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1  Publications Writing 

The Tatanka Writer’s Manual 
Live by this guide. 

 
Journalistic Style 

 
1. Language must be clear, simple and concise 

• Make meanings clear, eliminate confusion and wordiness. 
2. Short words, sentences and paragraphs 

• Easier to read 
• Harder to write 
• Simple declarative sentences, rather than complex, helps 

reader digest information. 
3. Avoid slang and jargon 

• Use plain, concise language 
4. Avoid redundancy 

• “This year” and “BHS” aren’t necessary 
5. Avoid clichés (overused figures of speech) 
6. Don’t be afraid to repeat a word if necessary 

• Repeating a correct word is much better than using an inappropriate synonym 
7. BE OBJECTIVE 

• Avoid words or phrases that contain judgment or opinion. 
8. BE SPECIFIC WITH INFORMATION. 

• Avoid “many”, “some”, “a few”, “a lot” – give specific numbers and facts. 
 

Writing Rules and Reminders 
1. Yearbook copy is always written in past tense. 
2. Remain OBJECTIVE. Don’t use “we, our, us, my, I”, etc. 

Try to pretend that you are an alien observing a strange 
school and reporting on what THEY do here. 

3. Don’t EDITORIALIZE. No cheering for the home team, 
declaring how great (or horrible) something is, or 
advocating personal causes. Your opinion can not be 
included. Opinions should only be included in quotes with 
proper attribution. 

4. Don’t refer to the interview process. 
Instead of: When I polled 100 students, the majority supported th e  
rule. 
Try: Of 100 students polled, the majority supported the rule. 

5. Be a clear and concise as possible. Edit your story to get out all the extra “junk” 
and use the most action-packed verbs and the most specific, concrete nouns you 
can find. Always avoid fluffy, general adjectives that say nothing (for example: 
cool, great, awesome, terrible, big, little, etc.) 
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Style Reminders 
1. Write out all numbers below ten; all others use numerals.  
 
2. Use “said” for attribution. You don’t need anything else. 

 
3. Do NOT use Mr., Mrs., or Ms. to refer to teachers. 
 
4. On first reference, use title, first name, last name. 

Senior Bip Smith 
Science Teacher Bill Nye 

On later references, use last name only. 
 

5. Each quote should have its own paragraph. 
 

Watch Out For These! 
 

1. OPINION 
You need to keep yourself and your opinions, biases and prejudices out of the 
story. You can’t call for action on something, can’t say whether it’s good or bad. 
Your job is to simply report, which means to observe and describe, the situation 
and what OTHER people think about it. 
 
Examples that are NOT acceptable: 

This is one thing we need to see… 
Something that would be good… 

Don’t forget 
You, my, I, our, us, we 

You are a neutral, outside observer! 
 

2. LACK OF SUPPORT OR ATTRIBUTION 
This problem arises when you fail to give credit for some information you use. 
Because you don’t say where it came from or how you know this, you look like 
you made it up (and maybe you did). 
 

3. QUOTING INTERVIEWS OR SURVEY RESULTS 
Don’t refer to the fact that you handed out a survey or asked interview questions. 
Simply refer to the process. That’s what is most important, anyway. 
 
Examples to AVOID: 

Students were given a survey how they felt about this issue. 
Instead: Of 200 students surveyed, 150 said they liked SSR better 
last year. 
 
When asked if they had seen any changes, the students said they haven’t. 
Instead: Students said they have seen few changes since the policy 
began. 
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4. TRANSITIONS 
These should be used to tie paragraphs and ideas together so they read 
smoothly. Don’t forget that each direct quote should be offset by a paragraph of 
its own. Also, you need to start a new paragraph every time you switch thoughts. 
Short sentences, short paragraphs. 
Remember that. 
 

