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101st Airborne Division on first reference, 101st on subsequent references within a story. 

Do not include (Air Assault).

active duty

Lowercase on all references. Hyphenate as an adjective (an active-duty soldier), but not as a noun (he served on active duty).
acronyms, abbreviations

Do not follow a unit full name with an abbreviation or acronym. On second reference, however, abbreviations are used.

Example: Company B, 3rd Battalion, 327th Infantry Regiment, was deployed.

Members of Co. B, 3rd Bn., 327th Inf. Rgt., are deployed to Iraq. An organization name is spelled out on first reference with no acronym following it. Use AP style for acronyms or subsequent reference.

Acronyms specified as acceptable on all references in the AP Stylebook can be used on first reference. Do not create or use acronyms not widely known on second and subsequent references within a story. Instead, use a portion of the acronym that denotes the organizational name.

Not acceptable: FRC, for Family Readiness Center

Acceptable: the center

Airborne
Uppercase only when used as part of an official unit designation (101st Airborne Division) or when used as part of a school name (the Airborne School). The abbreviation is Abn. 

activate, inactivate
Army units do not deactivate or reactivate; they inactivate or activate. 

addresses

When using a numbered address (1555 Indiana St.) only abbreviate street, avenue, or boulevard (st., ave., blvd.), spell out all others (alley, drive, road, etc.). Spell references out when using only the street name (Alaska Avenue). Lowercase streets, avenues, etc. when referring to more than one (First and Second streets). Do not use the word “building” when giving an address. Use the U.S. Post Office address system.

airborne infantry, parachute infantry
These designations have not been official for many years; do not use them.

aircraft designations
Always used as letter followed by hyphen and number (e.g., F-16, UH-1, B-52). Army aircraft include: 

AH-1 Cobra 

AH-6 (special operations helicopter) 

AH-64 Apache 

C-23 Sherpa 

CH-47 Chinook 

CH-54 Tarhe 

HH-60 (special operations helicopter) 

MH-6 (special operations helicopter) 

MH-47 (special operations helicopter) 

OH-6 Cayuse 

OH-58 Kiowa 

UH-1 Iroquois (Huey) 

UH-60 Black Hawk 

ampersand (&)
Do not use in text unless part of a title. 

armed forces
Capitalize only as a proper name (Armed Forces Day), not as a noun (the armed forces, U.S. armed forces) or adjective (an armed-forces member). 

Army regulation
Lowercase regulation when used alone, uppercase if followed by the number, and use as AR on second reference with number. 

Army Reserve
Can stand alone on second reference in uppercase, either as a noun or adjective, as "Reserve." Lowercase only in the case of "reserve component." Reservist is always uppercased. 

attribution
Stories with no byline will be given attribution at the beginning of the story. 

Style is first-line indent 0.13 inch and followed by a long dash; 
10-point Utopia, bold.

Downstyle unless an acronym.

Example: Courier Staff – 

alignment

All lines and sticks of copy should line up across top, bottom and sides.

artwork

Localize art and make it fit story.

Spot color can be placed on clean-cut line art on pages which color is available.

AUTOVON
No longer in use; use DSN instead. 

Blanchfield Army Community Hospital

BACH is acceptable on second reference.

blurbs

Blurbs are pulled quotes without the quote marks. They contain an important or interesting piece of information located in the story that may not be quoted material.

Use blurbs and design elements, to break up gray sticks of copy.

Place at top or bottom of columns, or in an aesthetically pleasing wrap-around text.

Style is: Garamond 18 point, 21.6 point leading, ragged right, bold. 
Name is in Switzerland, 12 point. Unit or affiliation is Switzerland 10 point, italic.

body copy

Body copy is Utopia 9 point, 10.5-point leading, justified. 
The Leisure Section is the only exception; all copy in that section is ragged right.
Widows are to be avoided. These are lines of body copy at the beginning of a column that are shorter than half of the column width.

Body Copy should be set of varying column widths to break gutters. Column width should not be less than 12 picas or exceed 25.4 picas.

Body copy will be the same column width throughout a story, unless a wrap-around is used.

boxed material

Every effort should be made to ensure no more than one boxed story or wild photo is on a page. There are exceptions, as long as everything on the page is modular.

Boxed stories have a .5-point line around them.

