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       English 101

                Naval Safety Center, 2003


Lesson #4: Kinds of articles and how to organize them

1. News. Start with a clear, one-sentence statement of what the news is, then supply why that news is important. Decide if background information is necessary or irrelevant. Of the who-what-why-where-when information, "what" and "why" are the most important, the latter because it is the key to solutions. Usually a news article has a straight-forward, factual title.

2. Events. Another common article describes a mishap and offers the lesson learned. You need some detail and description to make the narrative convincing and realistic; these things are very hard to get from a message. As always, try to anticipate questions the reader might have. Because these articles are usually chronological, they are the easiest to organize.

3. Trends. Statistics are nice, but no reader needs undigested statistics or raw data. We have to analyze the data and explain what it means. Ideally, statistical articles point to specific actions on the part of the reader that will help them improve their local situation. These articles sometimes require charts, which can be very useful if you make them crystal clear. Get rid of "chart junk" (extra numbers, tiny labels).

4. Problems (a.k.a. “hazards”). Surveys uncover myriad problems covering a spectrum of urgency and severity. You can help the reader prioritize these lists. You need to state the problem and offer a reasonable solution. Documenting that a problem exists will make the reader more receptive and builds your credibility. Make sure that the solution you offer is realistic. This information would most logically come from someone who has actually solved the problem himself, as opposed to someone who just diagnoses it ("Running a marathon isn't that hard, just build your mileage up to 50 miles a week and do 5 20-mile training runs"). Complicated, expensive solutions to once-in-a-blue-moon problems are pointless.
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