COMM201/Intro to Journalism

Writing Basics

Internet - always capitalized

Ages: (use numerals & hyphens)
Correct: An accident injured a 7-year-old child yesterday.
Incorrect: An accident injured a seven-year-old child yesterday.

(type the numerals for other uses of age)
Correct: first climbed Mt. Washington when she was 17.
Incorrect: first climbed Mt. Washington when she was seventeen.


Numbers: (when starting a sentence with a number, always spell it out)
Correct: Fourteen people will get tax refunds because of the new law.
Incorrect: 14 people will get tax refunds because of the new law.

(spell out the word for any number up to and including ten; above that,
use digits)
Correct: Police towed eight cars during the snowstorm.
Incorrect: Police towed 8 cars during the snowstorm.


Correct: Police towed 28 cars during the snowstorm.
Incorrect: Police towed twenty-eight cars during the snowstorm.


Crutch words:
Witnesses have also confirmed that the boy was walking in the street.
I am currently still attending school.
He was always being encouraged to challenge himself.

Quotations: (the quoted material & punctuation both go inside quote marks)

Correct: Taxes will rise “if the Legislature doesn’t pass this budget,” said the Mayor.

Incorrect: Taxes will rise, “if the Legislature doesn’t pass this budget”, said the Mayor.