Boxes of information additional to a story can be used to create a packaged presentation. These can include listings, statistical data, etc.

There is 1 pica between box and story or information.

Bradley
M1/M2/M3; may be called Bradley fighting vehicle (do not uppercase fighting or vehicle). 
briefs
All briefs should be listed in order by date (sooner to later). Prolonged or extended dates should be listed last.   
bullets

Bulleted information is not indented; it is flush left.

Bullets are made with a lowercase letter “1,” 8 point, Wingdings font. (Highlight the “1” and change font.)

There is one space between bullet and copy.

bylines

The first line of a byline is 9-point Utopia bold.

The word “by” is lowercase.


Example: by Joe Smith.

The e-mail address of the reporter runs under name in 8-point, Univers, medium. 

Example: joe.smith@us.army.mil
A 1-point rule goes above, and a ½-point rule below with 1 pica between each.

If the person who writes the story is not in the masthead as a Courier staff writer, they get the title “special correspondent.” Explain the person’s credibility at the end of the story in 9-point, Utopia, italic, and in parenthesis. 


Example: (Jones is a journalist with the Fort Knox Inside the Turret.)

cannon is the correct spelling for a mounted gun used by field artillery units. Canon is a religious law.

casualty
If used to refer to simulated injuries inflicted during a training exercise, use in quotes on first reference. The same rule applies to "dead," "shot," "wounded," "destroyed," etc. If they didn't actually occur, they belong in quotes on first reference. 

Cavalry is the correct spelling for a motorized infantry unit. Calvary is the location of Jesus Christ's crucifixion.
Child care two words.

Chimneys

The Sports section is the only front with a “chimney” and running along the left side of the page, 14 ¾ inches of type. There is a 1/2-point rule on the right side of the column. Other chimneys will hold sports stats and local briefs on inside pages in Sports and Community, respectively.

Catchlines on sports stats and Community briefs should be one line, all caps and Switzerland black, 13 point. The sentence following the catch line should be a complete sentence not redundant to catch the line.

Information is to be presented in brief form.

A “For more information” line should always be used. There are no exceptions. If you don’t have a point of contact (first and last name), don’t use any part of the name.

Items are to be placed in chronological order, most recent event first.

The same information can be used in this column from week to week if it is still pertinent, but the column should never be exactly the same as the week before.

Only one pica should be between all copy edges and the box, except the right edge because it’s ragged right, but no less than one pica should be on this edge.

Use 1 pica between each brief.

Clarksville, Hopkinsville

Stand alone in a story or dateline without state listed.

She lives in Clarksville.

Color usage in the newspaper

Four-color [CMYK] process is always available on each of the four front pages.

At times, color is available on inside pages. If so, the advertisement section will mark it on the layouts. When section leaders receive the layouts, they must not assume they can use the color until the editor has coordinated it with the appropriate authority at the Kentucky New Era.

If available, spot color can be used as screens or to color artwork.

It is the responsibility of section leaders to ensure additional use of color is noted to the KNE employees who work in the composing section. As well, it is the responsibility of all section editors to change color photos [always set at RGB] to CMYK in PhotoShop and correct any color deficiencies.

If section leaders desire color on a specific inside page, they should notify the editor ASAP. Notification should then be relayed to the KNE at least one day before publication (but the more notice, the better). Do not order process unless all four basic colors are needed.

column width

Column width of body copy should be varied to avoid full-page gutters and change the look from one story to another.

Column width should never exceed 25.4 picas and not be narrower than 12.2 picas.

Any page 1 story that jumps should be set as close to the original column width as possible.

composition titles

Use italics to denote a composition title (book, movie, newspaper, poem, etc.). This is a break with AP style.



Jones' favorite movie is 2 Fast 2 Furious.

contractions

Don’t ever use contractions in a story unless in a direct quote.

country names
On first reference, the name of every foreign city will be followed by the spelled-out name of the nation in which it is located (e.g., Worms, Germany). Exceptions are those listed in the AP Styleguide not requiring a country name (e.g., Paris, Berlin).

There is no country called “Northern Iraq.” Locations in countries are to be lower-cased. Exceptions are the regions in the United States in the east (e.g., northern Iraq; the South)
cutline

Cutlines are to be written in such a way that they add information to the photo. Don’t write what can be seen already.

Write first sentence in present tense with action verbs.

