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HOW THE ILLIN! IS PU LISHEO 

ii DAILY II.I.INI i c\ u 
11 y 

w 

a 

lug , i Mom] j i iii li 
by Tli llllni I 11 
I'niv it; 111 i ol Th l it 
.inch ) i ibllsl Tl •* ilii he Unl 
v, [ty lual I and The Illln i> M Ine 
(monthly lit i iry ma a/.ii i is di 

Boa l of Trust i] 1 of t lir*-e 
faculty m ruber: and I mr u le i no a-
hers, 'l'h faculty nn ol an- inte 
by the ( lincll ol Adminisi r; i m 1 the 
student re l< it< I by i he i ml in 1 iy. 

The Ilinl I'ubii ing Co, owns and on-
trol ill the properly of Its tin • public; 
tion am ui rvl8«'s financial control but 
doe i i i any way di< ate editorial \ »li-
:i( he management ol Tin [LLINI IS 

in the editor and business manager, 
v ai ppoint d annually by th< Board 

*es. 
0 pci tion with the courses in jour-

r; the news of the University la gath­
er [LLINl ) |)Orters and s t u d e n t s in 

al ism It is co l lec ted and edi ted in the 
[. i ity office, L08 University Hall. The 

is tin n scut to the d o w n t o w n office 
S r< the p a p e r is s t up and pr in ted . T h e 
paper is printed under contract with a 
privat p r i n t i n g ollice. T h e [llinl 1 ubhsh-
in CO. o w n s and a l lows the Office to use an 

;,,,- AloVcanthah-r Linotype . PUrclias-
1917. \n additional Linotype is n 

quired to el up the paper . 
i • i u«.,jT- T h o edi tor ia l s iau is 
h i i i i i ' i i i S l a II . ' " ' i ,-*. , , . 

Up to d; 
e<l in 

i M i i i u i M i o m . i i . „ „ „ • „ „ . i>ih'tor od..r ti •ii';;:;,.;:'::;; r 'UniuVs 
l i v e IH'WH e d i t o r s , M , t , l , s 

} 
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ety lit or, > diange editor and 
of r rters. Mo i of the w >rk i 

d I i ah Ity offices betwet i l an 
»'• in the afternoon. A night editor 

I ei il as i nits have supervl ion o 
the D ke-up at the down-town office at night 

Busin< St! : The bu iness s t i 
omi )st 1 of the busine 3 man ;er, three 

juni r assistants and a number of sopho­
more ai I freshman assistants, a cin alation 
manager and bookkeeper. Advertising, sub-

xiptions and the financial affairs of Tn 
I> \n v II .I .IM are conducted throu h thi 

aff, which maintains an office at 107 Uni­
versity I fail. 

T H E II.I .IM is a member of the Associated 
Press, one of the few college papers hold­
ing a charter from a news indicate. T H I 
II.I.IM receives a direct wire service from 
Chicago and is furnished practically tlie 
sane news as the Chicago morning paper 



INSTRUCTIONS TO COPY READERS 
1, Rem mbiT that tin- I asm < i a 

COpy i lor P6 Accurncy and Specr 

2. Make your c rrection marks learlj 
With M pen il. W h a you an-
with a tory, mark it at the end with J .r 
initials in a circle. 

3. It is your duty to correct all e r rors 
of grammar, punctuation or fact, and pi • 
sent to the linotype operator a pie <»f 
clean copy. 

4. If a story is too poorly written to per­
mit intelligent correction have it rewrit­
ten. 

5. If you wish to indicate that a word 
or letter be capitalized underscore the part 
to be capitalized with three lines. 

6. A circle around figures or abbrevia­
tions indicates that they are to be spelled 
out. A circle around a word or number 
spelled out indicates that it is to be ab­
breviated or that numerals are to be used. 

