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1.0

OBJECTIVE

The objective of this unit is to understand the concept and definition of Editing. Further,
in this unit, some important aspects of News Editing, its process and significance are
also discussed. After reading this unit you will be able to understand: the basic concept,
definition and idea of News Editing, and its process and significance. This unit is also
going to help the learners to know about citing resources and reviewing a book or a
piece of media.
1.1

INTRODUCTION

In a news organization, editing plays a pivotal role. A news item or a news story, as it
is called, is written by hurried reporters and is rough-edged like raw diamond. Hence,
the copy is polished and honed by a team of editors, who form the Editorial Desk. The
team, also called the desk persons, works under tremendous pressure and severe time
constraint. The desk persons work well past midnight and ensure that your newspaper
reaches you on time in the morning. The present unit will take you through a newsroom,
introduce you to the desk persons, and explain their role, functions and responsibilities.
As you read through. You will identify the principles of editing. You will also see how
news is selected for publication, checked for accuracy, judged, edited, given a shape,
designed into a format and made readable and presentable.
1.2

CITING RESOURCES

The writer must acknowledge indebtedness to an author or source, not only for material
quoted verbatim, but for every fact, judgment, theory, or principle taken from other
sources. This applies, therefore, to paraphrase of summary as well. Common facts
known to every intelligent reader need no acknowledgement. Failure to acknowledge
the source is called plagiarism. It invites severe penalties since it amounts to cheating
or robbing. All quotation should correspond exactly with the originals in wording,
spelling and punctuation. Hence there is need for care. No matter how brief the
quotation, the description of the context should usually be given in order to avoid
misleading or unwarranted interpretation of the author quoted. While quoting, a
quotation should never be given a sense different from that which it had in its original
context. For example, it is wrong to say the following: The Bible says, “There is no
God” (Ps 14:1). Quote authors who have something special to say about the topic under
consideration (authors who give a new theory, express it in a striking way, or raise
serious objections). Quote only the pertinent passages of an author who is an authority
in the field. Second-hand quotations are permissible only if it is impossible to verify
them in the original source.
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1.2.1 Format
A quotation can be placed in the text or in the foot note or in the appendix. It is placed
in the text if it is very important for the paper. It is placed in the footnote if it is merely
a confirmation of an idea in the text. If the author has many passages, only the most
appropriate quote is placed in the test; other passages are cited in the footnote. Footnote
is the appropriate place for the original text whose translation is inserted into the body
of the paper.
1.2.2 General Tips
Quotations, direct or indirect, should be kept to a minimum lest the paper may give the
impression of being a mere compilation of quotations. A direct quotation must be as
brief as possible contain only the really pertinent matter. A careful paraphrase or an
exact summary is better than a long quotation. Such a paraphrase or summary must not
be enclosed in quotation marks. The number of the footnote is placed at the end of the
paraphrase or summary. Do not simply drop quotations into your paper and leave it to
the reader to make connections. You must integrate the quotation into the paper with
the help of signals, assertions and connections.
Example: Ross, in her study of working-class women (signal), makes it clear that
economic status determined the meaning of motherhood (assertion). Among this
population (connection), “to mother was to work for and organize household
subsistence.”
1.2.3 Short Quotations
If the quotation is short (fewer than one hundred words or approximately five typed
lines of prose), enclose it within double quotation marks and incorporate it into your
text. When a brief incorporated quotation ends a sentence in the text, it is always
followed by a full stop. If a brief quotation is used within a sentence, the original
punctuation is replaced by the punctuation proper to the sentence.
1.2.4 Long Quotations
Use long quotations only when it is necessary to do so. The long quotations are not
enclosed in double quotation marks, but indented. If there is double quotation in the
original source, convert it into single quotation mark if it is a brief quotation, but
maintain the double quotation marks if it is a long quotation. If you are using the authordate format instead of foot-note, provide the surname of the author, followed by a
colon, a space and the specific page. If you are giving footnotes to the citations, instead
of the parenthetical citation, provide the superscript number in the text and complete
reference in the footnotes. In quotations form works in foreign languages, it is helpful
and advisable to give a translation, at least in the footnotes.
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1.2.5 Ellipsis
The omission of words or sentences within a quotation is always indicated by ellipsis.
For an ellipsis within a sentence, use three dots placed in square brackets […]. If there
are ellipsis marks in the quoted author’s work, do not put brackets around them;
brackets around ellipsis marks are meant to distinguish the ellipsis you added form the
ellipsis marks in the quoted author’s work. Do not use ellipsis (…) to begin an indented
quotation. However, while quoting many paragraphs, if words are omitted at the
beginning of paragraphs other than the first, indicate the omission using ellipsis after
the paragraph indentation. The omission of one complete paragraph or more in a prose
quotation or of a line or more in a verse quotation should be indicated by a single line
of spaced full stops. Enclose any foreign matter (change, addition, correction or
personal comment) inserted into a direct quotation with brackets, i.e. [ ], not
parentheses, i.e., () to indicate that it is not part of the original text. If some words
required for easy reading are missing, insert them in brackets at the appropriate place.
1.2.6 Writing Foot Notes
The following points are discussed in this section: FOOTNOTES IN CHICAGO
STYLE Introductory Remarks, The research paper will have to be well documented.
Proper documentation saves the researcher from the accusation of plagiarism, and the
consequent penalties.
1.2.7 Frequently Used Abbreviations in Documentation
cf. = confer, compare
vol. = volume
Ibid. = ibidem, in the same place (it is better to avoid it)
Trans. = translated by, translator.
n.d. = no date.
n.p. = no publisher, no place
ms. = manuscripts.
ed. = edition, edited by, editor
ch. Or chap. = chapter
Acknowledging the Sources to acknowledge a source in a paper, place a superscript
number immediately after the end of a sentence containing the quotation, paraphrase,
or summary. If a single paragraph of your paper contains several references to the same
author, it is permissible to use one number after the last quotation, paraphrase, or
summary to indicate the source for all of the material used in that paragraph. Place
notes at the bottom of each page, separated from the text with a typed line, 1.5 inches
long. Indent the first line of each entry one-half inch (or five spaces) from the left
margin; do not indent additional lines an entry. Begin the note with the Arabic numeral.
Footnotes should be numbered consecutively, beginning with 1, either throughout the
chapter or the work.
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Format Author’s first name and then last name. Full title of the work with subtitles, if
any. Location of publication, publisher, and the year of publication in parentheses.
Page(s) from which information is taken, avoiding the abbreviations “p.” and “pp.”
before page numbers. Use commas to separate items.
1. Roger Fisher, Getting to Yes: Negotiating Agreement without Giving in (New York:
Penguin Books, 1965), 85.
The first time to cite a source, the note should include publication information for that
work as well as the page number on which the passage being cited may be found. After
the first citation, for subsequent references to a source to have already cited, give only
the author's last name, a short form of the title, and the page or pages cited. The short
form of the title of a book is italicized; the short form of the title of an article is put in
quotation makes. Use commas to separate items. For example:
3. Fisher, Getting to Yes, 31.
If the subsequent references follow immediately after reference, use the abbreviation
“Ibid.” Ibid means “same as above.” It is used only when the note is form the same
source as the one directly above. A page number is included if the second reference is
form the same source as the one directly above, but the page form which it is taken is
different from the first. For example:
Fisher, Getting to Yes, 31.
4. Ibid.
10. Ibid., 62.
In the author-date system, sources are cited in the text, usually in parenthesis. It
includes the author’s last (family) name, the year of publication of the work, and a page
number (Cox 1997, 166). Full details appear in the bibliography usually titled
“References” or “Works Cited.”
1.2.8 Examples of Footnote or Endnote
2. G. Wayne Miller, King of Hearts: The True Story of the Maverick Who Pioneered
Open Heart Surgery (New York: Times, 2000) 245.
1.2.9 Bibliography example:
Miller, G. Wayne. King of Hearts: The True Story of the Maverick Who Pioneered
Open Heart Surgery. New York: Times, 2000.
Use of ibid. and op. cit.:
Gibaldi does not recommend the use of these old-fashioned abbreviations: ibid. (from
the Latin ibidem meaning "in the same place") and op. cit. (from the Latin opere citato
meaning "in the work cited.")
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For Footnote or Endnote citations, if you should see the term ibid. being used, it just
means that the citation is for the second mention of the same work with no intervening
entries:
3 Ibid. 12-15.
More commonly, author and page number or numbers are now used instead of ibid.,
e.g.:
4 Miller 12-15. For second or later mention of the same work with intervening entries,
where previously op. cit. was used, now only the author and page number or numbers
are used:
5 Miller 198.
1.3