Style is Franklin Gothic Demi, 9 point with 10.5-point leading.

Abbreviations and acronyms may be used in cutlines when the photo accompanies a story or when the meaning of the abbreviation is generally understood. Names of units and common military abbreviations are usually acceptable. If in doubt as to clarity, spell it out.

Cutlines should run the length of the photo and be left justified. If it is only one line, it should go at least halfway across the photo.

Cutlines used on the front page as teasers should be handled as follows; John Doe, commander; Jane Doe; wife, and Jack and Jill; children…..See related story, Page 3C. Applicable adjustments should be made for each section or for photo credit style.

Everyone whose face is recognizable in a photo should be fully identified including unit, organization, family member, etc.

Photos of children will include child’s age and full name of parents, and units if applicable. Generic cutlines can be used for crowd shots.

Cutline identification is always from left to right. Do not use (left) (right) unless the nature of the photo makes it impossible to identify people from left to right. (see AP style)

Between photo credit and cutline is .5 pica.

Group cutlines may be used to enhance the appearance of a page. They will not be used all the time. As a rule, each photo should have its own cutline. When group cutlines are used, each photo will be identified separately.

Example: (Top) Private 1st Class John Smith demonstrates correct push-ups. (Bottom) Specialist Jane Smith performs sit-ups.

Do not use “clockwise, counter-clockwise” as it confuses the reader.

cross-training
Hyphenate. 

Dale Wayrynen Recreation Center

rec center on second reference

dashes

Dashes are made with two consecutive hyphens (--). There is a space between the word(s) and the dash.

datelines

Any story not taking place on Fort Campbell will have a dateline.

Datelines include city and state unless it is a city that does not need a state, per AP Stylebook. (See “Dateline entry”)

Datelines are 10-point Utopia bold. The city is in all caps; the state is abbreviated in AP style, followed by a long dash.


Example: PEMBROKE, Ky. --
dates

Dates are handled per AP stylebook.

dependents is the correct spelling when referring to Family members of Soldiers. 

Try to avoid using this word, however, as many "dependents" consider the term demeaning.

direct quotes

Not all information in a direct quote has to be used. For brevity, unnecessary words may be cut. However, be careful not to change the meaning of a quote when removing unnecessary words.

Information added to a quote for clarification will be in brackets.

Information normally required to be in parenthesis, which is added to a quote for clarification, will be in brackets and parenthesis. 


Example: “Soldiers from 101st Airborne Division [(Air Assault)].”

Quotes can be paraphrased. Do not use quote marks when paraphrasing nor write the quotes as direct quotes without the marks, but do attribute. Information that would normally be abbreviated in a story will be spelled out in a direct quote, unless the person spoke using an acronym.

If acronyms are first referenced in a direct quote, it will be spelled out in brackets.

Division commander
Current commander is Maj. Gen. Thomas Turner.

While the Division is deployed, he should be referred to as Maj. Gen. Thomas Turner, commander, 101st Airborne Division or Maj. Gen. Thomas Turner, 101st commanding general, if the Division already has been identified.

When the Division returns to Fort Campbell, refer to him as Maj. Gen. Thomas Turner, commander, 101st Airborne Division and Fort Campbell.

division parade field
Do not capitalize.

dog tags should never be used in a story. The proper term is ID tags. This reference can be used in colorful feature stories involving history or in personality features.

downlink [and uplink]
When meant to describe the transmission of data to or from a satellite, use "transmit." 

drop caps

Drop caps are to be made in the Paragraph palette in InDesign. Drop caps are 6-point, with 25 point kerning between the first and second letter with no indent. They can be used in any section to enhance design, but their use should be limited to feature-type stories.
email Is NOT hyphenated 

fonts

Text/body copy font is Utopia. Headlines are fonts within the Franklin Gothic family. Section flags use Korinna XBd BT. Any font not mentioned will be mentioned in the appropriate entry in the stylebook.

fort
It is always spelled out; never use "Ft." When listing a series of posts, use "Fort" before each applicable installation (e.g., Fort Belvoir, Va.; Fort Bragg, N.C.).

gutters

Do not have gutters that run top to bottom on any page. Headlines should not be relied upon to break a gutter. Use different design elements to do so as well.

headlines

Headline font variety is to be used within the Franklin Gothic family throughout the paper.

