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1. Outline the Article Structure 

Draft an outline based on the inverted pyramid structure, where the most critical 
information comes first. This typically includes: 

• Headline: A catchy title summarizing the main point. 
• Byline: The author's name and possibly their role. 
• Lead Paragraph: The introduction that covers essential details. 
• Body paragraphs: Provide details in descending order of importance 
• Conclusion: wrap up the story 

 
2. Focusing on the Headline Characteristics 

• Always be  concise and direct 
• Typically use: 

1. Present Simple Tense 
▪ Example: "Fire Destroys Downtown Building" 

2. Base Verb Form (Infinitive) 
▪ Example: "City Council to Discuss Budget" 

3. Omit Articles (a, an, the) 
▪ Example: "Mayor Announces New Infrastructure Plan" 

3. Focusing on the Lead Paragraph 

The lead should capture the essence of the story. Aim to answer at least three of the 
following six questions (the "5 Ws and 1 H"): 

o Who: Who is involved? 
o What: What happened? 
o Where: Where did it occur? 
o When: When did it take place? 
o Why: Why is it significant? 
o How: How did it happen? 
o  

Use strong, active language to hook the reader's attention immediately. Avoid burying 
crucial information; instead, present it upfront to entice further reading. 
 

4. Focusing on the Body Paragraphs 

After the lead, provide additional context and details that elaborate on the story. This can 
include background information, quotes from interviews, and relevant statistics that 
enhance understanding. 



Language 
• Maintain Objectivity: Write in the third person to keep a neutral tone. Avoid using 

first-person ("I") or second-person ("you") perspectives. 

o Example: Instead of saying "I believe the event was successful," say "Many 
attendees felt the event was successful." 

• Use Reporting Verbs for Quotes: When quoting sources, use reporting verbs like 
"said," "stated," "reported," "explained," etc. 

o Example: "Mayor Chen stated that the city would provide assistance." 

• Avoid Personal Opinions: Stick to facts and reported statements from sources. 

• Use Neutral Language: Avoid emotionally charged words unless quoting 
someone directly. 

• Use precise language relevant to the topic. For example: 

o For crime stories: "suspect," "victim," "investigation," Alleged: Claimed but not yet 
proven (e.g., "The alleged suspect..."),source, eyewitness, incident, authorities,  

o For community events: "participants," "organizers," "attendance." 
 

• Descriptive Words for Events 
Significant, devastating, tragic, shocking, unexpected, chaotic, remarkable, 
unprecedented. 
 

• Phrases for Time and Place 
o Early this morning / Yesterday afternoon / Late last night. 
o At the scene of the incident. 
o In downtown Springfield / At the Maple Street complex. 

 

 

 

 

 

 

 



TWO EXAMPLES 
ONE 

Headline: 

Tech Giant Launches Groundbreaking AI Education Initiative 

Byline: 

By Sarah Martinez, Technology Correspondent 

Lead Paragraph: 

In an unprecedented move, global technology company InnovateTech has 
announced a comprehensive artificial intelligence education program aimed at 
transforming learning experiences for students worldwide, promising to provide 
free AI literacy courses to over 500,000 students across 45 countries. 

Body Paragraphs: 

The initiative, set to launch next month, addresses the rapidly evolving 
technological landscape. Company CEO Dr. Elena Rodriguez emphasized the 
program's mission to demystify artificial intelligence and make it accessible to 
young learners. She elaborated on the initiative during a press conference in 
Silicon Valley, highlighting its potential to bridge educational technology gaps. 

Educators have responded positively to the announcement. Dr. Michael Chen, 
an educational technology expert, suggested that the program could 
significantly contribute to technological education. He argued that the initiative 
represents a crucial step towards preparing students for a technology-driven 
future. 

The comprehensive curriculum will include interactive workshops, hands-on 
coding experiences, and expert-led webinars. The program underscores its 
commitment to diversity by offering special scholarships targeting 
underrepresented groups in technology fields. InnovateTech calculated that the 
initiative will require an investment of $15 million over its first two years. 

Conclusion: 

As artificial intelligence continues to reshape professional landscapes, this 
ambitious project could mark a turning point in how young people understand 
and engage with emerging technologies. The initiative demonstrates 
InnovateTech's commitment to global technological education, potentially 
bridging critical skills gaps in the education sector. 

 



TWO 

Headline: 

Cristina Cabal Awarded Best Educational Blog of the Year 

Byline: 

By Michael Rodriguez, Education Correspondent 

Lead Paragraph: 

Renowned English language education expert Cristina Cabal has been 
recognized with the prestigious Educational Blog of the Year award, celebrating 
her significant contributions to innovative language teaching methodologies 
and online educational resources. 

Body Paragraphs: 

The award, announced by the International Language Education Association, 
highlights Cabal's decade-long commitment to supporting English language 
learners and educators worldwide. Judges emphasized her blog's unique 
approach to language teaching, which combines practical classroom 
strategies with engaging digital content. 

Dr. Elena Martinez, head of the selection committee, pointed out that Cabal's 
blog has become a critical resource for language teachers globally. She 
suggested that the blog's success stems from its ability to blend practical 
teaching techniques with creative language learning approaches. 

Educational technology experts acclaimed Cabal's innovative use of digital 
platforms to reach language learners. The blog has garnered over 500,000 
monthly readers, with particular popularity among English teachers in Europe 
and Latin America. Cabal has developed a wide range of resources, including 
lesson plans, teaching guides, and interactive online materials that have 
revolutionized language education approaches. 

Conclusion: 

The award represents a significant milestone in Cabal's educational career, 
recognizing her ongoing efforts to transform language learning through digital 
innovation. Her work continues to inspire educators and students alike, 
demonstrating the powerful impact of creative, technology-enhanced teaching 
methodologies in language education. 