ACKNOWLEDGING THE SOURCE MATERIALS

1.3.1 Reference


Reference should contain all the cited either directly quoting a passage or giving a
summary idea of the work. It does not include works related to the subject matter,
which you have not made use of.



It is usually arranged in alphabetical order according to the surname (last name) of
the author.



If your study is author-based, then you may divide your reference into Primary
Sources (referring to the works of the author) and Secondary Sources.



No other classification such as books, articles, etc., is allowed.



Encyclopaedia and dictionaries do not feature in the reference.

Religious books like Bible, Koran and Bhagavad-Gita are not included in the reference
unless the study is made on a section of these religious works and you want to mention
the different versions and translations you have made use of in your study.
Generally it is said, a citation is a reference to a published or unpublished source. More
precisely, a citation is an abbreviated alphanumeric expression, e.g. (Pandikattu 1998),
which is embedded in the body of the text that denotes an entry in the bibliographic
references section of the work, in order to acknowledge the works of other authors.
Generally the combination of both the in-body citation and the bibliographic entry
constitutes what is commonly thought of as a citation. It may be noted that
bibliographic entries given at the end of the text do not constitute citation and
acknowledgement of the sources the author is indebted to. A prime purpose of a citation
is intellectual honesty; to attribute to other authors the ideas they have previously
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expressed, rather than give the appearance to the work's readers that the work's authors
are the original and he or she alone is responsible for the ideas in the book.
The forms of citations generally subscribe to one of the generally accepted citations
systems, such as the Harvard, MLA, American Sociological Association (ASA),
American Psychological Association (APA), and other citations systems, as their
syntactic conventions are widely known and easily interpreted by readers. Each of these
citation systems has its respective advantages and disadvantages relative to the tradeoffs of being informative (but not too disruptive) and thus should be chosen relative to
the needs of the type of publication being crafted. Editors will often specify the citation
system to use (Wikipedia 2010). Bibliographies, and other list-like compilations of
references, are generally not considered citations because they do not fulfil the true
spirit of the term: deliberate acknowledgment by other authors of the priority of one's
ideas. Footnotes and Endnotes are more detailed forms of citations. They are used to
give credit to sources of any material borrowed, summarized or paraphrased. They are
intended to refer readers to the exact pages of the works listed in the Works Cited,
References, or Bibliography section.
The main difference between Footnotes and Endnotes is that Footnotes are placed
numerically at the foot (end) of the very same page where direct references are made,
while Endnotes are placed numerically at the end of the essay on a separate page
entitled Endnotes or Notes. It is much easier to refer to footnotes, but endnotes does
not disturb the smooth flow of the text in an article. If you are still using a typewriter,
a superscript number is typed half a space above the line after the last word of the
citation, e.g., "The Information Superhighway is giving way to a Commercial
Superhighway."1 If you are using a word processor, you can access the superscript
function. To type a Footnote citation, the same superscript number is put at the
beginning of the Footnote at the bottom of the same page where the citation occurs. In
word process this step is easy, since it takes place automatically. When mentioning a
work for the first time, a full and complete Footnote or Endnote entry must be made.
When the same work is mentioned later, the full details need not be repeated.
1.4