Different headline styles are to be used throughout the paper, i.e. hammers, kickers, tripods.

Headlines are written in present tense without the use of the word “the.”

Tripods consist of one large word followed by a colon, with two lines after the colon. Point size of the two lines should add up to be the size of the large word.

A kicker is an underlined headline with another head underneath it indented two characters. The bottom head should be at least double the size of the top head.

Hammers are the opposite of kickers: top line underlined and at least double the size of the line below it. Top line is not underlined.

Only action verbs are to be used in headlines; never use past tense. ACTIVE verbs.

Highway 41-A, not Fort Campbell Boulevard.

Information and comments

Information and comments is on Page 2A.

Any letters to the editor will be placed on this page.

initials
Do not use middle name initials in a story or cutline. Only use in byline if author wishes it that way.
installation addresses

Do not use the word “building” in a street address. The building number is the street address. Therefore, street and avenue are abbreviated if preceded by a number, per AP style. IF the address is at a crossroad only street with the number is abbreviated.

Example: 2334 19th St. and Indiana Avenue.

When referring to two or more streets, avenues, etc., use lowercase. Distance Learning Centers are located at Desert Storm and A Shau Valley avenues.
If a room is included, the word “room” is always capitalized. If “building” must be used, and a number follows it, it is also capitalized.

jumps, jump heads, jump lines

Avoid jumping stories whenever possible; readers tend not to follow them.

Jumps are only used with front-page stories. Never jump a story from an inside page to another inside page.

Jump lines are 10-point, Utopia, black, flush right, in parenthesis and worded: (See EAGLE, Page 2C). The jump line is placed on the last line of the copy unless it does not fit, then it is placed on the next line, flush right.

Jump on a paragraph whenever possible.

Jumps should never be in the middle of a word. Rewrite if you must or leave a space.

Jumps should be a minimum of four inches long. If they are less than four inches, edit to avoid jumping at all.

Words used to identify a jump should be a word out of the headline.

Jump heads are all caps and Franklin Gothic Demi 28 point.

A 2-point line runs from the end of the jump head and goes across the entire width of the story.

(Continued from Page??) is Utopia, bold, 10-point, and placed one pica below the Jump head.

Body copy of jumps should match the original story’s as lose as possible.

Although space does not always permit, jumps should be on one page and in same descending order as on the front page. They are easier for readers to follow that way.

layout spacing

Everything has a pica between it except photo credit and photo (in which the credit should be flush right against the bottom of the photo).

Example: 1 pica between headline and body copy, 1 pica between photo and outline and 1 pica between cutline and copy.

Marines, marine
Uppercase when referring to the branch of service and its members (the Marine Corps, a Marine helicopter, a Marine), lowercase when referring to general oceanic terms.

materiel is the correct spelling when referring to equipment and supplies used by the military.

military equipment
Hyphenate all designations except those of American tracked armored vehicles (e.g., Russian T-72, M-16 and F-15, but M1A1 and M113).

military ranks/names

Follow AP style for all military ranks.
Military ranks are to be used in front of the name on first reference. All other references will be last name only. 

The designation "promotable" (P) is never used. For general officers, use (Designee).

Example: Maj. Gen. (Designee) John Doe.

If there are two people in a story with the same last name, first names will be used on following references.

Pay grades are not to be used except in pay charts.

“Retired” will be used as follows: They invited retired Army Gen. John Brown.
modularity

All stories and packages must be modular. This means nothing should be an irregular shape. All stories, photos, packages, etc. should form a rectangular or square shape.

mug shots

Mug shots are the preferred art standard in place of grip-and-grins and posed shots. As well, mug shots should be sought in stories that have several different local sources quoted. 

Size is 6 pica x 9 pica/1x1.5 inch.

Shots should be from mid-chest to top of head.

mottos

Do not use quotation marks around unit mottos. Simply: Screaming Eagles.

mug cutline

Identification under mug shots is last name only, all caps, Univers bold, 12 point and centered on photo.

National Guard
Can stand alone in uppercase as "Guard" on second reference. Use "National Guard members" instead of "Guardsmen" or "Guard soldiers."

NCO
Can stand alone as an acronym. 

newspapers

The names of the Fort Campbell Courier and Courier when it stands alone, will be italicized throughout the newspaper. The titles of other publications will also be italicized. 