7. A caret should be placed at the 
point in a line or word where letters or 
words are to be inserted. 

8. Place a paragraph mark at the begin­
ning of each paragraph. 

9. A cross should be used to indicate a 
period. 

10. Quotation marks should be placed in 
half circles to indicate clearly whether they 
are beginning or ending marks. 

11. Indicate words out of place with 
transposition marks, but do not use su< ti 
marks when letters in a word are out of 

5 
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II lit U 

li 
II 1 i t . h th 
i r left h d !!••! 
l i every word irefully 

ind Rr.u l The Story O w r Af ter You Have 
Fin ished Cor rec t ing it 

SUGGESTIONS TO HEAD WRITERS 
1 i tli inn -rt.i t fact I th 

i\\ and a i ur.it in mind i 
ii i w IT • the head. 

Sel t the in t api ityle i 
of h i requli I t the > H d 

ud out the exa< t number i I unit i iutf 
< .1 i r i t 

Win j our headl ne t'i n the faet 
• i i i ' .mi ' I in t he first i ir.ie.r.i ph f th< 
Bt( r> 

The in.tin tact around \\ hich thf it 
i built hould be in the fli t d< l> I 
horl. p ni« word to icpi it 

5. Tli additional d. hould Include 
other phases o( the Btoi j w hen the ime 

pr< Ion i to be us< i n \ i nve> the 
id i bj .i \ arietj of attract l\ w 

'• Use the prt m te the ten e 
•'• I Ion in the In id aentein e \ ei and 
nouns Ive tort • and \ l> Idtn 

Count letti i and «p i | full) 
> th< w i.l( h Of M \\ mid ••! 
not i-.m •* th.it .i In id w ill in | i ( . ,, i t h I 
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it will. K & <l tlve i ikee 
iiU1(. and mon An 11.e and i il t».ii 
anced heads add mu h to i he at tn 
oi the paper. 

s. Do not hi ai< a w i fr II ne display 
line to th next. or ••] 11 at »• v. rd n ur 
ally asso lated: I M I Consen ti n. 

9. A. an and the ;nv mil.. I 1 • u 1 
when the symmetry of tin lln< d< as 
it and only win n clearly n rj | giv< 
exact meaning. 

10. Do not repeat the * me \ .rd or 
phrase in din" rent de ! s of the same head 
line unless absolutely unavoidable. 

11. Tell nothing in the head that i not 
included in the story. Avoid making tin 
head comment on the news 

12. Capitalize all words of three ( ) r m o r e 
letters except but, for, the, and. Al o ap-
i ta ize Be, Do, He, Is, It. No, M l'p. • i p . 
italize the last word of every clans., and 
each word in compounds. 

13. At, for, in, of, on, and to are eapi-
I hzed only when at tached to or connected 

ith verbs: "He Was Stared At hv the 
Crowd." "They Were Voted For hv' IN 

14. Do not capitalize all, and, a s / h v if 
the or but. ' J* **• 

15. Avoid having glaring white spaces 
Small white spaces are desirable, particu­
larly in connection with break-line heads 

16. Take care to avoid the use of am 
lifeless, tr i te, awkward or ambiguous 
words in the decks of heads. 

17. Never allow a difference of more 
than one half unit between droplines of 
tl < first deck of a 24 point head, and no 
mor than one unit in smaller heads. 

18. Ordinarily write your headlino from 
the facts contained in the first paragraph 
of the news s to ry . 

1!*. Avoid the use of past tense verba in 
7 



head) \ it o not u p ' te se 
t l With an B(l • ||, 7" 

dl< .itit.K the past t e n s e ; for example, fo| 

1 I e I vest !. 01 |(,im 
t l l | ' u n 

The II wing i a li f wor^, 
it a; i.»t to I ii ed i.i i or he d-

l i t I t , g l . . I ; l* . ; ! g i r l 
1 ) * wl i*n ; i • ig i tudents), 
phone. \ r> - (us<> more than rot 

ACCURACY 
K. at'inlu r that the t r u t h and nothing ut 

the truth. Interestingly presented, makes 
tl best news s tory . 

1) n't try to make cleverness a substi­
tute i r truth. 

Don't Forget that faking is Lying. 
Realize that every mistake you make 

hurts someone. 
Itemember that what you write tor news­

paper publication is read by thousands a I 
helps to influence public opinion. 

Verily all names, initials, address s. c 

Get all the news; don't stop with half it 
it. 

Don't give rumors as tacts. 
Be fair and unbiased; give both sides ot 

the cast 
Don't m i s r ep re sen t by playing Up a s ta te 

ment tha t , t aken from its context . Is mis­
leading. 