CONCEPT OF EDITING

Editing is the process of selecting and preparing news for the readers/viewers/listeners.
Editing of news stories can involve correction, condensation, organization as well as
modification performed with the intention of producing a correct, accurate and
complete work. Editing does not only involve the trimming of information by removing
the unnecessary or less necessary information from the news story but also insertion of
important points that can come up as being important for the readers. Editing is one of
the main stages until finally the news is disseminated. It not only ensures the strong
base of any news story but keeps a check on every news value essential for the readers.
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1.4.1 Relation between Editing and Editors
Editing is the process of selecting and preparing written, visual, and audible and film
media used to convey information. The editing process can involve correction,
condensation, organization, and many other modifications performed with an intention
of producing a correct, consistent, accurate and complete work. The editing process
often begins with the author’s idea for the work itself, continuing as a collaboration
between the author and the editor as the work is created. As such, editing can involve
creative skills, human relations and a precise set of methods. Editing has come to mean
various things over the years, and even within different publishing houses, the term can
be used to cover a multitude of individual talks. Within newspapers and periodicals,
the terminology shifts still further. Editing prepares a written work for publication. An
editor checks for completeness, accuracy, consistency, word choice, writing style and
spelling errors. While a writer may accept, negotiate or reject individual edits, the
efforts of an editor always enhance the final product. Sometimes the writer doubles as
the editor. However, a professional editor with no previous knowledge of a work
usually produces better results. An editor with no pride invested in a composition brings
fresh insights with eyes tuned to enhance and refine. A written work receives two
edits—the copy edit and the final proofreading. Copyediting happens when a writer
turns in a draft copy. The editor examines the copy for all things erroneous, missing
and debatable. The editor marks up the draft with corrections, suggestions and
questions. After reviewing the marked up copy, the writer makes changes, while
discussing questionable items with the editor. Proofreading is the final check before
publishing. The writer does the final proofreading, often with the assistance of an editor
or another writer. Proofreading verifies the inclusion of corrections from the copy edit.
It also checks for typographical and formatting errors. The details of the proofreading
process vary, depending on the publishing format. For print publishing, proofreading
reviews copies of the typeset pages. Proofing for web publishing happens in the online
staging area for the website, although some writers prefer to proofread printed copies
of the web pages. Proofreading sometimes uncovers mistakes overlooked during the
copy edit. There are various editorial positions in publishing. Typically, one finds
editorial assistants reporting to the senior level editorial staff and directors who report
to senior executive editors. Senior executive editors are responsible for developing a
product for its final release. The smaller the publication, the more these roles overlap.
The top editor at many publications may be known as the chief editor, executive editor,
or simply the editor. A frequent and highly regarded contributor to a magazine may
acquire the title of editor at large or contributing editor. Midlevel newspaper editors
often manage or help to manage sections, such as business, sports and features. In U.S.
newspapers, the level below the top editor is usually the managing editor. In the book
publishing industry, editors may organize anthologies and other compilations, produce
definitive editions of a classic author’s works (scholarly editor), and organize and
manage contributions to a multi author book (symposium editor or volume editor).
Obtaining manuscripts or recruiting authors is the role of an Acquisitions Editor or a
commissioning editor in a publishing house. Finding marketable ideas and presenting
them to appropriate authors are the responsibilities of a sponsoring editor. Copy editors
correct spelling, grammar and align writings to house style. Changes to the publishing
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industry since the 1980s have resulted in nearly all copy editing of book manuscripts
being outsourced to freelance copy editors. At newspapers and wire services, copy
editors write headlines and work on more substantive issues, such as ensuring accuracy,
fairness, and taste. In some positions, they design pages and select news stories for
inclusion. At U.K. and Australian newspapers, the term is sub-editor. They may choose
the layout of the publication and communicate with the printer. These editors may have
the title of layout or design editor or (more so in the past) makeup editor. In common
terms Editing is a stage of the writing process in which a writer or editor strives to
improve a draft (and sometimes prepare it for publication) by correcting errors and by
making words and sentences clearer, more precise, and more effective. The process of
editing involves adding, deleting, and rearranging words along with recasting sentences
and cutting the clutter. Tightening our writing and mending faults can turn out to be a
remarkably creative activity, leading us to clarify ideas, fashion fresh images, and even
radically rethink the way we approach a topic. Put another way, thoughtful editing can
inspire further revision of our work.
1.4.2 Editing and its need
A newspaper office or news agency receives a large assortment of news items. These
originate from different sources. The news copy is written by both experienced and
inexperienced people, and, hence, lack uniformity. It may come in different shapes,
follow different styles, and in many cases lack readability. The news reporters are in a
hurry, especially in the evenings, when the news development gathers momentum. The
copy written by them under pressure is bound to carry errors of all types. In any
newspapers, there is always a shortage of space for all news items, which are received
in the office. The newspaper’s advertisement department is ever eager to grab the
valuable but limited space. Moreover, newsprint and means of production cost a lot of
money. Ultimately, a newspaper’s success largely depends on the space and its most
efficient, judicious and economic use. Hence, within the space set aside for news, as
much news as possible needs to be packed to serve a divergent readership. Considering
these factors; editing of the news copy becomes essential. All incoming news items,
collectively called copy, is sifted, before being processed, to achieve a balance of news
between that originating within the organisation and that pouring in from outside.
Sorting out and sifting also helps induce parity between the well-written articles and
those written by the inexperienced reporters. In the process, the unwanted matter gets
weeded out. Only the newsworthy stories are finally selected. These are checked for
grammar, syntax, facts, figures, and sense, and also clarified for betterment, and are
condensed for economy of space.
1.5

