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v "STYLE MANUAL" FOR THE SPEOIAL, REPORTS BRANCH, FBID

(Note: Our basic reference book on punctuation,
otc, is the Govermment Style Manual., The
following pages are primarily concerned with
‘points that the Government Manual does not
cover; they also deal to some extent with points
in the Governitent Manual which are in practice
often overlooked, )
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F A, BASIC OBJECTIVES

1. Inconepicuousness

Our most general obJective with regard to "style" is to keep our readers from
belng aware of it, The method or mechanics of writing should never distract
§$tention from the subJect-matter, Anything that "stops" the reader even
momentarily, and distracts him from complete concentraticn on the content of the
faterial, is undesirable,

Some illustrations of things that might "stop' the reader: (a) a difficult or
unfamiliar word, vhere a simple one would do Just as well; (b) a colloquial
expression of a sort that is rare in semi-fermal government writing; (c) anything
that anyone--even fussy readers--would comsider ungrammatical; (d) a long or in-
volved sentence that needs to be studied out in order to get ite meaning clearly;
(@) anything that sounds self-consciously grammatical--e,g,, some alternatives to
8.8plit infinitive, such as "Moscow contlnues ¥ehemently to denounce." The most
patural way of saying something (1f it 1s also gramzatical) 1s nearly always the
best. :

2; Simplicity

The need for simplicity is partly & matter of imconspicuocusness of gtyle, partly
a matter of time-saving (our readers are very busy people), and partly a matter

of clarity, Any needless details or any needlegely Involved form of expression

nay detract from the clearness of the main facts Wwe want to put across,

}. Accuracy

The accuracy of the essential facts and generalizations which we present 1g of
course far more importent than any other single obJective, As a group we will be
Judged 1n the long run primarily by our accuracy in "big things," But because
accuracy in big things is so importent, we will be judged partily also by our
accuracy in little things. Carelessness in even such trivial, intrinsically un-
important things as grammar and the spelling of nemes will raige in some readers’
minds the susplcion that we may also be careless or inaccurate in big things, and
on that account it should be scrupulously avoided,

It 1s also worth while to take the time that 1s often necessary in order to figure
out hovw to say exactly what we mean, Misunderstandings (such as occurred in ORE
with regard to what we were saying about Soviet and Satelllite bdroadcasts on
Germany) are always possible when what we have to say is rather cemplicated, and
no pains should be spared in working over our imitial statement of a point in
order to forestall such misunderstandings,

t. Freghnesg and Vaiiety

Our material naturally involves a high degree of repetition from week to week,
(The Soviets would be poor propagandists if they did not continually repeat them-
gselves,) Thls means thet we are in constant danger of boring our readers by '
repetition, Freshness and variety in forme of expression are desirable~-although
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f ‘course they are far less important than inconspicucusness, simplicity, and
‘geuracy; Our job 1s to present facts “plainly and compactly, not to entertain our
'saders; but if, in addition to presenting facts plainly and compactly, we can
-gep our readers keenly interested, so much the better,

=;Eonstant gearch for the precisely acéurate word will in itself guarantee a con-
1derable amsunt of variety.

If Ehrenburg is somevimes trenchant, sometimes
atirical and sometimes ironic, our effort to take into account guch fine
‘i8tinctions will more or less automatically guarantee that we do not bore our
‘gader by using the same word three times., Also, if we are continually alert to
'hat 1e sigaificantly new in the data, we are unlikely to bore owr reader by
‘d¥ing too often "Moscow rohashes the familiar line on such-and-such," If we go
»oyond this and make variety an end in itself, there is a real danger that we will
wrely distract our readers by using an odd expression, or a self-consclously
hetorical one, where a simple and familiar one would do fully as well, Neverthe-
égs, there 1s no harm in having in the backs of our minds the general desirability

uﬂﬁvariety, Other things being equal 1t 1s better to be interesting than to dbe
wll,

h

A7 ' B. STYLE IN GENERAL; WHAT TO AVOID

.+ Too Lorg Sentences

A;@ajor factor in simplicity is shortness of sentences, Any sentence that is more
han, says, three lines long shouid be examined to see whether it can be broken
;. into shorter sentences with no loss of meaning or of smoothness in style.

