Write Right
(Guidélines, Rules, and Hintsfor Beginning Writers)

Basic Skills (What you should have learned in school.)
1. A working knowledge of the English L anguage.
A. If you can speak it correctly, you can probably writeit correctly.
B. Conversational English differsfrom written English.
2. The mechanics of writing - Sentences, Par agraphs, Capitalization, and
punctuation.
A. Sentences
a. A completethought containing a subject (noun) and a
predicate (verb).
b. Avoid run on sentences. Dividethem into smaller
sentences.
B. Paragraphs
a. A collection of sentences discussing one topic.
b. Avoid oneor two sentence paragraphs.
c. Avoid run-on paragraphsthat contain too many topics.
C. Capitalization and Punctuation.
a. Consult adictionary or a high school English guide.

. Language, Words, and Phrases
1. Usecommon words and phrases
A. Remember your readers- writeto be under stood.
2. Avoid slang and vulgar terms
3. Avoid "cute" termsand phrases
A. Don't see how many different namesyou can think of for a person,
place, thing.
B. Don't refer to people, places, or things with archaic or worn
expressions.

4. Avoid repetitive phrases.



A. Don't repeat the same words over and over.
a. "Andthenl..." "Arriving at thenext set ..." "For the
next step.”
B. Don't open each paragraph with the sameword or phrase.
5. Avoid repeat words, especially within the same sentence.
A. "Thefox jJumped up, and we followed the fox to where the fox
went in the brush.”
6. Avoid writingin the futuretense.
A. "l placeatrap inthebed.” Not "I will placeatrap in the bed."

Your Story
1. Choose atopicyou arefamiliar with.
A. Research your information - don't guess.
B. Narrow the focus of your topic.
a. Don't betoo general - don't pick atopic better covered in a
book.
1. "Howto Trap Mink" would betoo broad.
2. Narrow thefocus: Trapping Mink with Bodygrips, Bait
for Mink, Blind Setsfor Mink.
2 Assembleyour thoughtsin logical groupsand order.
A. Start at the beginning.
B. Build your story asyou would build a house.
C. Cover each element thoroughly in one or more paragraphs.
a. Don't scatter information.
b. Don't mix elements among different partsof the story.
3. Makearough outline.
A. List thevarious elementsthat will make up your story.
4. Writearough draft.
A. Don't taketimeto correct mistakes, just get your thoughts.
5. Write a specific beginning and ending par agraph.
A. Thebeginning paragraph introducesthe reader to your topic.



a. Letthereader know what you will be writing about.
b. The" Three Sentence Rul€" - catch thereader's attention
as quickly as possible. Hopefully in thefirst three sentences
B. Theending paragraph tellsthe reader that you are finished.
a. Don't leavethereader hangingin mid air.
b. Review the main pointsor features of your story.
c. Usethelast sentenceto" closethedoor" .
6. Correct and make additionsto or deletionsin therough draft.
7. Writeafinal draft.

Tools- Usethe best that are available to you.
1. Pen and paper - the basic necessity.
A. Readily available and easy to use.
B. Useblueor black ink -noredsor greens
C. Lined paper isokay.
a. Useagood quality paper - no" 3 Ring Notebook" paper
1. don't use non-standard sizes. No 'steno" padsand no
14" legal pads.
2. Computerswith word processors.
A. A better choicefor seriousauthors.
B. Extreme versatility in editing and changing text.
a. Eliminatesthe need for rewriting or retyping text.
b. Built in spelling checkers.
C. Print pageswith the push of a button.
D. Save your story in “electronic” format. Submit it on a disk, or

send it via email.

Photos - They enhance the value of a manuscript.
1. Subject Matter.
A. Use photos that pertain to your story.

a. Don't send muskrat photos with a mink story.



B. Photosthat show people engaged in a task arethe best.

a.

"Meand My Catch" photos are marginally interesting, but
may be better than none.

"Animal in aTrap" photos are a dime a dozen and hold
very littleinterest for areader.

Get someone to assist you in taking photos. Get in the
picture yourself, or have your helper pose for the picture.
(Make sureyou or your helper are properly attired and
your scenes are natural.)

2. Don't submit poor quality photos.

A. Photosout of focusor taken in bad light areno good. Thereis

nothing a publisher can do to improve them.

B. Choose your photosfrom an " outsiders' point of view.

a.

b.

Don't fool yoursdlf into thinking a photo is good just
because you likeit or it brings back fond memories.

Ask yourself what a stranger who knew nothing about you
or your traplinewould think about the picture.

3. Paper print photos.

A. Writeyour captionson a separate sheet of paper.

a
b.
C.

One half of an 81/2 X 11" sheet isgood.
Do not write the caption on the back of the photo.
Carefully write your name and address on the back of the
photos.
Note the following:
1. Pressing too hard with a ball point pen can damage
the photo
2. Felt tip pens can bleed off on the face of an
underlying photo if the photos ar e stacked together .
Makesuretheink isdry.
Tape one edge of the caption sheet to the back of the photo
and fold the sheet over the protect the front of the photo.



B. Writea caption for the photo. Describe the person, place, and/or
activity that the photo depicts.
C. Protect photos and manuscripts shipped with photos.
a. Encasethe manuscript, or at least the photos, in stiff
cardboard.
4. Digital Photos
A. May be submitted on disk or by email.
B. Captionsshould be provided
VI Editors
1. Theeditor makesthe ultimate decision on publication of your
manuscript.
A. An editor'sprimary responsibility isto thereadersnot to the
writers.
2. Itisagood policy to write an editor before you send a manuscript.
A. Someeditorsprefer a" query” letter in which you gives a brief
summary of your manuscript.
B. Othersmay ask you to just send the finished manuscript for
examination.
C. Alwaysenclose a self-addressed stamped envelopeif you are
requesting areply from an editor.
3. Don't call editors.
A. Editorsordinarily do not havetime to chit-chat with writers.
B. Editorsare adept at written communications and usually prefer to
conduct businessin that manner.
4. Editorsare professional aswell ashuman.
A. Your story will bejudged primarily on content, originality, and
execution.
B. Your story will also be judged on how your package looks and
how you present your self.
a. Neatness and appear ance count.

b. Don't make demands or suggestionsto an editor.



1. Don't suggest that thisisa good article for the next
issue or you would like to see this published in the next
issue. Let the editor decide on itsquality and when it
will be published.

2. Giveyour credentials but don't brag.

5. If you expect areply on your manuscript, enclose a self-addr essed
stamped envelope. If you want your packagereturned in caseit isnot
used be sureto state thisin your cover letter and include sufficient
postage.

6. Don't takeissue with an editor.

A. If an editor asksyou to change or rewrite your manuscript you
have two options- do or don't.
a. Itispointlessto arguethat your manuscript should be
accepted asis.
b. If your manuscript isrejected, an editor will usually give
you an explanation.
c. Arguing with an editor will probably jeopardize your

chancesfor future acceptance.