When the entire sentence is italicized, un-italicize the name of the publication. 

nicknames/mottos

Unit nicknames/mottos should always be verified because they change without notice. Verification should be done through high channels.


Do not use quotation marks around unit nicknames.

Soldiers of 3rd Battalion, 502nd Infantry Regiment are the Widowmakers.
Be sensitive to the offensiveness of some unit nicknames within headlines (e.g., Widowmakers befriend Iraqi orphans).

Organizations

The Courier uses the following acronyms for these organizations on second reference.
Army and Air Force Exchange Services – AAFES

Army Community Services – ACS

Army Emergency Relief – AER

Blanchfield Army Community Hospital – BACH

Campbell Army Airfield – CAAF

Civilian Personnel Office – CPO

Continental United States – CONUS

Dale Wayrynen Community Recreation Center – DWRC

Department of Defense – DoD

Department of the Army – DA

Directorate of Contracting – DOC

Equal Employment Opportunity – EEO

Equal Opportunity – EO

Forces Command – FORSCOM

Human Resources Business Center – HRBS

Information Technology Business Center – ITBC

Installation Business Office – IBO

Junior Enlisted Family Center – JEFC

Kentucky New Era – KNE

Outside Continental United States – OCONUS

Personnel Command -  PERSCOM

Public Affairs Office – PAO

Public Safety Business Center – PSBC

Public Works Business Center – PWBC

Readiness Business Center – RBC

Staff Judge Advocate – SJA

The Sabalauski Air assault School – TSAAS

Training Support Center – TSC

General Abbreviations are as follows:

Army National Guard – ARNG

Artillery – Arty.

Central Issue Facility – CIF

Chaplain – Chap.

Communications Squadron – Comm. Sqdn.

Criminal Investigation Division – CID

In-Out Processing – IOP

Inspector General – IG

Squad – Sqd.

U.S. Army Reserve – USAR

on duty/off duty
Same usage as "active duty"; hyphenate only as adjectives (on-duty responsibilities; off-duty activities, but "He plays in a band when he's off duty;" "When she's on duty, she's totally focused."). 

overwatch
This is a tactical term and should only be used in the tactical sense (e.g., "the M1A1s were in an overwatch position" is OK; "the personnel office has overwatch authority on transfers" is not).

paragraphs

Paragraphs shouldn’t be more than 3-4 sentences long.


Paragraphs should use first-line indent of .13 in.

PCS
Can stand alone as an acronym on second reference. 

phonetic alphabet
Unless it is part of a direct quote; do not use spelled-out versions of phonetic pronunciations (e.g., Charlie Company, Alpha Battery, etc). Use Co. C, Battery A, etc.

photos

PHOTOS MAKE THE PAPER READABLE – IF YOU WANT YOUR ARTICLE READ, THEN MAKE CERTAIN YOU HAVE GREAT SUPPORTING PHOTOS TO ENTICE PEOPLE!!!

Photo direction should never lead the reader off the page, nor will photo direction lead away from other elements in the package, i.e., photos should face into the copy, not away from it and graphic elements should guide a reader around the page.


All photos have a .5-point stroke.

Photos should be balanced on layouts, but should never mortise into the copy or force the reader to make unnecessarily long column jumps.

Avoid one-column photos.

Make every effort to include hands, eyes, face and action photos: of course, there are exceptions.

Avoid cliché’ photos.

Photos of the same subject matter or with the same person shouldn’t be printed together or as part of the same package.

Packaged photos should have an established dominant photo.

All photos are to follow regulation, including uniform, safety, etc. If something is not in regulation, the photo cannot be used. Keep in mind, there’s nothing wrong with telling subjects to correct deficiencies before taking the photo. Most would rather fix a deficiency than have their photo left out.

Avoid square photos in general. However, don’t be afraid to use them as supporting art for picture pages.

If a Soldier is out of uniform with justification like OPFOR, then explanation must be clear in the cutline. Otherwise, the photo cannot be used.

A photo should illustrate and enhance the accompanying story. Don’t use a bad photo just to fill space. NO PHOTO IS BETTER THAN A BAD ONE!


ENLARGE GENEROUSLY AND CROP RUTHLESSLY!!!!!!

photo credits

Photo credits are placed .25 pica beneath the photo, flush right. They are 7-point Utopia for credit name, followed by a space, a long vertical dash, a space, and the location of the credit in 7-point Korinna XBd BT italics. 