‘qtice the shortness of Ehrenburg's sentences, and the punch that this gives to
1s style.

ong parenthetical clauses should be avolded in general, since they require the
éader to hold one uncompleted thought in the back of his mind while rayling
?inary attention to another cne, If thought B intervenes between the beginning
£ thought A and the completion of A, and if B 1is at all long or complicated, the
gader may lose track of A, In such a cage, it is usually poussible to make B

ato a separate short sentence, or perhaps to finish A and add B as an independent
lause, separated from A by a gemicolon,

1 general, a gemicolon is nearly equivalent to a period, What matters is that the
3ader should not be given too much to assimilate in one me

ntal effort; a semi-~
dlon separating independent clauses maiks the end of one "meantal effort" almost
3 well as a period does,

16 same reasoning calls for a fairly consistent use of commas between clauses
10t phrases or adverbial expressions). Any clause excopt a restrictive clause
thich congtitutes an integral part of the noun it modifies) represents a more or
88 separate mental effort; and commas help the reader to break up the raterial
ito manageable, easily assimilable units, no one of which calls for unduly
mplicated mental processes during one "mental effort,"

Unfamiliar or Academic Words; "Federalese"

1 addition to shortness of sentences,

the Flesch index of readabllity includes
iortness of words

» Or, more specificaliy, fewness of prefixes and suffixes.
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’@bmplioated compound wards tend to go with abstractness of thought, and abstract-
fiess decreases readability, k :

wh .

T

Ojr readers are considerably above the averde newspaper-readet in intellectual
];ével, and there 1s no need to "talk down" to them in any respect, Also,
gccuracy requires that many of our major generalizations should be qualified in
ways that are sometimes rather complicated., But the very complexity of the
(}‘f@ntent of what we say requires that we should avoid needless complexity in the
mere -form of its presentation, including the choice of words., There 1is also
the danger that @ use of rare or academic-sounding words will strike scme of our
teaders as protentious, Our Sutvey has been rraised for its freedom from -
"gobbledyrook" or "Federalese's-the very commén tehdency in governmenit reports
to confuse official-sounding writing with good writing, It is up to us to
déserve this praise, When a simpler or more familiar word is Just as accurate as
a”longer or less familiar one, it should always be chosen. For inastance:

Federalese Plain English
subsequent to after
i prior to before
¥ termination* end
' initiation beginning
therefrom from it

Any word so unusual that even ten percent of our readers probably would not
recognize it should ordinarily be avoided. For instance: denigrate, excoriate,
a__fiimadversion. If a rare word such as these expresses your meaning more precise=-
ly than & familiar word, use it; but not otherwise,

Tﬁe same avoldance of what sounds academic, stilted or artificial applies to
‘ings other tham word choice. For instance, 1t is all right to end a sentence
'1th a preposition, (See Fowler's "Modern English Usage, ")

'), Flowery Writing

4o don't want our readers to think that we are trying to be "literary" either,
flgures of speech should be used where they really seem to express our meaning
jetter than anything else, but not otherwise,

'Jiétaphors are often useful, but 1f used indiscriminately they may sound as if we

re trying to be literery, Indiscriminate use may also lead to mixing them; for
instance:

& "The 'definite Nazi smell exuding from Western Gerrany' is again catapulted
* into the foreground.,,." (Smells exuds, but they are not catapulted, )

"The theme of unity rings uppermost, vea (_Ringing can be loud or loudest,
but not uppermost, ) :

¢ There are of course some conbexts in which "initiation" would be & more accurate
vord than "beginning," and "termination® a more accurate word than "end," This
tllustrates the point which has Just been made: a gimpler word should be preferred
anly at those points where 1t is "Jjust as accurate ss a longer or less familiar
)ne. " . . .
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There are also soms words which, though Be¥rettly intelligible, have an archaic
or bookish flavor which makes them not shited for frequent use in our kind of

writing, For instence: leuds, decries, to wit, chides, emongst, albeit, erst-
while. :

k. Conspicuous Colloduialisms

Some words and phrases which seem natural in informel conversation do not seem
natural in businesslike writing; in view of the general principle of inconspicuov
pess, they should therefore be avoided. For instence: "Moscow really goes to
town on the subject of..."; “the editorial laends on certain coal pits in the
Kuzbas for not having fulfilled their targets.” "Did not" is better than "didn't
{'a quotation" is better than "a quote." Other exemples: quite some, pretty much,
phony, goings-on, not a bit, quite & bit, up to snuff.

§} 'Cablggg

Another specialized style that is conspicuous and should usually be avoided 18 11

gondensed, telegraphic style of newspaper headlines. In our headlines compact-
ﬁess should be considered, but not at the cost of a reasonably natural wording.

"Aim of Secret Meeting To Destroy Communism" (Insert the word "Is" after
"Meeting," There 1s room enough for it. On the other hend, articles
can usuelly be omitted in headlines. For instance, in the above headline
1t is all right to sey "eim" instead of "the aim.")