RULES OF EDITING

Editing is the process of preparing language, images, or sound for presentation through
correction, condensation, organization, and other modifications. A person, who edits,
especially professionally or as a hobby, is called an Editor. The five basic rules of
Editing are:
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1. To process any story the sub-editor ensures the length and style laid down b the
News Editor is followed.
2. To mark the news copy with setting instructions so clearly and carefully that there
is no possibility of confusion or misunderstanding in the composing room
3. To ensure that everything that needs to be checked has been checked, that is, names,
places, titles, dates and anything else that could possibly be wrong.
4. To write a headline that is befitting the news and fits the space (in case of print
media).
5. To make sure, that the copy as edited is intelligible, easy to read and appetizing.
Rewriting where it is not necessary is simply a waste of time and in a newspaper
organization; time is the most important factor. It is considered in bad taste as it is
damaging to the morale of the reporter concerned and danger of committing
mistakes is greater.
1.5.1 Editing Rule (1)
Editing involves more than making sure words are spelled correctly, language is used
properly, punctuation is in the right places and spelling is accurate. These, however,
are important details that separate a polished publication from a sloppy one. As with
reporting and writing, there are big-picture issues that editors must attend to before
plunging ahead. As gatekeepers of a publication, editors must have a clear idea about
what the mission is. For instance, the Junior Journal has decided to be a voice for
children’s issues, a chronicler of Junior Summit action and a vehicle for breaking down
barriers of distance and prejudice. Without being too rigid, editors should be sure
stories fulfill at least part of the mission. So part of editing involves being missionaries
and a part also involves being ambassadors of ideas.
1.5.2 Editing Rule (2)
What does it mean to be an ambassador of ideas? Bearing in mind that an ambassador
is one who exercises diplomacy, let us examine the issue of idea formulation. It is an
experience that the best ideas most often come from the bottom up, not from the top
down. So editors should be encouraging writers to pursue their own story ideas. This
is done with prompting, nudging, cajoling, pushing—whatever works. Diplomatically,
of course! Ask the writer what interests her or him? What issues are writers passionate
about? What intrigues them? What are they curious about? What’s “hot” where they
live (event, trend or issue)?
1.5.3 Editing Rule (3)
Story ideas are similar to loaves of bread. All of the elements need to be brought
together and kneaded. Then the dough is popped into the oven until it rises and is ready
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to eat. Editors and reporters should be collaborators in the development of story ideas.
Two minds are better than one. It doesn’t matter who has the initial idea. What matters
is how the idea is molded and framed into a better idea. Let’s say someone wants to do
a story on how to make bread. The editor might suggest providing some historical
perspective, pointing out that before the 20th Century B.C. There was evidence
Egyptians baked bread as did the Swiss Lake Dwellers in the early days of civilized
Europe. That might prompt the writer to recall religious connotations to bread: manna
from heaven to feed the Israelites; Jesus calling himself “the bread of life” and the ritual
of bread and wine being served in Christian traditions. Soon a simple four paragraph
story can become a story with substance. The point is that we shouldn’t be satisfied
with the first idea that comes to mind. That’s only the beginning. We should turn it
over in our minds, shape it, pull it apart, and push it back together again, just like
kneading.
1.5.4 Editing Rule (4)
Lingo means jargon or slang language. The journalism trade is full of lingo. Some of it
actually makes sense. We talk of “heads” for headlines (sometimes spelled “heds”).
We refer to the story as “body type”. So you can think of a story as having a head and
a body. The head is as important as the body. We need to put more thought into our
heads, especially on the web, because readers are browsing fast. So the head has to say,
“Hey, wait a minute: you need to look at my body.” The tone of the headline should
reflect the tone of the story. Don’t use funny or flippant headlines on serious stories.
Most heads should contain a verb to connote action. The selection of nouns, verbs,
adjectives and adverbs should be done with care. Choosing just the right word can
illuminate. A head in smaller type under the main headline is often called a subhead.
Its purpose usually is to expand on the idea in the top headline or to interject a second
thought. Generally the main head expresses a single thought or point. Editor’s goal is
twofold: To capture the essence of the story and to entice the reader into reading it.
Believe that reporters should submit headlines on their stories. They know what they
want to emphasize. However, editors reserve the right to rewrite or polish the wording
for the final headline. It’s normal for an editor to write a half dozen, dozen or even
more versions before being satisfied. You want to put your best head forward.
1.5.5 Editing Rule (5)
When you’re in another country, you would have difficulty getting around without
signs. More and more signs are minimizing the use of words and using symbols,
because not everyone speaks the native language. So when you are driving and you see
a sign with an arrow bending to the right, you know there’s a curve ahead. Sometimes
one has to look twice to distinguish between the signs for the ladies’ room and the
men’s room, but obviously these symbols are useful guides. The same is true with
punctuation. It has an important function in a story. Its function is to help guide the
reader through the sentence or paragraph in a way that will make the wording more
understandable. Most publications have stylebooks to provide consistency when usage
and punctuation rules have variables, such as in the last example. Lacking a stylebook,
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the best thing you can do is use your common sense and think twice before you type a
comma or other punctuation mark into a sentence. When in doubt, leave it out. No need
to put a bump in the reader’s road if you don’t have to.
1.6

COPY EDITING

Copy Editing is the process by which an editor makes formatting changes and other
improvements to text. Copy, in this case a noun, refers to material (such as handwritten
or typewritten pages) to be set (as in typesetting) for printing. A person who performs
the task of copy editing is called a copy editor. There is no universal form for the term.
In magazine and book publishing, it is often written as one word (copyediting). The
newspaper industry writes the expression as two words (copy editing) or hyphenates it
(copy-editing).
1.7

SIGNIFICANCE OF EDITING

Editing is significant step in the dissemination of information. Presentation of a news
story is impossible without editing. Editing transforms raw information into a news
story.
1.7.1

Understanding of the readers

Proper understanding of a news story for the readers depends upon the method and,
how it has been edited. Editing of a news story simplifies it for the readers and clarifies
every little detail present in the news for the readers.
1.7.2 Making the story attractive
Editing does not only involve making the story brief by removing the unwanted facts,
editing is also about adding a crisp to the news story, thus making it appealing for the
readers. A news story must be edited in such a way that it attracts the mind of the
readers and make him/her stick to the news.
1.7.3 Voice of the people
A newspaper acts as the voice of the people. It works as the central concentration power
for the readers. So, the editing of the news story must be free from any biasness or
partiality. It must bring the true and actual face of an incident in front of the people.
1.8