Don't make the necessi ty for speed an ex 
cuse for « irelessin I and iuaccurai \ 



PROMPTNESS 

Turn in .ill lir \ 
sible 

i . on ti ii <'N rj ap] ntmei 
(; ri the i w todu It may not I i i 

torn on w 

PREPARATION OF COPY 
Wnte i< >ly; n i typewrltei 
Never w iii on b iii Bid< of ibe ieel 
Doubl mr »P3 
Use i ulatl n i pj paper t i ill j ur 

work 

Numb r Bheeta at (lie t »p of pa and 
enclos th Dumber in .1 pcle 

Put tii end maiK t30» at the (lose of ev-
« mpl st r\ 

Put name of \\ ril er In upper left hand 
n r of < h six .1 

PARAGRAPHS 
indent h 1 igraph about two Inche 
Remembi r that the length of paragraphs 

in m••.'. pap 1 does not normally exceed 
100 n\ and merallj ranv.es from twen-
t) 1 Q\ n i \ flve words . 

Put n ii ptant Idea at the be Innin 
1 ii, in 1 . ui ice of each paragraph. 
A ; I). Inning nee- live paragrapn 

v th the ame s^>i<\. phra e, or con true-

°r)on't put Important details in the> last 
1 rapha wh( re the) maj i><> cui 

. . u ra t e paroKr. •;' " '.',.,... 
, ,, „„ ni "He eald 

< 

! > 
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he • i as fo (.)1(| 
b a 

them 

• off a a teparati p,n , ;1 , i j r e c t 
|Uotat i f ) Ih n 11' with-

• • v plana) ry m •• • i, i| tl b< ginning 
fa i\ 

SENTENCES 
Mak< • - idenl t h i isl ru i li I in every 

i'nii'1 > tha t It may 1 i id r lly. 
A\ I < • •>. iii o ted hort Ben-

I n't v crl i ! h first B< Lt< ' of a 
uinniai li d, by i i"Uding in unes ential 

del ii 
Put a n i r M J r i a n t idea at tin l>< -innii) 

: ever} sent< n • 

\ 

WORDS 
Avoid wo\ la that ai lik< ly to b un-
miliar to th< a \ raj e read* r, unl< i u 

tin them in your s ton 
D n'i use trite phra es. 
i s< upi ii .iii\es sparlngl). 
i' slang only when circumstann d< 

mand It 
Find th< "ii noun t<> expr< ih > • 

iho no adjective, if nc; i»s« .ir\. to qualify 
n, and tiio <>ne v< rb need d to I '" 

I o "no -n and w o m e n In wr i i in.sr • I 
I n i v e r s i l \ i u d e n l . not "bo.\ a tid "g rl 

Avoid ' hool" in w i ii oir. i iii i i o 
v r Kit y u i a u h o l e 



CAPITALIZATION 
CAPITALIZE: 

1. All proper nouns, months, days of 
the week, but not the seasons. 

2. Principal words in the titles of books, 
plays, lectures, pictures, casts, etc., in­
cluding the initial "A" or "The": "The Man 
from Home." 

w 3. Titles denoting official positions, rank 
or occupation, when they precede a proper 
name: President Wilson, Dean David Kin-
ley (but David Kinley, dean of the Gradu­
ate School). Avoid long, awkward senten­
ces before a name, such as State Superin­
tendent of Public Schools Francis G. Blair. 

4. Distinguishing parts of names of as­
sociations, societies, leagues, companies, 
roads, lines and incorporated bodies: Louis­
iana State university, First National bank, 
Northwestern lines, Methodist Episcopal 
church, First Wisconsin volunteers. 

5. Common nouns when they precede 
the distinguishing parts of names of asso­
ciations, societies, companies, etc.: Uni­
versity of Illinois, Association of Collegiate 
Alumni, Bank of England. 

6. Only proper nouns in geographical 
names, except when the common noun pre­
cedes or is used as part of a title: Rock 
river, Crystal lake, but Lake Michigan, 

i Gulf of Mexico, Coney Island. 
7. Only the distinguishing parts of names 

of streets, avenues, boulevards (when 
•spelled out) and houses, hotels, theatres, 
stations, wards, districts, counties, etc.: 
John street, Illinois Central station, Inman 
hotel, Third ward, Second district. 