In the body of our writing, where compactness 1s not as importent aes inconsplc-
uousness of style, we should not omit articles where they would be natursl in
ordinary speeking. There is no need to adopt the clipped TIME-magazine style
in this respect. We can say "the well~known commentator Elmer Davis" instead
of "well-known commentator Elmer Davis,"

C. WORDING

1. Natural Word-Groups

A verb and its object usually form a natural thought-unit which 1s destroyed
wvhen there are several intermediate words., F¥or instance:

"The British ceme back in 1945 only to make, with the help of the Americans,
Greece economically and politically dependent on foreign imperialists."
(Some awkwardness is unavoidable here, but i1t could be minimized., The
natural thought-unit is "to meke Greece dependent"; the word "make" has

no real meaning until it 1s completed by the words "Greecs' end "Gependent."
It can be brought nearer to these words by meking the sentence read as
follows: "The British came back in 1945 only--with the help of the

Americans--to make Greece economlcally and politically dependent on foreign
imperialiste.") :
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Similarly, there are many other natural word-combinations, the completion of
which cannot be delaysd too long without making the whole construction awkward.
For instance, the article "the" should not be separated from the noun which it
modifies by too many intermediaste words.
"The to-be-announced but not yet definitely settled upon date of the
Congress will be some time in March." (Here there asre nine words between
"the" and "date." The intervening words can nearly always be made into a
subordinate clause following the noun: "The date of the Congress, which
is to be announced but has not yet been definitely settled upon, will be
some timeé in March,")

"Propagande plans are discussed to use the occasion to mobilize opinion..."
(The natural unit here 1s "plans to use.” It would be better to eay
"There 1s discussion of plans to use...")

qther Instances in which & natural word-group has had its completion postponed
by a needlessly large number of intervening words: :

“Moscow gets finally around to discussing...." (The natural word group is
"gets around to." Change to "Moscow finelly gets around to discussing.”)

"Americen companies have also control of..." (Change to "also have control
ofy..")

"Praise 1s heard of the increese in cattle-breeding..." (Change to "there
is praise of...")

"The Saar question comes also in for attack," (Change to "The Saar gquestion
also comes in for attack.") . :

2. When to Use "‘I‘hé"'

the U,S. _ PRAVDA

the U.N. IZVESTIA
the USSR TRUD
the NEW YORK TIMES L'BUMANITE
tlie WASHINGT'CN POST TAND OG FOLK
the NEW YORK DAILY COMPASS SOZIALDEMOKRAT
: ’ NEUES DESCHLAND
the LITERARY GAZETTE NEW TIMES
CULTURE A DD Iiem:
the Netherlands ‘ RED STAR
the Ukraine
the Vietnem Republic : Vietnam
the U.S, economy ECOSOC
the French economy UNESCO
_ OEEC

Declassified and Approved For Release 2013/12/11 : CIA-RDP82-00177R000300460001-5



' Declassified and Approved For Release 2013/12/11 : CIA-RDP82-00177R000300460001-5

the WFTU Comlsco
4 the WFDY Radio Moscow
‘4 the Cominform
] the Moscow radio
The sole criterion here is Inconspicuousness; we should follow common usage at
g1l points, and if usage changes we should change with it. The question 18 too ur
important to warrent the application of any other criterion that might conflict
with usage. : _
Qhen in doubt about usage, howe%er, we can often apply one criterion which
isage hes sanctioned: the word "the" 1g usually used before an adjective which
18 followed by @ noun, Terms like the United States, the United Netions, the
World Federation of Trade Unions, the Vietnam Republic, and the NEW YORK TIMES
Have this structure. The meaning 18 restrictive: there is more than one
Eépublic, but we are now talking about the Vietnam Republic; there is more than
ope TIMES, but we ere now talking about the NEW YORK TIMES. This generalization
also Justifies "the U.S," and "the WFIU," since they are abbreviations of longer
terms to which the generalization applies directly. Tt elso Justifies "the
LITERARY GAZETTE"; there 1s more than one gazette, but we are now talking about
the LITERARY GAZETTE, NEW TIMES is a borderline case; usage probably favors
opitting the article in this case, and there 1s some loglc in 1t, since it is
et 8 new version of an earlier TIMES magezine; it 1s simply the title of a
magazine, as CULTURE AND LIFE is, (The Russeian title gives us no help on this
péint, since the Russian language contains no articles, even where a good
English translation clearly calls for them, )

"Bublications with forelgn titles which are unintelligible to the ordinary reader
should not be preceded by "the." For instance, we can say "BERLINER ZEITUNG,"
and not "the BERLINER ZEITUNG," even though this might seem analogous with "the
NEW YORK TIMES." ' '

D. GRAMMAR

1.  Number

Be careful that the number of a verb agrees with the number»of 1ts actual subject.
and not with some words which intervene between 1t and the subject.

"This week the brunt of Moscow's attacks are borne.,." (Change "are" to
"is." The subject 1s "brunt," not "attacks.")

"The number of mass disturbancés and Incidents ave incremsing. ™ (Change
- "are" to "is." The subject 1s "number, " not "incidsnus, ")

ik ' '
?ﬁe word "date" is properly plural: "the data are extensive," not "ths data is
ektensive." But many readers who are used to "data 1s" would be stopped by -

"data are." The only way to avoid this dilemma is to use enother word such ag
"facts" or 'evidence, " :
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é. Tenses

Use present tense ordinarily, for anything brosdcast during the week which is
peing covered; “"Moscow says," not "Moscow Baid." Use past tense where an
garlier broadcast 1is contrasted with & later one; "On 3 January Moscow said...,
gut 8 6 January commentary says..."

