or her about exactly what the edltmé*_ ;{ %
COPYEDITING =~ & ,
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6o edi s |
_ ﬁrsf\; ltmg, _commonly called ine edrtmg, is a Irght form of edltrng that apphes &.;..i,.-
: SSlonaI pOllsh toa book The edltor revueWs your work frxmg anv mechanrd%fhf-- 2

:: v'ersron of edmng

- gy

yeortrng and Ime ed:tmg mto two sr—.parate edlts,' A
nly edlt and Ilne edltlng bemg a more i
s clarlfy wrth your edltor what 155¢)

St!me professmnals dwrde cop
: copyedrtmg berng ‘the Irghter, grammar~
mtense lookat each sentence’s meanlng Alway

mcluded in h|s or her copyedit to be sure.
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“*LINE EDITING.
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= Line edltmg is. often USed mterchangeably wnth the term copyeditm'““ |
refers to a uhrque edlt that falls :

when itis: drstmgmshed from copyedltmg |t
ntensm,r |n lme edltmg,

between copyedrtmg and developmental editing in i
' Iooks at your.book line by Ime and analyzes each sentence The edrtor-
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restructurmg; subs’tantwe edltmg deals wn“.h the actual prcse Substar tive edmng
_i.'\;* IS SOmetlmes referred to as Ime edltmg énd can al!;o be coﬁfused \th
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A cfr her ser\nces cover, regardless of the term used
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SEVELOPMENTAL EDITING

: The developmental edntor ldoks deeply at the orgamzatmn ahd stréngth of a E
bﬁok Thlhk blg pltture Thé ed|to‘r conszders everythmg fmm pacmg o

E_ > characters, pdlnt of VIeW ténse, p\ot subplots, and dlalogUe Wt‘eak Imks éfe
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Definition of Sub editor? Y, - & s
Saab-Slitw [Co Py €ty e
/\/ Is a _!OUI'nallS',tIC wor'ke.r pf any news organization who checks ,Select;journalistic materials
publishable journalistic item which received from different sources of news of news. Sub

editor is the guard of language. Sub editor is also cailed copy editor ,copy taster back bone
of newspaper and unsung hero.

Sub editor .....

« Sclection of news

+ News material

e racts and figures true

* Use of simple language.

Duties of sub cditor

5 \ -—
* Selection of news — Deffewrmtnalion & avms Valey

* Verification of news —  Clorreclin £ yelemend 7 X‘:"f’""fc’
* Elimination of irrelevant material — 7o m/(hl:u'h rz7f’55( - 7;

e Correction and improvement of language

e Conversetion of news according to news structure

» Radio t.v monitoring

* Proof reading

s Headiining

e [Page making

« Trenslaticn

~ub editor.....
reg»
e Sub editor should beaa reader, a sharp eyed proof reader , part time reporter and
layout master

. o i S . c
* Sub editor should know that his/her job is more critical then reporter because thy
finally make a newspaper page

Subeditor job is toé:..

» Edit and improve the language of reporter copy ,

¢ Change and improve structure of news stories &f needed

« Cross check facts and figures

» [nsure the objectivity of facts of news

e Kill, reject ,return, stories when they have good reasons

* Give guideline to reporter and how to write the story and help them plugging the
pates e (¢S

Subeditor job is not to...

e Edit for sake cf editing (N

° Destroy the readable story by making unnecessary change it.

» Compliagtthe language of the story 9 ‘

o Temper with facts that the reporter guarantee is correct /5h €
» Make substantive change in the copy without consulting reporter when he is

agsesgable
L



sub Editing BS5"
DR Wajid..

» The soul of subeditor job is R and R restructuring and rewriting

- Kill, reject, reporter copy without mationing the reasons for it
U‘Tt’/ﬂt bru':‘j

g Q{.l,.%' (t':[‘J
< .
subeditor ,ﬁewrmng means to

/ she to correct the language by

Rewriting
Rewriting of news story is a job of subeditor.for a competent

shorten and tighten a lose and long report . it also means he
removing grammatically

Mistakes and other errors to make it more readable
Process of sub editing

= Selection of news

0 Removed}of unnecessary material

e Improvement and coﬁéction of language
« Check for accuracy

o Headlining

e Page making

News roam.
Ccnﬁw

Is a &nter place of any news organization where news are handled subediting work is done

-

in newsroom by subeditor. - .
[h’lply (51"./)6’6(-:1/'/7(;7 ¢ clene
Hundreds of news item received in news room form different sou_r)ceAOf news daily. The

sources of news_ or news room are staff reporter , news agencieé‘,"ﬁsﬁww monitoring
press release an handout etc . subeditor convert received raw material in4o publishable new $

iteme(journa]istic material by editing process)

News pages of any organization and news bulletins of any radio, TV channels bulietins are
prepared in any news room. They€ are different news desk in newsroom like main desk, city

desk, sports desk, foreign desk, commerce desk etc..