8 Common nouns when they precede the 
11 



n liin ! • • •? f hi the tr< 
ii ' i i lamilt Th< B >j 
,v !)| ' " :lI1,l Hi r main di-

t is; n i ;i tini\ it> hut not dep ments: 
11 of \: iltur .Musi School, d'e-
l in ui l' mat l imn 11< 

l . N n I rcligi us denominations, 
and pr noun <>i the l)i< ty ani the 

Bibh 
11. Nam s all political ] 'ties: Re-

I ubli an. l'i ogre iv«*. lalist. 
12. Section of the country hut not 

it of the c mp 9: the No. th, the id-
11 \\ i ; •, northwest. 

l Ai ireviations of streats, avenues, 
1 lie irds and nil] inies: 312 E. Daniel 
St.. 810 S. Mathews Ave., Adams Express 

14. Abbreviations of college degrees: 
\I. A.. A. 1!.. I'h. I). 

1.",. Nam* ! of sections of a city or dis-
tingui hing parts of nicknames of states, 
citie or people: the East side, the Suck­
er te, the Mai urns, the G pher eleven. 

i»;. Di tinguishing parts of names of hol­
iday : Christmas day, Fourth of July. Lin-
coin birthday. 

17. X a m . s of all races and nati Ui-
tics except " neg ro" and "gvp83 

IS. The words "Uni\ msity" ami ' Vll 
Univ rsity" wh M referring to the Univcr 
sity of Illinois. 

l!). The word President" win n refer 
ring to the President of the United Stat < 
or the President of the Universitj "Prexj 
Is taboo. 

20. University traditional Boclal func 
t.ions: i[omecomin Senior i ill, Soplm 
more < >ttilion, Junior Prom. 

21. T h e word Varsity when r e f e r r i m ; t 
the Varsity of the Univei Its of [11 i11 
but not of other chools. 

i " 



2 2 The tl -le P -e li .;• I» .iLV II 
»rHK DAIL1 [LLINI. 

Avoid all capital ization not a so 
necessary. 

DO NOT C A P I T A L I Z E : 

I Nam of n lit tate a I I 
bodies. tm( ii . I lihline 
boards, e COD . s e n a t e , 
council of adminl I tion, dep I ei I 
justice', bnd el com iltte p tol 
hall, i r de] it, ( I n depa 

2. Pom < the coi pas : ea i rth. 
southwest. 

3. Comm i reli >u te m : pi 
gospeli heathen. 

4. Name of ihool or colh co tudi< 
except n le of lm lages: phi I 
tory. e< ni -. l-'ren ch, Spanish, Gi 

5. Title wh i th follow the I tin* 
Thomas . rkle C la rk . d< n of men. 

6. N te < rilege das • sen! 
fre hin i i . 

7. i lie e degrees when Bpelle i out: 
b h* r of i • but ,\. B. 

*• S< QS f tin > i r : s p r i m sunii i i .T 
10. Nan of iiicrcs in list »f ffl< era 

; i'l I lOB of OII'K .1 H : h m V " i i 

ar Pre ld< at, John William : s.-n • tan . 

11 The I l l ow in nouns a f te r a proper 
i >un: de] it, botH, tution, tin itre. ward. 

nit di t r lc t , huihlinr. (ox rpl when ro 
1 to I' 11 i \ i i ity bu i ld ings : W 'man ' s 
B Id lan In Hul l ) . 

1 m , i o rd i na r y Cln 9 func t ions or 
I;,Ml - , ;i i MI 111 • •• .sophomore picnic, 

ai .,, ,kor, fre ihman smokor i ommlt-

> o 



PUNCTUATION 
l. Omit period after percent" and after 

ni iiainr: Tom, Sain. 
2. Use Do comma before "and" in a 

isi: red. white and blue. 
3. Punctuate lists of names with cities 

or stat s ibus: Arnold Baird, Peoria; R. 
Q. Andrews, Rockford; etc. Punctuate 
Ists Of names with officers thus: President, 

.1. S. Hall; vice-president, Henry Gantz; etc'. 
4. Use a colon after a statement intro-

lucing a direct quotation of one or more 
paragraphs and begin a new paragraph for 
the quotation. Use a colon after "as fol­
lows": 

5. Never use a colon after viz., to wit, 
namely, e. g., i. e., except when they end a 
paragraph. Use colon, dash or semicolon 
before them and comma after them, thus: 
This is the man; to wit, the victim. 