MAJOR AREAS OF DIFFERENCE IN EDITING IN PRINT &
ELECRONIC MEDIA

1.8.1 Language
Language is the main pillar of the newspaper as it is a primarily reading medium.
Therefore the copy editors have to be absolutely cautious about the spellings, grammar
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and correct use of language so as to bring out the news in its truest sense. The senior
editors like sub editors also look for ethical aspects to be maintained in terms of
language and authenticity of source & objectivity in terms of information. In Radio,
the use of language is quite different from newspaper. It is brief in nature and crisp in
flavour. It is always comfortable on ears and never tests the patience of audience. At
the same time it has to be much easier to understand than newspaper. The use of
language in TV is always in sync with that of the visual. The language goes as per the
visual-it either introduces, or describes or concludes a visual. The use of language in
newspaper is artistic, descriptive, detailed and ornamental but in Radio it has the
challenge of being descriptive in a brief scope maintaining a mass appeal. And in TV,
language always compliments a visual and hence is to be used judiciously. In all three,
the editing of language demands a strong linguistic sense which may ensure proper
communication of ideas with correct degree of entertainment, if required.
1.8.2 Space and Time
A major aspect of newspaper editing is space management. Every newspaper has a
fixed number of pages and an area is devoted to advertisements. There is a pre allotment
of items across pages in newspaper. Maintaining that page planning, the news has to
be accommodated in a specific space and therefore has to be edited, i.e. lengthened or
shortened accordingly. In Radio and TV, the space factor is replaced by time. Time of
the bulletin is the prime consideration. There is a specific time limit for each news item
as per its nature and importance. So, it has to be edited keeping in mind its airtime.
1.8.3 Technique
In newspaper the news is edited primarily by the application of language techniques
using linguist senses, the process popularly known as subbing. The technique is an
intellectual process often carried out by addition or subtraction of words or alteration
of sentences and syntaxes. Grammatical and spelling corrections are also done
manually by through observation. In Radio & Television the script is likewise edited
but the accompanying audio and visuals have also to be checked in terms of quality.
Here, the question of technique is highly instrumental as it is intellectual.
1.8.4 Technology
Print Media especially newspapers are using editing software now a days like Quark
Xpress, In Design which facilitates direct incorporation of edits in the compose copy
and in the page layout. While in Radio and TV the linear and non-linear editing are
totally technology based done with the help of machines like Switchers, Computer
software like Adobe Premiere Pro, Final Cut Pro, Sound Forge etc.
1.8.5 Communication Pattern
The newspaper is primarily a reading material and demands more time. Therefore,
characteristically it ought to provide detailed information in the form of news, feature,
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editorial articles, post edits, specialists’ columns and photo features. It may take hours
to go through a newspaper completely. The Radio uses the language in a very different
way than newspaper-it communicates the same volume of information rolled in a
package of half an hour or ten minutes. The language is far more precise, subtle & crisp
with distinct phonetic values. The TV makes use of visuals to communicate and hence
is less dependent on language than newspaper and radio.
1.8.6 Feedback
The newspaper readers give feedback in the form of ‘letters to the editors’ and they
have the facility to refer back to the newspaper publication. Therefore the margin for
error is very narrow. The impact on audience in case of Radio & TV is maximum as
they are highly influenced and moved by what they hear and see. So, while editing
adequate caution has to be exercised.
1.8.7 Target Audience
The newspaper readers are supposed to have a higher degree of literacy and education.
Therefore in editing, there is more scope to experiment with language and add
ornaments. However, Radio and TV reaches out to the masses at large irrespective of
their literacy level and therefore has to be edited in such a way that the news appeals to
all classes of people. While in case of explanation or references, newspapers can afford
to go for details it may not be possible for TV or Radio. So it is challenging for them
to present a follow up news comprehensively within a stringent time limit maintaining
the mass appeal. It requires efficient editing.
1.8.8 Use of Visuals/Sound Effects
Although the primary dependence of newspapers is on language, the recent trends have
shown that it is becoming increasingly visible by enhancing the visual content by way
of photographs and photo features. Also colours are being added to the pages to make
them more attractive. The number of advertisements are also on a rise. So, photo editing
has become very important. Similarly in TV the visuals are edited with utmost
importance to maintain quality and importance. In TV visual is most important and it
decides the quality of the content. Special effects are in prolific use in both print media
and TV using software and apps like Photoshop, Coreldraw, Instagram, Maya, Flash
etc. The Radio too is using special sound effects for its programmes like drama,
interviews, documentaries, news features etc.
1.8.9 Preparation
The newspaper due to its publication at mid night offers a little bit of more time for
editing. The different editions go in a timely sequence, the district’s first and the city
at the end. The important news of the day or a sudden occurring has to be incorporated
at the late night editions and therefore has to be edited accordingly. In case of Radio
and TV the updating continues throughout the day and in each successive bulletin the
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latest information is updated after due editing. In case of ‘breaking news’ the news has
to be edited immediately. Numerous packages are made throughout the day in the
studio. Editing forms a vital part of these productions.
1.8.10 Flexibility
The degree of flexibility in electronic media in terms of editing is high as there is always
a chance of alteration. The programmes are aired throughout the day and therefore may
be altered anytime in studio. In newspapers however, little can be done once it is
printed. Sometimes, different editions have different versions due to editing. However
with the advent of online and internet editions of newspapers, the scope of editing has
enhanced.
1.9