Thege are two types of news room

» Traditional news room
e Electronic news room

Traditional newsroom

. < .
Subeditérﬁv}/ork is done manually in traditional news room pen and paper are usedrjp&.(_'.(',,g
traditional news room-reports are received on paper and subeditor also done their work on
paper.

: c " trme s
Electronic news room 2 @(cct/cm "

Subediting and reporting are done on electronic devices . all reports are received on central

computer of news room from different reporters f_nd cza'rresgondents y
[r_.'.\-/ic.xlrit.(‘g = 1 valo J:)[S/),/ﬂ)/ Uw '/\/Ec (0 cles 7_//5(\/ sCree :7/‘/&,46 ele

st i vl e s ) 3 / \
£ cm{vu (& ‘St’—wi‘—f-,f})ct(:({}/j?d, 5@%&7%- ‘ /%ﬁt wm-/{.nﬂ c/e;/( .

Definition of intro?

iy



Sub Editing BS5™
DR Wasjid. . il
' S[al’

is the summary climax , main feature or result of the news. It is given the-short of the news ,

Jdate line is the first part of intro 5 W'sandopne H , _ ¢ ;
precf !r/"’)e(fuv*) Jey( :/ 5 s e o0 7
Symbols of Editing ... {

6- To s%eflcééi out complete ( / ) ,:;’ _‘;/?iflcw ==
7- Bs 5% is aet a good class .. to delete and eliminate any word or paragraph( ——

1- To insert a word, sentence or paragraph ( r/ ) . f»/’f
2- To join words ( ) e W,,,[' T LA C"“j' S
3- To start new paragra’f)h ( - ) Sl el V(( o
4- To spelled out complete ( O ) FhFoided 5 _ il C‘,/.) :
5- To wr'ieip abbreviation ( ) M T ConveC Y -

{ (Uit S

)
8- 420... four hundred and twenty ( O Js
9- Fourteen ... to be changein figure...14( ¢ 2 )
10-#... closing sign (% )

Qualification / qualities / Attributes of subeditor and reporter

There are some attridutes re required to do sub editor / reporter for doing professionally copy
editing / reporting

News sense (Basic qualification)
Widq;‘\knowledge
Acquaintance with current affairs
Decision power

Command over ianguage(linguistic mastery )
Awareness of press laws and ethics
Communication skili
Headlining (for subeditor)

. Art of relaticning (for repcrter)
10. Good memory
11. Awareness of editing symbols
12. Objectivity

CONDNH OGNS
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@ Guiding Principles for journalistic Translation

are guiding principles for translation of journalistic material. Journalistic

translation is different from literary translation.
vrovd Lo wavd 7

Journalistic translation should not

theme of the news story. s i :
News structure should be rﬁeﬂ{cmnedduring the process of translation.

" Main news sense and facts must be majntain during translation process.

I;n,e/scntencemise. It is according to requirement or

Abbreviations should be given in detail in a urdu newspaper to facilitate the readers.
ames of unknown cities should be replaced into the name of country.

®
//’Fyechnical terminologies of different knowledges should be converted into newspaper

(ybon’t give paragfaphs in urdu news stories during translation.

language if possible.
Translation of news story should be according to the requirements of relevant language of

newspaper.

What is rewriting -./

It is part of copy editing not a

Rewriting of news stories mean re-production of news items.
separate job. Ko v- %Cf""‘l-f b olone Aws Uy Followrl ypagens,

When editing or correction is not possible on same page.
News story is not constructed according to specific news structure.
Language of news story is sub-standard, low taste r non Jjournalistic.
News story is not according to the policy of newspaper.

Print of news story is not clear. ;
News is taken from Telephone, Radio, TV, Monitoring desk in the shape of points.
When facts of an event receive from different sources and copy editor have to proper prg st

story from all report of different sources,
When a news story is prepared by translation from other language.

When a news story is lifted from other newspaper or magazine.
When a follow up news story is prepared with background facts.