6. Do not use a comma between a man's 
name and "Jr.," "Sr." or class numeral 
•' '18". 

7. Do not use a hyphen in "today" or 
"tomorrow." 

8. Use hyphen in compound numbers: 
thirty-two. 

9. Use no apostrophe in such abbrevia­
tions as Frisco, varsity, phone, bus. 

10. Use no comma in "6 feet 3 inches 
tall," "3 years 6 months old," etc. 

11. Do not use periods after letters used 
as numerals: section B, etc. 

12. Use no apostrophe in making plural 
of figures: the '90s, etc. 

QUOTATION 
Q U O T E : 
1. All verbatim quotations when they arc 

to be set In the same type and measure a 
14 



,iie context, but not w in n tn are to be In 
smaller type ,,!* narrower nicasun 

2. AH testimony conversation and Inter 
views Iven In din t form xcept when 
name of Bpeaker or Q. and A. form with a 
dash, pre les. as: John Kelly- i i,;,v. 
nothing to say; Q. What is your mum 
A.—Henry Meyer. 

3. Names of books, plays, opera, 
paintings, s tatuary, songs, subjects of lee 
tures. sermons, toasts, magazine articles 
including the initial "A" or The" : "The 
Man Without a Country." 

4. Use single quotes for a quotation with­
in a quotation. 

5. Use quotation marks at the beginning 
of each paragraph of a continuous quotation 
of several paragraphs but at the end of 
the last paragraph only. 

DO NOT Q U O T E : 

1. Names of charac ters in plays: Shy-
lock in •The Merchant of Venice." 

2. Names of newspapers or periodicals: 
Tn DAILY [LLINI, The New Republic. 

•'!. Names of vessels, cattle, dogs and 
lutomobiles. 

4. Nicknames: Pop Wilce. 
[ml in t quotation: He said that he 

was hurt. 

FIGURES 
USE F I G U R E S FOR: 

1. Km,,i ,s of loo or over except in the 
of approximate numb rs. as "about one 

l l n , l , m „ spoil out all numbers un­
der- lOi _ . . 

2 Numb - und r LOO when used in close 
C( ,m ii,,n vvit.li numbers over 100: 133 
m< ti ;i (Ml 17 women. 

16 
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H u f t h , « ] 
s m .in.' 

•I. B «»i tli u o n t h , | j g 

l L917, D< i 
A I . " Old l .linn ie 
All lm isi ! (le 0 ] 

t< i»rai ir . i ent dates, > imes 
in 3 feet 1 :K. i 

•j pe nt. etc. 
7. All mis i i' mon< y (wi $ or 
ntfl $] $6.25, 65 of 

8 Stii f and i >om numbei f!l E 
\reeu St. (no! > . or 61 1 e< a St.) 

: 8 N a t u r a l Hist ry Mall i not Room :'J8 
. t u r a l Hist ; H a l l ) . 

Co not begin a sentence w i t h a figure 
supply a word or spel l out. 

ABBREVIATIONS 
A B B R E V I A T E : 

1 The following t i t les and DO other-
when they precede a n a m e : Rev., Dr.. Mr. 
.Mr.- . M., Mmi Prof, and mili tary titles 
ex • pi s e rgean t , corpora l and chaplain. 
Sever wr i te Pres . Wilson, \ -Pres, Mar-
hall, Secy. Baker, Sen. Chanihc rlain, etc. 

or 
2. Names of States, ' veept when they to! 

low Dames of cities: Champaign, ill. (hut 
n ^ v c r "a (it izen o£ P I . " ) . 