IMPORTANT CONSIDERATION FOR THE EDITOR

Let us discuss the important considerations before a modern day Editor:
1.9.1 Editorial Policy
The editorial policy of a newspaper is one of the most important factors in the editing
process of that newspaper. The editorial policy is a comprehensive set of guidelines
which helps the newspaper to take stands on vital and important issues and decides the
way the newspaper will approach an issue. A newspaper has to operate within the
ambits of the society. There are several socio-economic cultural and political aspects
which a newspaper has to deal with in its journey. The readers and the people look
forward to the newspaper for its take on a certain important topic. A newspaper has to
be very careful while taking a stand. It should be guided by its editorial policy. When
a newspaper takes a stand it also has the responsibility of maintaining the stand. It
simply cannot change its opinion every other day. Thus an editorial policy is to be
maintained and reflected always in the news presentation of that particular newspaper.
For example if a newspaper is pro-capital in terms of its economic policy then it should
always encourage inflow of capital, measures to encourage business and
industrialization. It should support the government if it takes pro-capitalistic measures
like economic reforms, SEZ etc. it should also oppose the government if it takes anticapitalistic measures like subsidy. From the stand point of political ideology,
newspapers also have to clarify their position. In India there are political parties like
Congress with nationalistic ideology, BJP with pro-Hindu ideology CPI-M with
Marxist ideology, Samajwadi party and Janta dal with socialistic ideology, BSP with
pro-Dalit ideology and parties like DMK, ADMK, Trinamool Congress, BJD with
highly regional feelings. These political parties have different kinds of stands on
different issues but newspaper cannot have different stands in different states so it has
to take a stand very carefully. Therefore the editor has to be very careful while editing
of news. The stand point of the newspaper should not get diluted or deviated due to
language or editing errors.
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There are other socially important issues on which the editorial policy becomes pivotal.
For example in India the issue of reservation on the basis of cast is highly debatable
and sensitive too. A newspaper has to take a very cautious stand as any hurry may end
up in hurting a community and loosing readers. Another such issue is the uniform civil
code which should be dealt with caution as minority sentiments are attached to it. In
recent times there have been disputes in the area of international relations regarding
India’s relationship with Pakistan and China. Here also the newspaper has to adopt a
policy between a hard line and a constructive line. A little here and there can brand the
newspaper to be anti-national. The editorial policy of a newspaper is prepared keeping
in mind mainly the ideological stand and in some cases the target market. With the
increasing corporate ownership the editorial policies are also becoming frivolous and
the editor’s task of justifying the stand of the newspaper is becoming tougher.
1.9.2 Market and Revenue
The biggest consideration in the present day media industry is the market and revenue
generation. Before the launch of a newspaper or a channel a vital decision is taken
regarding the market it is going to cater to. In the media industry the share of market
captured by each house is well known when a new media is launched it is calculated
who will be the target audience. It is done on the basis of the competitor share, market
demand and the industry position. For example if a certain percentage of television
audience who has a certain taste and preference remains unattended they can became
the target audiences. If the media industry is on a boom then people are likely to invest
in starting more news channels and newspapers. Off late we have seen a number of
regional news channels and children’s TV channels because there is a demand for it.
The editor has to keep in mind that market will decide the fate of his media. The TRP
of his channel or the readership of his newspaper depends on the market. If the market
is strong the circulation of the newspaper will be high and that will fetch him more
advertisement revenue. While editing he should keep in mind the taste and preferences
of his readers and the market he is catering to. Another important factor which is key
to the survival of the newspaper is the revenue generated from the advertisement. It is
the lifeline of a newspaper. Therefore the demand of the advertisers is a big challenge
for the editor. The advertisers will always expect the newspaper to write in their favour
and will try to influence its editorial policy in their favour. For example some
industrialists are alleged to provide more advertisements to the newspaper in lieu of
canvassing for the candidate of their choice in the elections. It is a challenging task for
the editor to satisfy the advertisers and also maintain the dignity of the newspaper.
1.9.3 Legal and Ethical Consideration
Media of our country are governed by certain laws framed by the parliament and the
legislative bodies. Media content must remain within the parameters of the law. For
example the law of sedition prohibits publishing anything against national security or
national integrity. The official secrets act also prohibits publication of any such
information which is an official secret. The constitution of India provides the right to
freedom of speech and expression to the citizens which is applicable to the journalists
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all well. However it is the editor’s duty to constantly vigil that the right is subject to
reasonable restrictions hence the media just cannot publish or express whatever it feels
like. The Press Council of India has laid down the norms of journalistic conduct, which
is a code of ethics to be followed by the journalists. They should not be biased and
should report it in an objective manner. The language should also not cross the limit of
decency and the photographs published in a newspaper should be in sync with the
cultural value of the society. These are areas where the editor has to be absolutely alert
and has to pass on clear instructions to his editorial team. The credibility of a newspaper
is directly associated with its objectivity.
1.10

CHALLENGES BEFORE THE EDITOR

No work or task is as easy as we expect it to be or as it appears to be. Same situation is
created for an editor while editing the news stories. At certain levels of editing such
situations are created where the editor is trapped in a dilemma what to do and what not
to do. Everything in this world has drawbacks and same is with editing where these
drawbacks stand fearless in front of an editor. Sometimes, an editor’s personal opinion,
organization’s pressures come up as obstacles in front of the work of an editor.
1.10.1 Bias
This come up as a journalistic norm of objectivity. During the editing of the news by
the editor, it is important to draw a line of separation between news coverage and
editorials. Fair and neutral reporting is one of the main aspects of editing. Editing must
never involve the personal opinions and views of the editor about a story. Preferences
and selectivity factor about any subject must be left out during the editing of stories as
they may reflect a biased side of the news.
1.10.2 Slants
This is a kind of defiance to the balancing rule of facts and figures of a news story.
Slant news is a biased one as it is inclined towards one direction of the whole
happening. In such kind of a news story mostly one side of an incident or a happening
is brought into light. Balancing a story is important as it showcases the complete
information, keeping in light all the angles of the news. An editor must ensure the
correct display of the news story as the displayed information is responsible for the
opinion formation of the readers.
1.10.3 Pressures
This is a type structural or organizational biasness that diverts either the angle of the
news or its selection, from what is important. Pressures in editing a news story come
generally from the top management. Such pressures may sometimes be because of
some high revenue earnings or the order of high authority people. These pressures not
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only deteriorate the journalistic standards of an editor but also bring assured false
information to the readers.
1.11

BOOK REVIEW

Writing a book review can help increase your understanding of, and appreciation for
books you read. Reviews you write can help others decide whether or not to read the
book. If this is an assignment, or if you have decided to share your opinions of a book
you have recently read, this course can guide you in writing a helpful review.
The objectives of this course are to:


Clarify the difference between a book report and a book review,



Describe the purpose and elements of a book review,



Explore examples of good book reviews,



Help you form opinions about a book as you read it,



Identify questions to consider as you read, assess, and report on a book,



Suggest topics to include in a book review,



Help you organize and write a book review
When writing the review, use the notes gathered above to address the following
topics in approximately this order.



Introduction- Identify the title, author, publisher, date, length, ISBN, genre (i.e.
Fiction, non-fiction?), audience (i.e. age, reading level, interests, specialties…)



Content Summary- Briefly summarize the book. If you can convey both the tone
and the message of the book in a single sentence, your review will be off to a good
start. For nonfiction books identify or formulate the book’s thesis statement.
Describe the general argument and evidence provided to support that thesis. For
fiction books, include a plot summary, themes, character descriptions, background
context and how the story corresponds to reality or similar books. Avoid plot
spoilers.