For Courier file photos; in Utopia type File, long dash, then in Korrinna XBd BT italics type Courier (File | Courier)
For stories with one photo; in Utopia type photographers rank (if Soldier) first and last name, long dash, then in Korrinna XBd BT italics type Courier (Spc. Dallas Walker | Courier)

For stories with multiple photos from a photographer; in Utopia type photographers rank (if Soldier) first and last name then photos, long dash, then in Korrinna XBd BT italics type Courier (Spc. Dallas Walker photos | Courier)

For photos from outside sources (other newspapers, organizations, etc.); in Utopia type photographer first and last name (the “photos” if using more than one), long dash, then in Korrinna XBd BT italics type the source (Danny Vowell | Kentucky New Era or Courtesy )

Multiple photos in the same package by the same photographer will read “Photos by…”. Credit will be placed under dominant photo.

prior to, never use

Use "before." 

pull quotes

Style is: Garamond, 18 point, regular with 21.6-point leading, ragged right.

Name of person quotes is Switzerland, bold, 12-point, 14 point leading, justified right.
Person’s title is Switzerland, 10 point, justified right. 
    
Pulled quotes with mug


Same as above with 6 pica x 9 pica mug shot. Photo is placed 1 pica into top line.

     
Question-and-Answer Text


Questions and Answer is Switzerland bold, 12 point.


A “Q:” is always at the beginning of the question.


Example: Q: What is your name?


A Swiss 12-point “A:” precedes answers.


Example: A: My name is Joe.


Answer text is Univers, 10 point, 11.5 leading.

quotes
Use brackets if it is necessary to add information to clarify a quote to make it more clear.


"He [Howard Stern] is a loose cannon."


Pulled quotes should never be more than 3 lines long.

If the quoted person uses bad grammar, leave the quote “as-is” or paraphrase the wording. DO NOT re-write. Do not use foul language in quotes.

            quote marks


There is no space between letters/punctuation and quote marks.

Ranger: Uppercase only when used as part of an official unit designation (75th Ranger Regiment) or when used as part of a school name (the Ranger School). 
reserve component: This is always singular, and refers to both the National Guard and Reserve. Lowercase as a noun (the reserve component). Lowercase and hyphenate as an adjective (a reserve-component soldier). 

Reserves, Reservist(s): See "Army Reserve." 

Sabalauski Air Assault School

screens

Screens can be used to add visually pleasing effects to a page. All screens should not exceed 10 percent if over copy.

secondary heads [summary decks]

Used to break up the gray on the page, not needed on all stories.


Secondary heads are opposite the headline – Century Schoolbook, plain text.

No more than three lines long, ragged right; leading is one point over the size of copy.

Secretary of Defense Donald Rumsfeld, however, defense secretary Donald Rumsfeld

sentence beginnings

Sentences should not start with numbers, acronyms or abbreviations unless absolutely necessary.  Example: 1999 is a good year.

service member
Always two words. Avoid use of this term whenever possible, using instead "military member," soldier, marine, etc. 

ship names
The names of commercial and naval vessels of any size or nationality will always be italicized (USS Theodore Roosevelt, USNS Comfort), though the prefixes USS (for a United States Navy vessel) or USNS (for an auxiliary/MTMC-type vessel) will always be plain text.

slant marks [/]
"And" is used in all cases ("PX and commissary," instead of PX/commissary). 

Soldier
Capitalize the word “Soldier” when used in a story, headline, cutline or quote.
special forces
Uppercase only when part of an official unit designation (7th Special Forces Group; but "he is special forces qualified"). 

special pages

If a section leader wants to do a special full page, or double truck, notify the editor, who will notify the KNE advertising department.

Sept. 11, 2001

9/11 is acceptable on all references

Stand-down
A state of relaxation from normal duties.
standing heads

Standing headlines are Korinna XbdBT, 36 point. First letters of each word are capitalized.

Centered in a 1-inch deep box on a 5-percent black screen. Box has a 4-point line across the length of top.


All standing heads have a headline.

subheads

Subheads are used to break up gray. The rule is, if you can lay down a dollar bill and nothing but gray type is under it, you need subheads (or something else to break up the gray)

No fewer than 2 subheads should ever be used.