• > Nlimher" before figures: Nfo, lv 

1. Karnes of moiil hs . opt Ma . June 
and July. 

f>. Saint and Mount in proper n a m e s : 
Ft. Sheridan, St. Louis, 

<i. The word "company" when it ha i 
r< .r.ni/ed abbreviation; Jos, Kuhn «fc ( y 

DO NOT A B B R E V I A T E : 
I 

P I u'lw.iy when t h e n a m e i spe lh 1 
out 

M; 
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2 Christian names «is William, Charles 
Thomas. John. 

3. The titles congressman, senator, r p 
I 

\ 

resentative, president, treasurer, either 
preceding" or following a name. 

4 Years ('98 for 1808) except in refer­
ring to college classes, etc 

5. Xm 
j 6. Percent; 15 percent (not 15%). 

7. Cents: 65 cents (not 65 cts. or 65c). 
I ^ 8. The days of the week. 

9. The words United States unless use ! 
as part of a title. 

DATES AND DATE LINES 
1. In dates, write Jan. 12, 1918 (not the 

12th of January, 12 January, January twelfth 
or the twelfth of January). 

2. Punctuate date lines thus: URBANA, 
111., Feb. 10—Fire destroyed, etc. Omit the 
state after names of prominent cities and 
cities within the state. Abbreviate months, 

8 omit year and d, st, th. Begin the story 
immediately after dash on the same line. 

ADDRESSES 
1. Write addresses thus: Frank D. 

Miles, 1029 E. Halstead St.; F. R. Richards. 
Winnetka, 111. 

2. Omit "at" and "of" before addresses. 
3. Spell out numbered streets up to 

]00th. 

TITLES 
1 Always give initials or first names of 

persons the first time they appear in the 
storv 

2. Never use Mr. with the initials or 
17 



hi i name Mr. \\ tird i n i Mr J »hn H 
w ml 

GlV< th first n a m e unmarr ied 
w iDien, n I in i t i a l s <>nl\ Miss Mary I 
ii;iw kins ot \i Iss M. i: Ha >\ kins I 

i. Al\\ a\ a use ihe i it le Mrs. b< >re a 
married woman's nann 

.. Suppl ) ; h e " before Ke . . BUppl I r. 
If fi; at name Is omit ted i pf in the case 
of student at the in i Bit) the l 
R Mel Donald, or the l i Vlr M •' >o tald 
not R< i s. R, McDonald, th i; . McDon-

lid or Rev, McDonald ) . 
(i. W r i t e Mr. and Mrs. .1 hn 11 Ro U 

f< Her (not John l). I >ck< feller and w i >. 
7. W r i t e Prof, B. II. B( and M 

\\< i ( not Mr, and Mrs. Prof. B M Hod 01 
Prof, and Mrs. B, II Bode) . 

8. Give the title professor 1I3 I m m 
i rs of th faculty of prof al rank 
gh 1 he man his 1 orrect title; d< i*1 yj\ -

Avoid long tit 1< su h as Sni rinten 
d nt of Public Instruction Blair, 

I" Never use the tith *li 1 ibl >r 
Hon 

Never guess nt a t i t l e ; look it up be ac­
cura te . 



ATHLETIC SUMMARIES 
Use following forms in reporting sum­

maries of athletic events: 

TRACK. 

100 yard dash: Ward, Chicago, first; 
Knight, Chicago, second; Hammitt, Illinois, 
third. Time: 9 4-5. 

Shot Put: Des Jardien, Chicago, first; 
Schobinger, Illinois, second; Currier, Illi­
nois, third. Distance: 41 feet, 3 inches. 

Half-mile run: Campbell, Chicago, first; 
Stegeman, Chicago, second; Stout, Chica­
go, third. Time: 1:55 2-5. 

FOOTBALL. 
Lineup. 

Northwestern 
le Strader 
It Krai 
lg Bartz 

BASKETBALL. 
Lineup. 

Illinois (20) Indiana (4) 
Williford, Alwood rf Porter, Prenzel 
Ralf Woods If Maxwell, Nafe 

BASEBALL. 
ILLINOIS R H A PO E 
Arbuckle cf. 0 2 0 0 0 
Kn-bH 3b. 1 1 3 2 0 

11) 

Illinois 
Derby, Squier 
Petty, Madsen 
Chapman 
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