§. Split infinitives

Some readers sre stopped by any split infinitive; they would never be caught
daying "to needlessly avoid." On the other hend many other readers would feel
that "needtesdly to avosd gourdg ertificial and over-grammatical, Sometimes

this dilemmd can be avoided by putting the adverd after the verb: 'to fight
gouragéously" instead of either "to courageously fight" or "courageously to
fight." And sometimes 1t can be avoided only by recasting the whole sentence:

"a needless avoidance of..,", or "a courageous battle." 1In any case, try to
%&oid both split infinitives and any unnaturasl alternative to a split infinitive.

¢

k. Dengling Perticiples

A\participle like "accusing" makes the reader start watching for the name of
ﬁhe person who does the sccusing; i1f he doesn't find it he 18 likely to be
momentarily perplexed. For instance:

"Accusing the imperialiste of allotting to Africa the role of spring-board
in thelr aggressive plans sgainst the Soviet Union, Britain and America
are denounced for terrorizing end oppressing the native population,"

(Here the writer apparently started off intending to use the word "Moscow™
as the main subject of the gentence, but forgot about this and put the
main part of the sentence in the passive voice--"are denounced "--without
saying either who does the accusing or who does the denouncing. If the
sentence is taken literally it means, of course, that Britain and America
did the accusing.) '

E, COMMAS

1. Separating Natural Thdught-Uhits.

As indicated above, one major reason for cormas is the game as the resson for
shortening sentences~-~to bresk up the material into natural units, each of which
is short enough to be easily asaimilated. For Instance:

"The Free Greece radlo, on the other hand, broadcasts a vitriolic attack
on the care-taker Government declaring that 1t consists of 'smugglers,
generals, and monarcho-fascist digniteries.,.the darkest countensnces of
the monarcho-fascist world,,.with the Prime Minister,the well-known

,  collaborator Theotokis.'" (Tnsert a comma after "Government,"” Here the

% comma 1g desireble in order to glve the resder & chance to catch his mental

#'  breath before the new long thought which beging with the word "declaring";

- and 1t is desirable also to prevent confusion, Without it, the reader may
at first think thet the word "declaring" goes with "Government" and that
the Government has been declsring something, ) ' :
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By the same tokén, however, 1% 18 ustialiy not necessary to use commas to set off
smaller thought-unitd; Buch as phrases or adverbisl expressions., This is a
matter on which wide légitimate differences of preference exist, but probably

a majority of contemporary writers would ugually omit commes around expressions
such as "this week," "in this comnection,™ and "in the first place, "

?- N@ﬁ%Réstrictive Clauses

Some: things about commas are a matter of personal prefersiice: whether to use.
one between two clbuses connected by "and;" or whether to lise ther eround such
gn expression as "this week," On, the obher hend, one thing which 1s very often
everlooked 1s not & matter of prefeferss But a matter of definite right and
yrong: the use of & comma to set off a non-restrictive clause. Tt 18 incorrect
to omit the comma in this case--according to the Government Style Manual and
QVery'other authority we have consulted, Yst this continues to be by far the
Host frequent technical mistake in the work of the Special Reports Branch., It
is urged, therefore, thet all analysts make sure they understend the distinction
and consistently try to observe 1t.

The basic rule is: always use a comma to sebt off a non-restrictive clause. A
non-restrictive clause 1s one that does not restrict the scope of the noun that
s modified, but merely adds a new comment sbout 1%, Take the sentence "There
é?e the inevitable comparisons with capitalism where 'millions are doomed to
penury and hunger.'"™ In this case the word "where" introduces a non-restrictive
dlause, It adds & new comment sbout capitalism without restricting the scope

of the noun, capitalliem, that is being discussed. Therefore there should be a
comma aefter "capitalism,"

. Acoroldery of the basic rule is: always use a comma between a gingular proper
neme and the clause that follows it, This 1s true because a clause following
a:8ingular proper neme 18 always a non-restrictive clesuss, For instance: 'The
evidence priesented to Congress is lgnored by Moscow which tends to confine its
references to..." Here there should be & comma after "Moscow," which 18 &
ginguler proper name.

3., Not Between Subject and Verb

There should be no comma between the subJect of the sentence asnd 1its verb, even
when the subject contains several worde: '

"But what really came of these pseudo-elections, weas the gratifying
realization thet..." (Take out comma aftej "pseudo-elections.")