5. “BE” VERBS AND THEIR HENCHMEN:  
am, is, are, was, were, be, being, been - have, has, and had 

 Be verbs and their auxiliaries are what is known as “passive voice”. You should 
eliminate all of these words from your yearbook writing (and try to limit them in all 
other forms of writing. Instead, use an active verb. Instead of just describing 
something, use action to spice up your writing. 
 
Examples to AVOID: 

The team was in first place for the whole season. 
Instead: The team held in first place for the entire season. 
 
The teams were judged in three categories. 
Instead: Judges critiqued the teams in three categories. 
 

Just a Reminder… 
When entering copy onto your spread, keep the following rules in mind. 

 
• Capitalize titles and positions: ex. Senior, Assistant 

Principal 
• You may give the title of a group of people: ex. Seniors 

Stag Patrick, Bip Smith, and Jay Comstock. 
• All names in your body copy are bolded, but titles are not. 
• Double check the spelling of names against the master 

lists on Google Docs through bhs.cc. There are very few 
things worse than having your name misspelled. 

• Every photo needs a caption. 
• When typing captions, names are NOT bolded but ARE indexed. 
• The “Photo by” at the end of you caption is italicized and has no punctuation. 
• Ask someone if you are unsure about how to type something. That’s what the 

editors and Mr. McCallum are here for. 
• Numbers nine and under are spelled out; ten and over are in numeral form. 

Percentages are spelled out. 
• Pay attention to the style of type and the rules that are specific to your 

section. Some copy blocks may be written entirely in lowercase letters, while 
some may be all capitalized. Each section has a different style that these 
details enhance. 

 
 
 



The Tatanka Writer’s Manual 

 

 
4  Publications Writing 

Group Idents Example 
How it looks: 
TATANKA  Front Row: Davis Ackmann, Tyler Schmidt, Mariah Laqua, Kayla Ronnie, Kendra 
Kane  Second Row:  Mitch Mills, Grace Ruzicka, Kelsey Bergman, Kayla Christoffersen  Third 
Row:  Ingrid Leask, Anna Frenette, Logan WalshBack Row:  Emily Carlson, Samantha Lefebvre, 
Adviser Ryan McCallum, Kaylynn Annis  Photo by Lunderby’s 
 
Specs: 

• Group name: ALL CAPS AND BOLD 
• Two spaces between group name and row 
• Two spaces between row and people’s names 
• Two spaces between the last name in a row and the next row 
• Two spaces between the last name in the list and the Photo by 
• Rows: first letters capitalized, include colon, all italicized 
• Use “Front Row:” and “Back Row:” instead of First Row and Last Row 
• No periods! (because, guess what? There aren’t any sentences!) 
• Photo by is italicized 

 
Index all names (except for “Photo by”) and DOUBLE CHECK SPELLING. 
 

Captions 
 

1. Captions should be preceded with a “kicker” (a headline for your caption). The 
rules for the kickers you have are dictated by your section and its editors.  

2. All captions should be two sentences 
• The first sentence is in present tense, describing the action in the picture 
• The second sentence is past tense, describing a broader aspect of the 

activity. 
• The sentences should NOT simply generalize or refer to something that’s 

obvious from the picture. 
• The third sentence is a quote from someone in the picture, effected by the 

actions in the picture, or knowledgeable about the situation in or behind the 
picture. 

3. Names are indexed, but not bolded. 
4. The “Photo by” is italicized, but NOT indexed. 
5. Start only one caption per spread with an “ing verb”. Try not to start any captions 

with an “ing verb” (Ex: Striving to reach his goal, Senior Mark Davis puts his 
pencil to paper and writes). 

6. Don’t start every caption with the name of the people involved. Try to add variety 
to your captions. 

 
How it looks: 
Controlling Traffic 
To avoid St. Michael players, Senior Zachery Christofferson directs a teammate during a throw in. Lead by nine 
seniors, the Bison tied for second in the conference. “The captions are teaching the younger players how to be 
good leaders,” said Senior Nathan Ortmann.  Photo by Sara Hauer 