Subheads should be 1-2 words long on 1-column copy. For longer columns, use more words, but subheads should not exceed half the column width.

Subheads are Univers bold, 12 point, centered.

One pica each goes above and below a subhead (or one hard return above and below.)
Subheads should not bump, should not be used near the end of a column, quote box, headline, outline or near bylines.

Subheads should not have articles such as “the” or conjunctions such as “and” in them.

Do not place subheads at top or bottom of stick of copy.

that    

Remove the word “that” as often as possible without changing the meaning of the sentence.

the    

Avoid the word “the” when referring to any unit or proper name of a facility. Proper names already infer the word “the”, making the word an unnecessary redundancy.

unit designations

Words creating unit designations are always spelled out in first reference. Abbreviations are used on second reference of each word in relation to unit designations and in photo credit.
Example: If you use company designation, -abbreviate it on the next reference even if it is a different unit.

Units are always abbreviated in outlines.

Always give full unit designation broken down to company, battalion and anything applicable that follow.

In a story about one specific unit, like Company A, 3rd Battalion, 327th Infantry Regiment, unit designation doesn’t have to be given after each person mentioned. Some type of identification is necessary, though, like the person’s title, duty position.

For the sake of brevity, when listing people, place names of people in the same unit together.

unit names

Give full unit identification in stories and cutlines. It goes in the following order: Company, Battalion, Brigade.

Example: Company A, 1st Battalion, 502nd Infantry Regiment. Abbreviate as follows: Co.A, 1st Bn, 502nd Inf. Rgt.
1st Brigade Combat Team, 101st Airborne Division – on first reference always include 101st Airborne Division.  All divisions have 1st, 2nd, 3rd, and 4th BCT.
The following is the way the Courier abbreviates unit designations:

Air Ambulance – AAmb.

Air Assault  - do not use
Air Defense Artillery – ADA

Airborne – Abn.

Aviation – Avn.

Battalion – Bn.

Battery – Btry.

Brigade – Bde.

Cavalry – Cav.

Chemical – Chem.

Combat Support Hospital – CSH

Company – Co.

Dental Activity – DENTAC

Detachment – Det.

Division – Div.

Division Artillery – DivArty

Division Support Command – DISCOM

Engineer – Eng.

Explosive Ordinance Disposal – EOD

Field Artillery – FA

Forward Support Battalion – FSB

Headquarters – Hqs.

Headquarters and Alpha Company – HAC

Headquarters and Headquarters Battery – HHB

Headquarters and Headquarters Company – HHC

Infantry – Inf.

Light Equipment – LE

Main Support Battalion – MSB

Maintenance – Maint.

Medical – Med.

Medical Department Activities – MEDDAC

Military Police – MP

Personnel Services Battalion – PSB

Quartermaster – QM

Regiment – Rgt.

Replacement Detachment – Repl. Det.

Signal – Sig.

Special Forces – SFG

Special Operations Aviation Regiment (Airborne) – SOAR (Abn.)

Squadron – Sqdn.

Support – Spt.

Transportation – Trans.

Troop – Trp.

United States Army Garrison – USAG

*Note: Field Artillery is composed of batteries, not companies. 

           Cavalry Regiments are composed of squadrons.
various, Never use it! It tells the reader nothing about what is actually at the scene. Describe the scene, don’t cheat the reader with lazy, generic words like various.

vehicles
Humvee, never HMWWV or Hummer. 

verb tense
Use past tense ("Jones said," not "Jones says"). 

Vietnam War
Uppercase war. 
Web site Always capitalized and two words.
wild art
Also called stand-alones, wild photos have tag lines set at 18 or 20 point Franklin Gothic Heavy, placed between the photo and the outline.

Tag lines are not more than one line long.

Tag lines do not require subject and verb, but should be present tense and insinuate action.

Outlines are to tell why the photo is being printed. Full identification is to be given for each person if applicable; style is the same as regular photo cutline.

Cutlines are to be treated as briefs. They should tell the reader all pertinent information.

A wild photo cutline should never cover more than four inches of space. If it does, it should be a story with supporting photo.

Wild photos are contained within a .5-point ruled box.

Photos have .5-point line around them.

Spacing of wild photo; 1 pica between everything.

On front page, wild art can be used as a teaser to inside stories or photo packages.