"That the American imperialists mean war, 18 brought out even more
explicitly..." (Take out comma after "war",)

"The recent emendment which passed the House of Representativea to suépend
aid to Britain until Irelend is unified, is picked up by Moscow." (Take
out comma after "unified.™)

Of course this does not apply when parenthetical or non-restrictive material,
set off by two commas, Intervenes between subject and verb,
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Fi OTHER QUESTIONS OF PUNCTUATION

1.  Qiotation Merks

'gince quotation merks (1ike commas) attract & certein amount of attention each
time they are used, they become a mere distraction if they ere used needlessly.
This problem 18 a recurring one in our materlal, since we are continually
passing back and forth from quoted material to our own wording. The general
rule 18 that everything which 1s actually quoted from the text of a glven
Week's Soviet brosdcasts should be put in quotes, (Material from summaries
ghould never be put in quotes.) On the other hand:

N 8. Continually recurring'words or phrases such as "reactionary" end
fdemocratic” do not need to be Pt in quotes when they ere used in a paraphrase

E? us:

"According to Moscow, the 'democratic! forces in Greece are continuing
their 'struggle' against the 'monercho-fascists.'" (Eliminate quotes
eround 'democretic,' 'struggle;' and 'monarcho-fascists. ') '

This applies especlally to the main heads in the table of contents, Familiar

Soviet terminology does not need to be put in quotetion warks, if the wording

of the heading as & whole shows that we are paraphrasing a Soviet theme. For
fnstance:

; "U.S. Affairs: The 'Advancing Crisist'; Bhrenburg's 'Americen Supermani
L veesl 1" (Eliminate quotes around "Advencing Crisis," since 1t ig &
familiar thought and the choice of words 18 of no specisl interest;
leave them around "American Supermen," since it is not familiar snd
there 1s some point in meking it clear that these were Ehrenburg's
exact worda.) _
b. Quotation marks generelly should not be used around s word merely be-~
ceuse 1t 18 a colloguialism or because we want to disclaim responsibility for 1ts
accuracy, For instance: '

"Comment on the Coplon-Gubichev trisl appears only in the form of
'factual' news reports," (This might create momentary doubt as to
-f% whether the Soviet radio 1tself had used the word "factual"--since
-_’ our quotetion marke nearly always do imply that we are quoting the
;:i Soviet redio, In this case we do not want to dignify the colored news
; item by calling 1t "factusl" ourselves; it would be better, then,
! 8imply to call them "news reports" or "TASS reports.")
. C. After the source of a glven quotation has once been identified, 1t is
unhecessary and undesireble to break into it with expressions such as "he says,"
or: "he continues." : -

&

T8
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2. Quotes in Reletiqh;ﬁQ?Cbmmaé¢§£é;; ’

élways place the quote (single or dbﬁﬁiég.éﬁfsidé the comma or period:
4 The dovérﬁmeat will be formed of "extreme reactionary elements "
In presenting his five "demands,” he laid down the official Seviet iine.

(This 1snit logical, but 1t seems to be the gstickally accepted Hssge in the
NEW YORK TIMES, the WASHINGTON POST, etc.)
bn the other hand, juoted should be ineide s semicolon:

The step is described as dsplitting Germany"; no other comment is made.

A

%. Parentheses and Dashes

Long parenthetical parts of a sentence, especially if they have commas within
them, sometimes need to be clearly seen as units, and in such cases separating
Yhem from the rest of the sentence by commes mey not be enough. Dashes or
ﬁarantheses can then be resorted to; they are more conspicuous then commas, and
clearly set off, from everything else, the words thet lle between them. Dashes
gre particulerly conspicuous; they do not, like parentheses, more or less imply
that what 1s enclosed 18 of minor importance.

ﬁﬁt, by the seme token, neither dashes nor parentheses should be used needlessly.
Ror instance: :

"One (anonymous) commentator esserts..." (Remove pearentheses and don't
insert commas; the word "anonymous" isn't separate enough or importent
enough to be worth stopping the reader at all,)

"Another broadcast--to Rumenian listeners--brings in the idea of..."

(If there 18 a reason to think that there was special significance in
broadcasting i1t to Rumanian listeners and not to others, this reeson

should be mede explicit or suggested in some way., If not, the whole

phrase should probebly be omitted,)

L. Hyphens

Where two words function together as if they were a single edjective, they
ghould be linked by a hyphen; this eide the reeder by giving a cue as to the
natural grouping. For instance: right-wing Socialists, the West-German
population, the so-called democracy of the West. The hyphen is apparently
obligatory, or almost obligetory, in cases where the second word 1s a noun: a
three-line report, mass-destruction methods, the post-war Five-Year Plan. As
ép exercise, use your own Judgment as to which of the following expressions

do not cell for inserting a hyphen:
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An Albenian lenguege broadédat Strike breaking organization
The two camp concept A follow up of last week's charge
The poverty stricken Egyptiena Long term trade agreement
Coal production plan ' The money collecting campaign
Publﬁcly owned industries Modern production methods’
All Union Radio Committee A two feced policy
- Working class organizations Dyed 1in the wool pro-fascists.
g~ Recent specific instances ' Unheard of iniquity
A 400 word erticle Monarcho fascism

There should be & hyphen in the expressions: Albanian-language, two-cemp, poverty
gtricken, dyed-in-the-wool, unheard-~of, etc. The three cases above which

ghould not have a hyphen are "recent specific instances" "modern production
methods," and "publicly owned industries."