Analysis and Evaluation- Focus on your subjective evaluation of the book.
Consider the list of analysis topics to cover and address those topics that are most
relevant and important to this review. Consider the list of questions to answer and
address those questions that are most relevant and important to this review. Much
of this section will consist of paragraphs of the form: Conclusion, evidence,
evidence, and evidence, or Evidence, evidence, evidence, and conclusion.
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Conclusion- Briefly state your opinion of the book based on the preceding analysis.
Answer the question, "Does the book deliver on its promise?" Make a clear
recommendation to any prospective readers.

1.11.1 Difference between Book Review and Literary Criticism
You will see therefore that there is bound to be a basic difference between the
readership of a book review and of literary criticism of the same book. There is also a
difference in the nature of the publication which carries each. The first is published in
newspapers and periodicals whereas the second is usually found in a journal
specialising in the area.
1.11.2 Importance of Book Reviews
Book reviews, are, as you already know, carried-by almost every national newspaper
and magazine. They are also put out by All India Radio as a regular feature in its
miscellaneous programmes. Reviewing books can be a profitable past time and a
rewarding occupation both. A reviewer may also take pride in the fact he is a sort of
custodian of certain literary norms - technical, cultural and moral. And since the art of
book reviewing doesn't need any elaborate training, one may learn it with just a little
perseverance and guidance.
1.12

MEDIA REVIEW

Mass media (in any form) is a diversified media technology that is intended to reach a
huge amount of audience by mass communication, though technology changes based
on the communication. Information can be transmitted electronically through broadcast
media such as, films, television, radio and recorded music. Newspapers, books,
pamphlets or comics are physical objects and they come under print media. Mass Media
also consists of Public Speaking and Event Organising. Internet and mobile comes
under digital media mass communication. Internet media provides services of mass
media, like email, websites, blogs, and internet based radio and television. Mass media
targets a large market like nearly the whole population of a country. Review articles
are the summary of current state of understanding on a particular research topic. They
analyse or discuss research previously published by scientist and academicians rather
than reporting novel research results. Review article comes in the form of systematic
reviews and literature reviews and are a form of secondary literature. Systematic
reviews determine an objective list of criteria, and find all previously published original
research papers that meet the criteria. They then compare the results presented in these
papers. Literature reviews, by contrast, provide a summary of what the authors believe
are the best and most relevant prior publications. The concept of "review article" is
separate from the concept of peer-reviewed literature. It is possible for a review to be
peer-reviewed, and it is possible for a review to be non-peer-reviewed.
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Reviewing the Concept of Advertising from the Print Media Perspectives
In light of revisiting the notion of advertising from the perspectives of the print media,
this review article found that advertisements are trans-generic and multidimensional
media artefacts capable of operating at several platforms such as the cultural, economic,
socio-political, religious and ideological spheres. It has also revealed that
advertisements constitute an independent social discourse, which is culturally oriented,
with remarkable influence on politics, social values, economics, lifestyles and the way
people see the world around them. This review has also found that the multimodal
nature of the present-day advertisements has accorded the genre some tremendous
unseen power, capable of influencing people’s choices, when it comes to accepting
ideas or goods and services. The review has also discussed how influential a mundane
genre, such as newspaper advertisements, could be as it is used as the vehicle for
constructing social and political agendas as well as promoting other topical issues in
the society.
1.13

CHARACTERISTICS OF A GOOD REVIEW

Books based on vague, untested theories backed by misleading blurbs and publicity
campaigns are presently flooding the market. They all claim to be the 'first', 'exclusive',
'revealing7, 'original', and so on. Books following any political event are a good
example. Remember the scores of books that appeared after the defeat of Indira Gandhi
in the 1977 elections? Barring three or four books, most were based on newspaper and
magazine reports and articles. They revealed very little that was new. It was one of
those occasions when, by the time critical reviews appeared (the usual time is between
two and twelve weeks after a book is published), people had already bought the books
(since the subject was sensational) and found them disappointing reading. It was a
lesson for editors also -the timing of reviews must be based on the reading public's
mood and interest in a particular subject.
1.13.1 Objectivity
The review should be a balanced evaluation of the excellences as well as the limitations
of a work. A review which is made up of unqualified praise or censure becomes too
simplistic or pompous or too sweeping in its generalisations to be helpful to the reader.
Often, such a review does not use the relevant quotes from the text in support of its
argument. The judgement should be well grounded in the text and reveal balance,
judiciousness and maturity.
1.13.2 Freedom from Prejudice
One of the banes of book reviewing, especially in India, is prejudice. In a country as
vast as ours, one frequently encounters all kind of prejudices -personal, parochial and
sexist. It is these prejudices, and not so much a communal or linguistic bias, that often
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vitiate a review. A good review, therefore, should not assume any kind of a partisan
attitude.
1.13.3 Personal bias
There are, for instance, reviews where the reviewer's personal bias is easily visible. As
Alexander Pope says in his 'Essay on Criticism':
Some judge of authors' names not works, and then Nor praise nor blame the writers but
the men.
This is obviously a form of dishonesty in reviewing which should never be allowed to
taint one's judgements.
There is the other side of the picture too - bias in favour of some author for purely
personal reasons. Personal preferences, apart from other kinds of bias, can be observed
in many reviews. These are sometimes obliquely woven into the main argument, or are
too overt to be ignored.
1.13.4 Sexist bias
Let's now consider another prejudice - sexism. Sexism, like a chameleon, assumes
various tints. Often the photograph of an attractive female author on the jacket works
better with her reviewer than all the matter in her book. Or it may be the other way
around. A woman reviewer may take an unduly sympathetic attitude towards a female
novelist, poet or social commentator. But in a dispassionate review, sex doesn't intrude.
The book's intrinsic merit should be the only criterion that a good review should have.
In this book From Sexism to Equality, Narendra Nath Kalia defines a sexist a 'a person
of either sex who believes (1) that gender is the most important criterion for grading
human nature, abilities, character, career potential, and performance; (2) that physical
differences between men and women constitute legitimate grounds for creating
significant differences in the opportunities presented to them; and (3) that society
should continue to nurture gender-based socio-economic inequality'. This kind of
prejudice operates as much on the level of general social behaviour as on the plane of
writing, creative or non-creative. Kalia cites the examples of Portia in Shakespeare's
The Merchant of Venice and of Mother Teresa. While Portia wins the case in the court
because she displays 'masculine' traits, Mother Teresa 'rejects normal female
circumstances' to become a remarkable human being.
1.13.5 Relevance
The reviewer should not merely be a resume or summary of the work without reference
to the things that make it artistic or effective. It should also assess the relevance or
significance of a work.
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1.13.6 Identification of Focus
A review must clearly bring out the chief focus of the book. What is it about? Children?
Well, what about children? Their problems? What problems? Exploitation,
malnutrition, disease. Then what age group? What social group? Geographical
location? And so on. Don't just say the book is about the problems of children. Say it
is about the problems of children of Sivakasi engaged in making fireworks and the
subsequent health hazards they are exposed to.
1.13.7 Evaluative Judgement
Assess what the claims to be doing or saying against what he has actually achieved.
Then say what your assessment is, giving a reasoned explanation of your conclusions.
1.13.8 Personal Assessment
A review can offer constructive comments on the subject of a book if the reviewer is
aware of the existing literature on the topic. He must weigh the qualities of a book
against two factors: a) where does it stand in relation to other books on the same
subject? Is there a sudden spurt of books, for some reason, dealing with similar themes?
Or has it something new to say, some new information to impart, some new ideas or
new perspectives to offer that may give an entirely new meaning to the subject.
Alternatively, b) where do the book and its subject stand in the area of ever expanding
scholarship in the field? Is the topic now completely exhausted or no longer to interest
to the reading public? For example, books that speculated on whether there was life on
the moon are now completely irrelevant and even boring!
1.13.9 Linguistic and Stylistic Characteristics
The formation of a view of an author's style of writing is, of course, a matter of personal
judgement. Heated discussions on an author's style sometimes take place. The reviewer
must not make a statement on the author's style based wholly on personal references,
or call the style good or bad without explaining what he means by good or bad with
reference to the subject. His assessment of a book must be objective. The true test of a
good style is whether it is suited to the subject matter, whether it makes its points
forcefully, and whether it conveys to the reader information, feelings or views
attractively and meaningfully.
The reviewer should ask himself the following questions: Is the language simple, lucid
and devoid of clichés? Does the style egg you on the read further? Or does it bore you?
Is the organisation of facts and ideas proper, and interesting? You may refer back to
Block I of Course I which discusses the concepts concerned.
Each subject, that is to say the occasion and the objective of the book, has a particular
style of writing suited to it.
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A book's style must also be judged against this criterion. For instance, a humorous,
carefree or irreverent style in writing about something that had caused grief to people
(floods, accidents, etc.) could really misfire. Style is not merely beauty and
embellishment; it is communication. A review too must have a style; for it adds to the
readability of the review and gives it authenticity. A review that is itself written in a
bad, boring style has no business to be critical of a book's bad style.
1.14

