Basic Newspaper Self-Editing Questions
1.  Have we made sure that no article has its text above or next to its own 

     headline?  If an article takes up two columns, is the headline stretched 

     over those two columns?
2.  Is every item in a separate text box: headlines, bylines, captions, jumps, 
     articles?

3.  Are our headlines written in sentence form (not titles)?  Are they 
     capitalized just like sentences (NOT every word)? Are they all bolded?  
     Are they in Arial font, no larger than size 24? Are they either left aligned 
     or centered (not justified)?   Are our headlines different sizes in order to 
     be stylistically good?
4.  Are our datelines written correctly: indented three spaces, city/state all 

     caps., date in normal caps.?  Is all the dateline bolded?  Is the dateline 

     actually part of the first sentence?  Is the dateline in the same size font 

     as the text (size 10 Arial)?
5.  Are our articles written correctly: Do we have a proper lead (basic w’s)?  

     Have we begun with the end of the event first and then gone back and 

     explained how it got to that point? Do we have short paragraphs?   Do 

     we have lots of specific details to make the information sound real? 

     Have we expanded and included at least one direct quote?  Is the text all 
     size 10 Arial?
6.  Does every article text box have justified margins?

7.  Do we have several photos or clip art pictures?  Is there at least one per 

     page?

8.  Are our captions done correctly:  written as complete sentences, 
     bolded?  Are all our captions in my newspaper in the same size font 

     (consistently 8, 9, or 10 Arial)?

9.  Are our jumps done correctly:  “See …” is aligned right, “From …” 

     aligned left?  Do I have a headline and the “From …” above the 

     continuation of the article?  (The “See…” and “From …” should be size 

     10 Arial.)

10. Have we filled up two (or more) complete pages?  There is no extra 

      space on any page?
11. Have we made sure that all text is visible?  There are no text boxes with 

      overflow symbols and no boxes are covering another box.