éhinese names regularly cell for e hyphen between the second and third words,
with a lower-case letter as the initiael of the third word: Meo Tse-tung, )
@hieng Kai-shek, Chou En-lai, Sun Yat-sen, But this does not apply to Indo-

§h1nese nemes (Ho Chi Minh) or Korean nemes (Kim T1 Sung).
(There are even Chinese exceptions; Aw Boon Ha, Tan Kah Kee,)

Pxpressions like "anti-Wall Street" or "United States-inspired" should be avoided.
The reader's eye 1s likely to be caught first by the incongruous combination
fant1 Wall" or "States-inspired." Wherever two words (such as Wall Street)
normally appeer in combination without a hyphen between them, it is slightly
incongruous to attach one of the words to another word or prefix by means of a
hyphen, and leave the other unattached. But 1t would be Just as bad to say
"anti-Wall-Street," inserting a hyphen where it 1s normally absent, Wherever
possible, the sentence should be recast: "opposed to Wall Street," "inspired

by the United States," etc. :

5. Ellipses
End of Sentence: "The Ruhr concerns all of Gormeny..,."

Beginning of Sentence: ",,.the Conference proposed to support China's labor
unions."

Wgthin Sentence: "The Conference sent a note... asking that steps be taken."
Bétween Sentences: "The lebor situstion in Chine was brought up as a question
i for special discussion. ... The Kuomintang has refused

£ to recognize bona fide labor unions in China.

Eﬁd of, and between Sentences: "The labor situation in China was brought up....

The Kuomintang has refused to recognize bone
fide lebor unions in China."
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g G. 'CAPTTALIZATTON

Y

1, Official Names of Groups

Capitelize the officisl, self-accepted name of any group or movement, 6.8.,
Communism (as a movement), Fascism (in Italy, referring to the Fascist Party).
Do not capitalize a neme that 18 not official (e.g., the "monercho-fascists" in
@reece), or the neme of a politicel system or technique (e.8., communism ag a
ﬁftage)following goclaliem, fagcism as a tendency found in countries other than
Italy).

&

Mgny persons capitalige Soclalism and Communism uniformly, regardless of whethey
t‘gey refer to &8 group or a system, but we have the sanctlion of the Government
Sfyle Manusl for our more consistentand logical usage.

ﬁﬁére are borderline cases of semi-official titles; such as Western Germany

Wgstern Burope, and East vs, West, In these cases we but them up., Other
instances:

i

West-German ~ democracy
West-Buropean imperialism

the Satellites . fascism (in general)
the Satellite sphere monarcho-~fascists’

People's Democracies (note position
of apostrophe)
Western Powers

Nazism : capitalism :
Socialists (Party or group) soclalism (contrasted with
v ' capitalism)
anti-Nazi . commnism (stege following
right-wing Socialists _ . socialism)

Communiem (Party or movement)
Communist

Fascism (in Iﬁaly)

Second World War
the Government (in any specific country)

+ Books and Periodicals

W TIMES, PRAVDA, NEW YORK TIMES, FOR A LASTING PRACE, FCR A PEOPLE'S DEMOCRACY,
tc. Russian names (with the exceptlon of PRAVDA, IZVESTIA, end TRUD) are

peanslated: KRASNAYA ZVEZDA becomes RED STAR, NOVOYE VREMYA becomes NEW TIMES,
ITERATURNAYA GAZETA becomes LITERARY GAZETTE, ete,
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fﬂhsre possible,ithe_parfy~aiignﬁent}9f a newspapet should be mentioned in
parentheses: L'HUMANITE (Comminist); LAND 0G FOLK (Communist), etc. This .
does not apply to the DAILY WORKER of %o R ssian pudblications. But where it

18 relevant identify the professional gﬁoﬁﬁgétéﬁ asgociated with the public-

etion, even if it is Russien,

Eity‘naﬁes which are necessary for identification should also be up: LONDON
TIMES, WASHIKGTON POST, NEW YORK DAILY WORKER,

H. SPELLING

1.  Checking Names &nd Places

i

If you arenit sure of the spelling of any word, especially an unfamilisr place
or person's neme, look 1t up., If it isn't in any book in the office, call

the Technical Informetion Section, If any exceptions to this Procedure occur,
they should certainly not occur in the Summary. The number of readers of the

Sunmary 1s probably much greater than the number of readers of any one article
$n the body of the Survey; it should therefore be absolutely accurate.