CHARACTERISTICS OF' A GOOD REVIEWER

1.14.1 Specialization
If you are reviewing a book on sports, take carp you are familiar with the areas
discussed. If a book being reviewed is by a renowned author, he could spend a few
minutes at some local library, search out the titles of his other publications (with
resumes, if possible) and then work all this material into his review. Scholarship, some
believe, can be a sort of 'music-filler' (as they call it in broadcasting), which enables
one to stretch out one's review.to any length. But a good reviewer should not indulge
in any such display of fake scholarship. Your review should be based on your own
reading of the book itself.
1.14.2 Good General Awareness
However, knowing too much about too little, super specialization, is undesirable.
Often, this is the reason why, to be frank, most reviews fail to inform us much as they
should. Unfortunately, those who are thoroughly acquainted with the literature in a
particular area are scholars who are so busy in their own pursuit of knowledge, that
they find little time to review other people's works. The editor of a newspaper or a
magazine which carries book reviews faces this problem every day -how to find an
ideal or a 'perfect' reviewer for a book? It may sound cynical, but it is indeed a fact that
good reviewers are hard to find. That means, unfortunately, that the editor makes do
with the best of what he gets. There is therefore, plenty of scope for well-trained and
intelligent reviewers.
1.14.3 Freedom from Prejudice
One of the banes of book reviewing, especially in India, is prejudice. In country as vast
as ours, one frequently encounters all kinds of prejudices - personal, parochial and
sexist. (Refer to Section 4.3.2 again). It is prejudices, and not so much a communal or
linguistic bias, that often vitiate a review. As a reviewer, therefore, you should
overcome the temptation to assume any kind of a partisan attitude.
1.14.4 Overall Critical Perspective
Let's now take up one of the most fundamental elements of book reviewing - integrity.
Integrity in this context may be defined as unmitigated objectivity. A reviewer should
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never allow any kind of bias to condition his responses. Nor should he feel tempted to
trumpet his own erudition at the expense of the author. Just be your own honest self
and you will be able to turn out a good review.
1.14.5 Objectivity
Yet, even if an unbiased reviewer chooses to expose imbalances - literary, social, moral
or religious - he should not renounce poise, restraint or urbanity. So you may point out
shortcomings in an author's attitude, but it is advisable that your tone should never be
violent. Unnecessary carping is a symptom of ill-breeding.
1.15

LET US SUM UP

In this unit the learners are told about editing and the characteristics of editing and the
editor. The learners are also given ideas on citing resources while writing and how to
cite and refer the sources, you are also told about the chief characteristics of a good
review and reviewer. You saw that a good reviewer's qualities are almost reflected
perfectly in a good review. If the reviewer is objective, his review will be balanced and
so on. Further, you learnt that a good review has several aspects in that it introduces
the book to the public, comments on its relevance, its production quality and generally
helps the reader make up his mind.
1.16











EXERCISES

What do you mean by Citing Resources? Write within 150-200 words.
Give a few examples of Bibliography and Referencing.
Give at least 4 examples of Endnotes and Footnotes from any other books or novels
that you’ve read.
What is editing? What is the relation between editing and editors?
Briefly explain the rules of editing.
Explain the importance of editing in your own words.
What is the difference between Media Review and Book Review
What are the characteristics of writing a good Review?
What qualities should a good Reviewer have?
What are the biases that a Reviewer should avoid while reviewing a work?

25