The accuracy of the Summary (and of the tsble of contents) takes preécedence

éyer any question of self-consistency. If an error has scmehow occurred in

the body of the Survey and is discovered before the Summary or Table of Contents
18 written, it should be corrected in the latter, even though this means that a
very careful reader may discover that we have been inconsistont.

%ﬂ Russian Names

Here the ohly criterion is Inconspicuoueness (1.e., common Journalistic and
governmental usage), rather than "correctness." Tentatively, the following
gpellings are recommended:

Vishinsky : not Vyshinsky

Andreev " Andreyev

Fadeev " Fadeyev

Leontiev " , Leontev or Leontyev
Sergeeva " Sergeyeva

Beria " : Beriya

Belorugaia " * Byelo-Russia
Politburo " Politbureau

When a Russien name is spelled both with a Ye and with an e, and where you are
1h‘douht about which is commoner, use ¢, In Russien this is pronounced "ye," but
thp Government Style Manual and Library of Congress use e. '

5;3 Abbreviations

Q@it periods after initial letters 1f there are more than two: U.S., U.N., but

USER, AFL, CIO, WFTU, In the case of any abbreviation with which the reeder
may not be familier, the full name should be written out the first time it is
used in a given article, followed by the abbrevietion in perentheses: e.g.,

World Federation of Democratic Youth (WFDY), NEW CHINA NEWS AGENCY (NCNA).
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| I Crrafons

1. Identificstion of Broadcests

Our readers sre ushally riot miich condérned with the precise dats or language
of a given broadcaest, To include these in the body of the text 1s therefore,
&8 & rule, heedlessly time-consuming end distrecting, The longer or more
important quotations (especially those which are indented) should ordinerily
include beam and date (e.g., "in English to North America, 6 January 1950"),
but 1t should be placed at the end, so that the reader who 1s not Interested
%n it can get the habit of skipping 1t and going on immediately to the content
vhich Interests him. Tt is then available 1f for eny reason he 18 interested
in the beam, or wants to compare our version with the version in the Daily
Report, or has some reason to be interested in the precise date of the broad-
cest. .

i

When something is broadcast in several langueges, that fact can be indicated by
stating the number of languages, without listing them.

if the analyst sees any reason why the beam may be of Interest, he should make
explicit his reason for thinking so (end not be content with merely calling
gttention to the beam) in the text of his article,
Ir transmitter 1s Moscow, identify ianguage, (beam, if relevant), end date.

In other words, continues Orlov, "the Americans wished to prevent the

security of the economic bases of the Three-Year Plan," (in Bungarien,
18 August 16k7) :

i

If transmitter is some other statlon than Moscow, identify transmitter, language
(beam, if relevant), end date.

(Khabarovsk, in Russian to the Soviet Far East, 18 August 1947)
Moscow's domestic broadcasts:
. “(Soviet HomeVService, 18 August 1947)
?ASS: | ‘
» (TASS, in English Morse to North America, 18 August 1947)

(TASS, in Russian at Dictation Speed to the Soviet provincial prese,
18 August 1947)

(TASS, - in Russian Hellschrelber, Abroed, 18 August 1947)
2.  Dates ' -
Use military style--e.g., 18 August 1950,

Spell out nemes of months,
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5. 'Referenoes‘to‘Previoue Reports - f

In general, use the following condensed form: (SURVEY, 11 July, A 1-3)

Inclide the year--11 July 1949--only if 1t differs from the current year, or
if the contexi does not mske 1t clear that the current year is implied.

de MISCELIANEOUS

;, Errors in Trenslated Material

It 1s legitimete to correct obvious errors of grammer, etc. in translated
material; they are a needless distraction to the reader, and in all probability
they are the fault of the tranmslator rather than of the original writer. TASS
materlal in English, however, should rerely be tampered with,

2. Authorities on Usage

'a

For the things which i1t covers (usually the simpler points of punctuation, etc. )
we consult the Government Style Manual, On the finer points Fowler's "Modern
English Usage" 1s very useful. If there is any controversy over whether to
accept Fowler, or if there is a point he doesn't cover, our court of final
pppeal 18 common usage in such familiar publicetions as the NEW YORK TIMES, the
WASHINGTON POST, and the publicetions of CIA end the State Department. Since
our chief principle of usage 18 inconspicuousness, we don't want to depart from
what our paiticular group of resders is used to, unless there are particularly
good reagons for doing so.

Of these various publications used as criteris of common usage, our own DAILY
REPORT 18 of course the most important., We should consult with the editor

on all points of difference and try to errive at an agreed policy; in case of
doubt, and 1f they have not yet been consulted, we should conform with their
usage unless there 1s an especially good reason for not doing so.

3. Regponsibilitj of Analyst

It is the analyst's responoibility to meke his copy as nearly perfect as he
reasonably can., Thies ordinarily means rereading i1t once with a concentration

.on technical pointe~-1.,e., with a proofreader's attitude--and st the same

time with an eye to smoothness of style. This may seem like a waste of time,
in view of the fact that editor, typist and proofreader stend between the first
draft of the copy and 1te final pubiication. But 1t saves & lot of the
editor's time (which he thinks 1s valuesble); 1t makes things pleasanter for
both editor and typist; and it proves to the editor that the snalyst is
qualified to fill his shoes in a pinch, (Ideally, every snalyst should be
competent to edit every other analyst's copy if necessary.)

The time-saving advantage 1s especially important in matters of style and
sentence-construction. Putting in commss 1s easy, but chenging the whole
conatruction of a gentence 1s hard, and an editor always hates to do it,
especially 1f he is in e hurry, and especlally if he knows the analyst 15
sensitive about changes in his copy. Both time and emotional wear-snd-tear
are saved 1f the anelyst makes 1t umnecessary for the editor to recast his
sentences or reorgenize his paragraphs,

’
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}. Responsibility of Editor

:It iz the editor's job to make the copy Just as neerly perfect as he can, within
limite of common sense in terms of time-expenditure and the danger of irritating
the analyst by chenging his copy needlesaly, Where an alternative way of saying
gomething seems only elightly better, the wise editor will save his own time
{and the feelings of the analyst, and the time that might later be lost in
gérgaing the point) by letting the copy stay as 1t i1s. But wherever something
8eems definitely incorrect, or wherever he thinks an elternative way of putting

it would be decidedly better, 1t is his rqpﬁonsibility to change 1%,

Anything which involves changing the meaning of the copy, or making clear a

point which wes initially ambiguous, should go back to the anaelyst for his
approval before 1t 1s typed. If the anaslyst wishes, he can also have the
ﬁrivilege of seeing all of hie copy before it is typed, so that he can challenge
the editor's Judgment on smaller points, But--especially if a deadline is near--
the wise analyst will try to save his own and the editor's time by letting
iittle disagreements go. And even if he has what he thinks 1s & mejor disagree-
tent, he will not prolong an argument with the editor. He will make his point
briefly, and if the editor does not agree with 1t he will accept the editor's

‘ judgment without further protest., Prolonged argnments are a needless waste of

$ime; in order to avoid them 1t must be decided beforehand that someone's Jud gmen*
is finel; and in the nature of things that one can be only the editor.

It should aleo be clear thet the editor’s responsibility includes questions of
style, as well as technical points such as gremmer and punctuation., If he sees
én alternative way of expressing something, which in his Judgment is definitely
gmoother or clearer or more forceful or more compact than the original, and if
he 1s willing to teke the time to work out the alternetive form of expression,
this 18 part of his legitimate and necessery role. It is inevitable that this
will often irvitete the analyst, who will often continue to prefer his original
way of putting it. On that acoount, as indicated above, the wise editor will
restrict his changee (on matters of personal preference) to those that he
thinks will make e very definite Improvement. But the analyst on his part
should do his best to accept the changes philosophically and without resentment,
recognizing that the editor feels obligated to put the excellence of the product
ehead of personal feelings, and recognlizing alsc that the editor necessarily
relies in the last analysis on his own Judgment as to what is excellent and
what 1s not,

5. Responaibility of Typist :

Cur typlsts are almost our last line of defense against errors and inaccuracy.
They cannot be expected to catch many errors which the writer and editor have
both miseed, but 1f they do notice anything that seems questioneable for any
reason, 1t 1s their responsibility at least to raise the 1ssue with sn editor
ér analyst, (If they feel sure that the thing is an error, they can correct it
without consulting anyome.)

&

Declassified and Approved For Release 2013/12/11 : CIA-RDP82-00177R000300460001-5

-y



T

Declassified and Approved For Release 2013/12/11 : CIA-RDP82-OO177ROOO300460001-5
- 17 -

6. Respongibility of Prodfreader

Cur actual last line of defense 1s of cotibse the proofreader. He should be
meticulous in picking up eny item, no matter how emall, that 1e definitely
incorrect. On the other hand, where something (such as the insertion of &

gomma or changlng of a word) 1s a matter of legitimate personal difference of
gpinion, or where the adventage to be gained by a change, although clear, is
thy slight in degree, he should let well enough alone, The typist's labor

in chenging the final copy is a good deal more than the editor's labor in
changing the first draft, and there is also the chance that a last-minute proof -
reader's change may be contrary to the considered judgment of the editor. In
éach a case the proofreader should consult the editor, and of course that takes
time,

The case is somewhat different in the Proofreading of the Summary. The need

td have the Summary letter-perfect ie conglderably greater than the need to
have the body of the report letter-perfect. If time rermiteg, it 1s therefore
gérth while for a proofreader of the Summary to consult the editor on any polnt
gt all, no matter how trivisl or controversial, thet he thinks might improve it,

L]
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